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INTRODUCTION

The aim of this course is to expose students to concept of Indexing and Abstracting as well as the process and techniques of indexing and abstracting documents. It is structured into five modules of 21 Units. Module 1 is entitled meaning of Indexing and Abstracting, the nature and goals of indexing and Abstracting as well as Indexing and Abstracting Services. Module 2 which is entitled “Types of indexes, Indexing Techniques and Language. Module 3 is “Indexing Models, Indexing a Document and Evaluation. Automated Indexing system and the use of ICT in indexing. Book and Periodical Indexing,  rules and principles of indexing as well as index evaluation and the qualities of a good indexer.
The title of Module 4 is “Abstract Forms” i.e descriptive, Informative abstracts and other variants of abstracts. The module also exposes you to how to write, revise and edit abstracts and how to abstract a document and some considerations for producing abstracts. Module 5 entitled “Abstract Preparation and Guides” exposes you to procedures or steps in abstract preparation, how to abstract research articles, important guides for abstractors or for producing abstracts, abstract evaluation and the quality.
 AIM OF THE COURSE
The general aim of this course is to equip the students with the knowledge and expertise needed to index documents and produce good abstracts.
OBJECTIVES OF THE COURSE
Each unit in the Course contains some specific objectives which should guide you. At the end of the course, you should be able to: 

· Define Indexing and abstracting

· Identify the nature and goals of indexing and abstracting

· Identify and explain the various indexing and abstracting services

· Explain indexing types and techniques

· Identify and explain indexing languages and systems
· Explain the principles of automated system and Information Technology use in indexing
· Explain the rules and principles guiding indexing practice and book index
· Explain indexing evaluation. 
· State the quality of indexes and the qualities of a good indexer

· Describe descriptive and informative abstracts
· Identify and explain other abstract variants

· Explain how to write, revise and edit abstracts

· Discuss some considerations necessary for producing abstracts

· List and explain the steps in abstract preparation

· Produce abstract for research articles and for documents

· Mention and explain some important guides for abstractors and the qualities of good abstracts
WORKING THROUGH THE COURSE

The course contains five modules of 21 Units which exposes you to the principles and practice of indexing and abstracting, indexing languages, indexing systems and methods as well as abstracts forms and their preparation. You are advised to carefully go through all the Units bearing in mind that indexes and abstracts are essentials for information access. We live in an information intensive society and millions of documents are produced regularly and very little of these are accessible. This is why you as a Librarian need to know how to construct tools such as indexes and abstracts to adequately bring about access to information. You should attempt the Self-Assessment Exercises and the Tutor-Marked Assignments. I also want to implore you to practice the skills on your own and consult as many of the references/suggestions given to you as further reading.
COURSE MATERIALS

Your course material includes the study Units in the course, the recommended textbooks and the exercises and assignments provided in each unit.
STUDY UNITS
There are 21 Units in the course and you will need between fifteen (15) to twenty (20) weeks to study them thoroughly, working through the Unit’s exercises/ assignments and also consulting recommended texts.
Module 1
Introduction to Indexing Abstracting
Unit 1

Meaning of Indexing and Abstracting

Unit 2

Nature and Goal of Indexing

Unit 3

Nature and Goal of Abstracting

Unit 4

Indexing and Abstracting Services
Module 2
Types of Index, Techniques and Languages
Unit 1

Types of Index
Unit 2

Subject Indexes

Unit 3

Indexing Techniques

Unit 4

Indexing Languages

Unit 5

Indexing Systems (Pre & Post coordinate Indexing)
Module 3
 Indexing Models; Indexing a Document and Evaluation
Unit 1
            Automated Indexing System and Information Technology use in Indexing

Unit 2
            Book and Periodical Indexing

Unit 3
            Indexing a Document, Rules and principles of indexing

Unit 4
            Indexing Evaluation, Qualities of Good Indexing/Indexer

Module 4
Abstract Forms

Unit 1

Descriptive and Informative Abstracts
Unit 2

Other Variants of Abstracts
Unit 3

Writing, Revising and Editing Abstracts

Unit 4

Abstracting a Document, Consideration for Producing Abstracts
Module 5
Abstract Preparation and Guides

Unit
1
Procedure for Abstract Preparation

Unit 
2
Abstracting Research Articles

Unit 
3
Important Guides for Abstractors

Unit
4
Abstract Evaluation and Quality 

COURSE MARKING

You will be scored 10% for each of your best three assignments to arrive at 30% for your continuous assessment. The final examination will carry 70%, to give a total of 100%. This is graphically presented below: 

	Assessment
	Marks

	Assignments 1-4 ( the best three of all the assignments submitted)
	Three assignments, marked out of 10% Totalling 30%

	Final examination 
	70% of overall course marks

	Total 
	100% of course marks


COURSE OVERVIEW
	Unit
	Title of Work 
	Weeks Activity
	Tutor Marked Assignment

	
	Course Guide
	1
	

	Module 1
                       Introduction to Indexing and Abstracting

	1


	Meaning of Indexing and Abstracting
	2
	

	2
	Nature and Goal of Indexing
	3
	

	3
	Nature and Goal of Abstracting
	4
	

	4
	Indexing and Abstracting Services
	5
	TMA 1

	Module 2
             Types of Index, Indexing Techniques and Language

	1
	 Types of Index
	6
	

	2
	Subject Indexes
	7
	

	3
	Indexing Techniques
	8
	

	4
	Indexing Languages
	9
	

	5
	Indexing Systems (Pre & Post coordinate Indexing)
	10
	TMA 2

	Module 3
           Indexing Models; Indexing a Document and Evaluation

	1
	Automated Indexing System and Information Technology use in Indexing
	11
	

	2

	Book and Periodical Indexing
	  12
	

	  3
	Indexing a Document, Rules and Principles of Indexing
	13
	

	4
	Indexing Evaluation, qualities of good Indexing/ Indexer
	14
	TMA  3

	Module 4                                             Abstract Forms

	1
	Descriptive and Informative Abstracts
	15
	

	2
	Other Variants of Abstracts
	16
	

	3
	Writing, Revising and Editing Abstracts
	17
	

	4
	Abstracting a Document, Consideration for Producing Abstracts
	18
	TMA 4

	Module 5
                              Abstract Preparation and Guides

	1
	Procedures in Abstract Preparation
	19
	

	2
	Abstracting Research Articles
	20
	

	3
	Important Guides for Abstractors
	21
	

	4
	Abstract Evaluation and quality
	22
	

	

	  Revision
	  23
	

	
	Examination
	24
	


FACILITATORS/ TUTORS AND TUTORIALS
Facilitators and tutors will be available to guide the students in the course. You are expected to read the course material very carefully and write down the areas you need further explanation with facilitator/ tutors and make sure you take advantage of this opportunity during tutorials. It is important to attend tutorials and therefore maximize the presence of facilitator / tutors to clear all knotty issues.
SUMMARY

This course is about the principles, techniques, methods and the procedures for the production of indexes and abstracts as a tool for information/ document access and retrieval. The course also provides the students with rules, guides and steps to follow in index and abstract preparation. It is expected that the course will equip students with basic indexing and abstracting skills to function as information professional.
MAIN 
COURSE

CONTENTS
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MODULE 1
INTRODUCTION TO INDEXING AND ABSTRACTING
Unit 1

Meaning of Indexing and Abstracting

Unit 2

Nature and Goals of Indexing

Unit 3

Nature and Goals of Abstracting

Unit 4

Indexing and Abstracting Services
UNIT 1

MEANING OF INDEXING AND ABSTRACTING

CONTENTS

1.0
Introduction
2.0
Objectives
3.0
Main content
3.1
Indexing

3.2
Indexes
3.3
Indexer
3.4
Need for Indexes
3.5
Abstracting
3.6
Abstracts
4.0
Conclusion 
5.0
Summary
6.0
Tutor – Marked Assignment
7.0
Reference/ Further Reading
1.0
INTRODUCTION

Libraries and information centres function to provide access to information and knowledge. In the same vein, these institutions strive to meet the information demand / needs of their users. It would be difficult for information institutions such as libraries and information centres to provide access to their resources if the materials in their holding are not processed. These institutions ensure that information is located in documents; it may be a book, non-book sources or in electronic formats in order to facilitate access to information by users. Information professionals have devised tools which include catalogues, indexes and abstracts. Information materials are indexed and abstracted to bring readers/users nearer to information sources and essentially to assist them find or locate their information need or reading interests in the sources. Indexing and Abstracting are essentials processes that ensure that information contained in documents are easily retrieved.
2.0
OBJECTIVES

At the end of this unit, students should be able to:

· Define Indexing and Indexes

· Define Abstracting and Abstracts

· Identify an indexer and an Abstractor
3.0
MAIN CONTENT
3.1
Indexing 
Indexing is the systematic process of arranging of entries designed to enable information users to locate items in a document. It is a process fixed at providing a guide to the information and knowledge contained in documents. Subject terms or heading and descriptors which described the intellectual content or cover the main theme of documents are carefully chosen in indexing. In essence, indexing is the process that produces entries in an index by analysing the content of documents, revealing the essential details of the document item in a summarized form and indicating the location of the information; creating substitutes to information items.
3.2
Indexes

Indexes are indicators or locators that assist one to find information. They do more than just locate, indexes are systematic guides to location of words, concepts and other information items in books, periodicals or other publications. An index consists of series of entries appearing in alphabetical order to enable users find information with references to show where each item is located. An index could be any of the following:

· A systematically arranged list giving enough information for each item to be traced by means of page number or other symbols indicating its position in a sequence.

· A detailed alphabetical list of tables of topics, names of persons pointing out their exact positions in the volumes usually by page number but often by entry number.

· An intelligently compiled list of topics covered in a book or document prepared with the readers needs in mind.

· A systematic presentation of the salient terms and concepts of a document in all formats organized so as to provide access to those terms and concepts in the primary document through accurate and direct references to their positions and locations

· An open-end finding guide to the literature of an academic field or discipline, to works of a specific literary form or published in a specific format or to the analysed content of a serial publication.

Indexes lead the user directly to the exact information required with no hurdles. It leads the user to the pertinent information, reducing to the barest minimum the need for cross-references. An index strives to minimize the time and effort of the user in locating information and to maximize the success of the user in searching. These are achieved by choosing the best terms or words that will match a finders language and by having a system of accurate and complete cross-references to related information.
3.3
Indexer

A person who does indexing or prepares indexes is an indexer. Indexers are noted for their orderliness; they usually are orderly minded with the capacity to take pains, having clear thought process and meticulously careful. An indexer analyses a document and tags it with subject and other descriptors based on his/her understanding of what the user would search under. They strive to satisfy the needs of the user, they work as if their users are present. Indexers are professionals who produce indexes based on standards and ethics. Some work as full time indexers while some work part-time. Some are employed in organizations or businesses while others work as free lancers or as consultants. Others work in libraries, publishing houses, research institutes, universities etc. Indexers are noted for their self-discipline and are highly given to details with good memory to go with it.

An indexer regardless of his level of education should be intelligent, widely read, level headed, patient and analytically minded. In addition he/ she should have an inquisitive and imaginative mind because indexing has to do with answering of obvious questions in the process of indexing and thinking for the user. He is therefore a surrogate of the user as he/she moves through text, indexing items.
3.4
Need for Indexes

Indexes are needed to provide effective shortcuts to needed information, without an index, the retrieval of information will be difficult. Access to information in print and non-print materials would be impossible without indexes, almost all document need to be indexed. The different information sources housed in libraries are indexed. Governments, private organizations and education systems etc, all work with complex and extensive documents and any indexing system can easy provide access to this information. 

Indexes are needed for any collection of information, if there are no indexes, society may probably come to a standstill. Indexers go through a document without missing anything and help the user to cut down dramatically on the items he/she has to examine. An index separates the wheat from the shaft and sorts the wheat down to a handful of desired items. Index are needed also because they add value to documents, it help users find documents and ensures increased usage of documents. With this is mind, a good indexer strives to think for the user and he finds information to take decisions and solve problems.

SELF-ASSESSMENT EXERCISE

Give reasons why indexes are needed in the Society

Differentiate between an indexer and indexes
3.5
Abstracting

The preparation of a brief and objective statement of the content of documents to enable users to quickly determine whether to read the entire text or not in order to satisfy an information need. It involves summarizing or interpreting the content of a document giving the salient points so that the user may decide whether to consult the document or not. In essence, abstracting process provides additional value to documents aside providing a summary and bibliographic detail of documents.

3.6
Abstracts

Abstracts are formal summaries prepared by writers or abstractors to completed works. They are important tools for information users, especially as they strive to keep abreast of explosion of information.

An Abstract is a brief objective summary of the essential content of a book, article, speech, report, dissertation or other works that present the main points in the same order as the original but has no independent literary value. Abstract like all summaries should cover the main points of a piece of writing using the same level of language and expertise found in the article or document being abstracted. An abstract is a condensed version of a longer piece of writing that highlights the main point covered, it should concisely describe the content and scope of the writing and reviews the documents’ content in summarized form.
4.0
CONCLUSION

It is clear from this unit that indexing and abstracting are processes geared toward ensuring users have access to information. Indexes and abstracts are information finders while indexers and abstractors are crucial facilitators of orderliness in information access, otherwise, society’s information would be in a chaotic state.

5.0
SUMMARY

Indexing and abstracting processes produces indexes and abstracts while the facilitators of the process are indexers and abstractors. This is the focus of this unit. Indexes produce entries which serve as information locators while abstracts summarize information content as briefly as possible yet capturing the essential details. The unit has dealt with indexing and abstracting, indexes and abstracts, indexes and need for indexes.

6.0
TUTOR-MARKED ASSIGNMENT

i. Provide a concise definition of indexing and abstracting

ii. What are indexes and abstracts?
iii. Why do we need indexes?
iv. Who is an indexer and what are his qualities?
7.0
REFERENCES/FURTHER READING

Aina, L. O. (2004) Library and Information Science text in Africa, Ibadan: Third World. 

Rowley, J. E. (1988) Indexing and Abstracting, London: Clive Bingley.

Cleveland, D. B and Cleveland, A. D (2001) Introduction to Indexing and Abstracting.

           Colorado: Libraries Unlimited.

Reitz, J, M (2004) Dictionary of Library and Information Science, London: Libraries 
           Unlimited.

Lancaster, F. W (1991) Indexing and Abstracting: Theory and Practice. London: Library 
          Association.

UNIT 2

NATURE AND GOALS OF INDEXING
CONTENTS

1.0
Introduction

2.0
Objectives

3.0
Main Content

3.1
Nature of Indexes
3.2
Goals of Indexing
3.3
Relationships between Indexing and Classification

4.0
Conclusion

5.0
Summary

6.0
Tutor-Marked Assignment
7.0
References/Further Reading
1.0 INTRODUCTION

Indexes are well thought out arrangement of entries which provides access to information in documents. The content and the format of each document are fully and adequately described using the most specific terms. The indexers job is only to index the document and not to interpret, evaluate or diagnose. The indexers work goes a long way in determining how good indexes are and the goals of producing indexes is accessibility.
2.0 OBJECTIVES

At the end of this unit, you should be able to:

i. Explain the nature of indexes
ii. Identify and explain the goals of indexing
3.0 MAIN CONTENT
3.1
The Nature of Indexes

Indexes are usually created from the text of primary publications which introduce the objective to the user or reader who intends to proceed to the remainder of the text with its content. Indexes are example of tools used to organize literature of particular disciplines, thereby making a significant contribution to communication and information flow among users who could be scientists and researchers. Indexing is one of the avenues through which literature of disciplines are organized.
Cleveland and Cleveland (2000) in explaining the nature of indexes viewed that in order to come to terms with indexes, you should think of abstract informational spaces, which means that one should think of information items in an abstract space and then also think of indexes in this space. Indexes change document space into index space. In producing indexes, there is a significant reduction in the amount of words in the documents themselves for the indexing space. This is done to ensure that both spaces exist in the same subject space.
Indexed documents reflect two fundamental states or dispositions which are determined by indexers. What is included in the index and what is excluded from the index? Both situations may have captured what is important as well as what is trivial. Indexes may have omitted information. Therefore when crucial information is left out, we can conclude that the indexing process may have lost information.
An index is not just an alphabetical list of nouns, of words and phrases in a text. The process of indexing itself is more than simply generating words or terms in the attaching locators to them. It is neither a rearranged table of content. It must be said that it is a distinct record having its own validity and consistency.
Indexes come in different forms and serve many purposes. According to Cleveland and Cleveland (2004) some are name indexes, subject indexes, map indexes etc. There are indexes to books, periodicals, images, databases etc, some are created manually while others are automated. Whatever the form, format or method of production, good indexes are the product of the knowledge/know how of an indexer.
3.2
Goals of Indexing
In a very simple Language the main goal of indexing is to assist users/readers find information in a document or an information source, specifically indexes are created to achieve the following:

· To help users to become familiar with a text or document such that those who intend to exploit the text can do so easily.

· To act as a kind of summary to text or document serving as a selection guide to the content.

· To serve as a tool for document analysis.

· To serve as a vital link between the originator of information or writers of text/document and its ultimate users or consumer

· To help reduce the time and energy a user expends in accessing or finding a topic of interest in a given document or set of documents stored in a collection.

· To maximize the searching success of the user of a document.

· To create or generate terms or descriptors that serves the purpose of describing the intellectual content of documents.

· To serve as an information retrieval tools for libraries, archives, information centres or documentation centres.

· To assist users choose the best terms or words that will match their language, having a system that achieves an accurate and complete cross-reference to related information.

· To help increase usage of document.

SELF-ASSESSSMENT EXERCISE

Outline the goals of Indexing

3.3
Relationship between Indexing and Classification

An information storage facility is usually in a chaotic state until the information is organized providing access to users. Librarians have devised the tools of cataloguing, classification, subject classification to achieve this. These tools especially subject classification and classifications (using classification schemes) are similar in many ways to indexing. While indexing and classification are not the same conceptually, there are definitely areas of convergence or similarities.

Indexing in a way is a kind of classification. Documents are described using index terms or descriptors and the documents fall into classes created by the generated index terms. In essence, the subject descriptors created in the process of classification or vocabulary control are index terms on their own. Indexing and classification both strive to achieve organization and storage of information and knowledge in a way that will make their retrieval easy. Other areas of similarities are that:

· They both involve the process of document analysis

· They both translate terms into a surrogate of information in documents

· They give users a quicker option to finding information.
Classification is the arrangement of information materials or ideas into groups or categories based on established systems. The idea behind classification is the grouping of things based on similarities. It is easy to group useful information items together such that you can find information based in such groupings. This is a kind of bibliographic control and similar in conceptualization to indexing.

Indexing and classification despite their numerous similarities are distinct activities in our quest to make information and knowledge easily accessible. Their perceived areas of differences are includes the following:

· Unlike indexing, classification is a highly controlled or structured activity. Classification is guided by strict rules and authority lists which stipulate how information is to be organized.

· Classification systems treat books and other information sources in isolation, assigning them limited subject headings while indexing provides several alternative terms, making classes of items easily adjusted to relative classes simultaneously.

· Classification put similar items into groups, tagging them, using pre-existing categories of the classification system. Indexing assigns several terms to information terms, it is much more flexible than classification; information items can go into many more categories compared to classification systems.
4.0
CONCLUSION

Document description and information retrieval would be a mirage without indexing. It has elevated these activities in no small manner such that information users find it easy to navigate information sources or documents. Ultimately, indexing has helped to build the characteristics of documents, ensuring that users have the means that best allows retrieval of Information.
5.0
SUMMARY

As you can see, indexing is an intellectual exercise by its nature and emphasizes flexibility in an attempt to serve as a pointer to information in documents. This unit focused on the nature of indexes, its goals and the relationship between the processes of indexing and classification.
6.0
TUTOR-MARKED ASSIGNMENT

i. How would you explain the nature of indexes?

ii. In two sentences provide a summary of the goals of indexing.

iii. What are the similarities and differences between indexing and classification?
7.0
REFERENCES/FURTHER READING

Cleveland, D. B and Cleveland, A. D (2001) Introduction to indexing and Abstracting     Colorado: Libraries Unlimited.

Cox, J. (2013). As I See It!--Abstracting and Indexing Services--The Ostriches of Information. Against the Grain, 20(5), 32.

Lancaster, F. W (2003) Indexing and Abstracting in theory and Practice. Illinois: University of Illinois.

Bonura, L. S (1994) The art of indexing. New York: John Wiley.

Splenda, R. (2014). Introduction to Indexing and Abstracting. Technical Services Quarterly, 31(3), 307-308
Wellisch, H. H 1995) Indexing A to Z. New York: H. W. Wilson.

Zainab, A. N. (2012). Adding Value to an Abstracting and Indexing System: The Case of MyAIS, Malaysia. World Digital Libraries, 5(1), 19-35.
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NATURE AND GOALS OF ABSTRACTING

CONTENTS

1.0
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2.0
Objectives

3.0
Main content
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3.2 Goals of Abstracting

3.3 Uses of Abstracts
4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading
1.0      INTRODUCTION
Abstracts are well thought out miniaturised representation of the original document or write-up, providing a lead to the information required. Abstracts follow a structured format with the intention of capturing the essentials and helping the user to make a decision to proceed to use the real information or not. Abstractors are not trying to duplicate the original. The skill of abstractors is crucial in creating good abstracts for reader or users.

2.0     OBJECTIVES

At the end of this unit, the students should be able to:

· Explain the nature of abstract
· Identify and explain the goals of abstracting
· Explain the type of abstracts
· State the uses of abstracts 
3.0 MAIN CONTENT
3.1
The Nature of Abstracts

Abstracts also provide access to information and documents just like indexes but beyond this, it provides a summary of the details of a document in a concise and accurate manner. Abstracts are created to represent the original document by capturing the essential information thereby acting as a surrogate of the original document. With abstracts, the user may not need to see or use the original because it may probably provide him enough information or serve as a substitute to the document. Abstracts are noted to save the time of a user who needs to go through several documents.
The International Standard Organisation (ISO) (1976) cited in Aina (2004) viewed that “users of abstracts are able to identify the basic content of a document quickly and accurately, to determine its relevance to their interests, and thus be able to decide whether they need to read the document in it’s entirely or not”. Abstracts are devices for information search, it represent the content of an item with words that are explicit to their information searches. They are a kind of formal summaries prepared by abstractors for completed works or documents. Abstracts are important tools for information users and readers as it brings them up to speed with todays’ information explosion. 
3.2
Goals of Abstracting

Abstracts have been found to serve five main goals:

· Help readers decide if it is necessary to read the entire document.

Information users use abstracts to determine if a piece of writing interests them or whether it’s relevant to a topic they are used to. Readers use abstracts to make a decision as quickly as possible if a document or a write-up is needed. Also, it is well noted that readers also use abstract to evaluate the completeness or how intricate a piece of writing or document is. In other words, if a write-up or document is too technical or sophisticated, users know, and if they are too simple, readers understand this when they interact with abstracts.
· Assist information users to remember the important findings on a topic.

After consulting a document or write-up, readers often retain abstracts so that they are reminded of the summaries and other details. Abstracts usually include complete bibliographical citations and are therefore needed when readers start producing their own write-up or research papers and citing information sources.

· Assist Information users understand a write-up serving as a pre-read

Abstracts provide for users a kind of pre-knowledge of the original text or document. This would help readers to anticipate or gauge the content of the document itself. When abstracts provide the users an overview or preview of the real thing, it makes reading the document not only easy but the reading is carried out more efficiently by the reader/users.
· Allow index write-ups achieve quick recovery and cross-referencing.

Librarians and researchers have recognised the value of abstracts as information finders. Because indexes are now available everywhere, especially electronically, abstracts with their keywords have become very important today because information users can go through several abstracts very quickly to locate the most relevant ones or the ones that is fit for purpose. Cross-referencing provided by abstracts opens up new areas readers can explore which they might be unfamiliar with at the start for their write-up or research.

· Allow readers/decision makers make efficient judgement without bordering about details. 

Highly knowledgeable readers or users of abstracts such as researchers and policy makers are known to read very little of the real document or write-up itself. They prefer to consult summaries of reports rather than reading the whole document because abstracts provide them with a clear overview of the document, highlighting the essential details. This of course, saves time and they are able to achieve their objective or make good decisions.

3.2 Uses of Abstracts and Indexes

Users of abstracts and indexes are basically information finders. The use and importance of abstracts and indexes will continue to increase as information explosion deepens; as the cyberspace becomes the more filled with information and as people need to access information. Indexes are used to point to possible, important information while abstract allow the user to judge if the information will be relevant for use. Both tools are consulted by users to cut down what they need to know leading to finding the required information. Other uses of abstracts and indexes according to Cleveland and Cleveland (2001) are the follows:
· To assist users locate information items given to them by a reference or a colleague.

· To find application of some new procedures or discovery in their field.

· To find recent trends or ideas in the field.

· To provide a comprehensive overview of a field, sub-field or concept.

· To discover the background of a problem.

· To locate other works by an author recently discovered by users

· To find out a piece of data that may be in an abstract or a document.

The above stated uses are general to abstracts and indexes. Both tools can complement each other. Abstracts are representative of documents and by summarising information contents they help the objective of indexing. To make effective use of abstracts, they need to be indexed. There is always a meeting point in the use of abstracts and indexes, though they cannot fully represent the original document, they remain a useful surrogate.
SELF-ASSESSMENT EXERCISE

What are the general uses of indexes and abstracts?

Explain briefly, their areas of convergence.
4.0    CONCLUSION

It is clear from the above that abstracts and indexes help in instilling orderliness and achieving properly organised information. Abstracts and indexes are not the original document but pointer and surrogate to the real information. As we would continue to live with the reality of super abundant information, effective and efficient use of abstracts and indexes becomes crucial to finding information.
SUMMARY

Users do not need to use the real document once they find an abstract, because it will probably provide the reader with all that is required. They are summaries and substitute of the original document. The goals and uses of abstracts all relate to assisting and allowing users save time and find information. This is the thrust of this unit thus far.
,
5.0 TUTOR-MARKED ASSIGNMENT

i. Briefly explain the nature of abstracts.
ii. Outline the goals of abstracting.

iii. What are the uses of abstracts and indexes?
6.0 REFERENCES/FURTHER READING
Cleveland, D. B and Cleveland, A. D (2001) Introduction to indexing and Abstracting Colorado: Libraries Unlimited.
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1.0 INTRODUCTION

Indexing and abstracting services are professional and commercial service that provides the citation and brief summaries/abstracts of the content of indexed documents. Usually the product of this service is a database that provides bibliographic citation and/or abstracts for the literature of a discipline or a subject area, as district from a retrieval service that provides information sources in full text. The databases are regularly updated and made available to users by subscription (Reitz, 2004). In years past, the databases come in CD-ROM format but are increasingly available on-line in several disciplines or group of related disciplines through subscription.
2.0 OBJECTIVES

At the end of the unit, you should be able to:

· Define indexing and abstracting services
· Explain how indexing and abstracting service relate to libraries

· Describe the use of computers and on-line services in relation to indexing and abstracting services

· State and provide examples of databases created via indexing and abstracting services
3.0 MAIN CONTENT
3.1
Background Information on Indexing and Abstracting Services

Indexing and abstracting products are one of the most used tools for information access and bibliographic control. On-line databases are now commonplace, electronic indexes and abstracts have evolved to become important access tools. It is pertinent to note that most of these devices are aimed at the scientific and technical literature in Journals. They cover broad and specific subject areas or topics.
Indexing and abstracting services have also covered other information sources such as books, reports, government publications, newspapers etc. Libraries were initially indexing and abstracting their resources in order the help their users. This went on for years until the rapid growth of journal literature necessitated the advent of indexing and abstracting services as a commercial service resulting in the creation of subject based and multi-disciplinary bibliographic databases. The scholarly community worldwide was growing alongside its literature and members had to keep themselves abreast of new developments. The service also provided an archive of retrospective publications. The growth of journal literature meant that libraries had to acquire indexes and abstracts to many journals, which became impossible. The consequence of this was that indexing and abstracting services to journals emerged. According to Cleveland and Cleveland (2001) a number of German journals had began and the same happened in England in the 16th and 17th centuries. By the middle of the 19th century there were indexing and abstracting journals covering most fields of knowledge. By the turn of the 21st century most of the services had become specialised areas focusing on subject areas; such that today’s indexing and abstracting tools are produced and used in many countries as a vital device in managing scholarly and non-scholarly information.
3.2
Relationship between Libraries, Indexing and Abstracting Services

The relationship or association existing between users and libraries on one hand and indexing and abstracting services is symbiotic as they are useful to each other. Libraries provide users with information or documents while indexing and abstracting services make users aware of available literature and this to great extent is an extension library functions. The data contained in publications coming from indexing and abstracting service are not original documents; they are organised guides that lead users back to the originals that libraries are supposed to manage. Document representation also provides users with the means of evaluating available literature, its relevance and need for the original.

In essence, indexing and abstracting services perform important library function and they in turn receive considerable support from libraries through subscription. Libraries provide operating revenues for indexing and abstracting services and they also serve as bibliographic retailers of information contained in indexing and abstracting publications.
Some libraries also function as indexing and abstracting service in addition to their traditional library functions, a good example are the three (3) National Libraries in the USA. They are involved in producing indexes and abstracts designed to provide content analysis information of their literatures. The National Library of Medicine for instance, devotes a lot of its resources to MEDLARS (a medical literature analysis and retrieval system) it also produces INDEX MEDICUS a comprehensive monthly subject/author index of biomedical literature. The National Library of Agriculture produces the monthly Bibliography of Agriculture since 1942; it also provides author and subject indexes to its books and journals. The Library of Congress issues a monthly accession of arms control and disarmament. The basic functions of indexing and abstracting services is to provide organised access to available literature, to provide a means to appraise them and help libraries indexing and abstracting services and the users  in bibliographic citation, giving the address of particular documents.
SELF-ASSESSMENT EXERCISE

Outline the areas of association between indexing and abstracting services and libraries

3.3
Use of Computers and On-line Services
The use of computers to produce indexes and abstracts had been going on for decades now. Citation indexes was the products of earlier efforts and it was later possible to provide an index to words, author name, journal title, citations and many more using computer-aided indexing. Library automation made it possible for libraries to go on-line to access indexes while the coming of CD-ROM was also pivotal. Online indexing and abstracting companies such as OVID and ERIC came on board to further liberalise indexing and abstracting services. There firms had products such as INSPEC (for engineering) as Biological Abstracts etc, in CD-ROM format sold to users or loader to networks and made available to users. But today these services are available on the internet, the providers are now many and the economics surrounding online indexing and abstracting services is huge.

The US National Library of Medicine (NLM) has a long history of a computerised online Index Medicus and the MEDLARS network. These databases and more such as DIALOG by NASA, ORBIT by system Development Corporation are increasingly online. It is important to state that all these services and many more were first and foremost computerized before migrating to the CD-ROM platform and that in recent times they are all available on the internet as products accessed through subscription.
3.4
Databases

Online databases which are essentially products of indexing and abstracting services are either bibliographic or non-bibliographic. Bibliographic databases focus on citations of periodical articles, government publications, books, conference articles, reports etc, they may appears as citations to documents, abstracts of document or as full-texts database. A full-text database provides the user with the complete text of each document instead of a reference or an abstract or summary of the text.

The non-bibliographic databases come from many sources which include business, professional associations, government agencies etc., and they essentially do not focus on information sources citation. Numeric databases for instance provide statistical data, physical properties data etc, while image database provides image as records opening new dimension to indexing. Librarians of course work lesser with non- bibliographic databases although they far outnumber bibliographic ones. Libraries have a long history of dealing with bibliographic databases.

Indexing and abstracting services are to facilitate retrospective literature searches and meet the current awareness needs of users. To achieve this, it is crucial for journals need to be adequately covered by indexes and abstracts which must be regularly updated to keep up with periodic issues. The online platform ensures that users search databases further, giving them the time to use as many as possible search terms that would not have been feasible with printed indexes. 
4.0
CONCLUSION
Indexing and abstracting services have a strong connection with libraries and information centres. Economically these services have relied on libraries and other information agencies as subscribers. In the twenty-first century, indexing and abstracting services are provided as commercial services to users. Databases enjoy subscription from institutions and organisation worldwide. They are easily searchable online and they provide users the luxury of speculative searching. Computer and the internet have in no small why complemented and improved upon access to indexing and abstracting services when considered from the point of view of the user.
5.0
SUMMARY

This unit has provided you with straight forward background information on indexing and abstracting services. It has also highlighted the symbiotic relationship between indexing and abstracting services and libraries; a relationship with the common goal of meeting the needs of users. Computer use impacted positively on indexing and abstracting services while the internet had ensured that  services has wider reach/access. Although bibliographic databases are desirable to libraries for obvious reasons, the importance of non-bibliographic databases especially in the twenty-first century is noteworthy.

6.0
TUTOR- MARKED ASSIGNMENT
i. Explain the relation between indexing and abstracting services and libraries.

ii. Briefly state the impact of computers and the internet on the growth of indexing and abstracting services.

iii. Differentiate between bibliographic and non-bibliographic databases. Mention two (2) indexing and abstracting services.
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1.0 INTRODUCTION

Indexes are an important tool for document information retrieval and they are of different types and categories. Indexes has been categorised based on arrangement, by purpose or even by specific subject fields. Type of indexes includes author indexes, subject title indexes which are based on access point; others are alphabetical indexes, book indexes, classified indexes, cumulative indexes, faceted indexes etc.
2.0 OBJECTIVES

At the end of this unit, the students should be able to:

i. Describe alphabetical, author and book indexes

ii. Describe classified, cumulative and faceted indexes

iii. Describe periodical and word indexes
3.0
MAIN CONTENT
3.1
Alphabetical Indexes
One of the best known methods of index arrangement is the single alphabetical index in which names and subject entries are filed together. This is a kind of general purpose and simple index forms that many people are familiar with. Alphabetical indexes are the most common index method, many index types also follow this alphabetical format of arrangement not only because it is simple to create but also because it follows a known pattern which people are used to. Alphabetical indexes according to Cleveland and Cleveland (2001) is based on the orderly principle of the letters of the alphabets and it is used for the arrangement of subject headings, cross-references and qualifying terms as well as main headings. All the entries come in one alphabetical arrangement with subject terms, author names and place names. Many times, alphabetical index arrangements also have some element of classified order and vice-versa in order to guarantee its effective use.
3.2
Author Indexes

Author indexes are usually alphabetical arranged indexes in which the headings are the names of the individual or corporate body responsible for creating the works or document indexed. The entries essentially refer to persons, organisations, government agencies, universities who are chiefly responsible for the intellectual content the documents. These entries provide users with a guide to the title and subject of the document or works. In effect, author indexes act indirectly as a lead to the titles and subjects of documents. Users as we all know will usually approach the literature from the point of view of authors. This is what they know about the document to be retrieved. It is important to note that author indexes should be created under some well spelt out guidelines, so that crucial decisions as regards the nature of authorship are made in a consistent manner. Such decisions concern number of names to be allowed per entry in the case of multiple authors, alphabets titles to be used, the form of names for authors (use of full names or initials, authors’ use of pseudonyms etc.)
3.3
Periodical Indexes

Periodical indexes are lists of periodical articles in which citations are entered by subjects or in a classified manner, and sometimes under the author’s names separately or in a single alphabetical order. They may be general, devoted to an academic discipline or group of disciplines or restricted to a particular kind of publication. Periodical indexes as the name implies are related to journals and there are basically two types of periodical index, the individual and broad indexes. While the individual index are to individual journals in which the journal publisher prepares the index, usually under the direction of the journal editor; broad indexes focus on a group of journals

SELF-ASSESSMENT EXERCISE

Define and describe periodical, classified and cumulative indexes.

3.4
Classified Indexes

This is an index in which entries are arranged under headings indicating hierarchy divisions and sub-divisions with classes based on the subject matter being indexed. It does not follow the conventional alphabetical style; its arrangement is hierarchical, of related topics and working down to the specific. It is a systematic arrangement by classes or subject headings. Many times users who are naturally conversant with alphabetical index arrangement find classified indexes difficult to use because the method arrangement is strange to them. It is important to note however that for readers who understand the hierarchical breakdown of vocabulary which classified indexes provides, searching is easier and simple if the users want to conduct generic searches since the breakdown of terms is usually presented.

3.5
Cumulative Indexes

This are indexes that combine in a single sequence the entries listed in two or more previously prepared indexes, thereby saving the users time in finding information. Cumulative index is compiled index of several indexes reflecting the essence and effect of accumulated data. It merges set indexes over time. Cumulative indexes are usually applied to journals and also to large but important publications in separate volumes. Produced by a team of indexers who come together because of the complex nature of cumulative index creation and the fact that they could be combining indexes of establish works covering decades.
3.6
Faceted Indexes

In faceted indexing, a set of sub-classes are generated for a main class or subject based on a single characteristics which they all share. For instance, the main class or subject area “People” can have sub-classes which include ‘children’ ‘adult’ ‘elderly’ based on age. In essence, faceted indexing emphasises one side of something having many other sides. Cleveland and Cleveland (2001) viewed that in faceted indexing, any subjects is not a single unit but it has many aspects; thus a faceted index attempt to find out all the individual aspects of a subject and then synthesize them in a way that best describes the subject.

A faceted indexing system is a kind of controlled analysis in which concepts are organised into categories through a connection of other related basic concepts. This means faceted indexes are pre-coordinated at the time of indexing. It is a synthetic system that allow for built up terms.
3.7
Internet and Multi-media Indexes

It may be very difficult to identify or pinpoint an internet index but the truth is that they exist in electronic form allowing users to search in a non-linear way. They exist in automatic and implicit forms, not in that exact form as we know it. They are not usually referred to as indexes but they perform indexing functions allowing users to find their way to what is desired using electronic nodes and links between the nodes; internet indexes need to be further developed through the sheer volume of internet resources which pose a challenge. The need for the organisation of internet resources beyond metadata has been espoused by librarians and indexers.

The multi-media index brings together images, sounds, and textual materials. The challenge of indexing this multi-media information seems intractable, however there is the need to develop and refine the indexing of these media. The information format of the twenty-first century is increasing going multi-media and they play crucial role in all kind of communication systems.

3.8
Word Indexes

Word and name indexes, sometimes called concordances are indexes to the individual names and words that the author used and in some sense they closely represent the information and ideas that authors had in mind when creating the manuscript (Cleveland and Cleveland, (2001).

The terms used in word indexes are the exact terms or words within the context of a document which direct the user to the subject and its location. Word indexes is essentially a list of words and names appearing in a work or document, arranged alphabetically, with reference to the page number(s) on which each word or name is found in the text. Not all books or documents have a separate word index aside the general index or the subject index. When present in a single volume book, the word index is part of the back matter while in a multi-volume work, it is usually found at the end of the last volume. 
4.0 CONCLUSION

It is quite clear from the foregoing that indexes are crucial to finding documents. Let us imagine a world without information finders such as indexes. The different types of indexes described above perform functions that distinguish them from one another, although there are areas of overlap in some of the indexes.
5.0 SUMMARY

Many of the type of indexes are alphabetical in their method of arrangement. Being the most common type of index, alphabetical indexes present an acceptable orderly pattern to users. Books, word and author indexes for instance, follow the alphabetical style. The unit also discussed classified indexes, cumulative indexes, faceted indexes and periodical indexes. It is important that you are able to distinguish the differences in the type of indexes treated.
6.0 TUTOR-MARKED ASSIGNMENT

i. Provide a detailed explanation of Alphabetical indexes

ii. In what ways are Author and word indexes related?

iii. Explain each of the following.

a. Classified Indexes

b. Cumulative Indexes

c. Faceted Indexes

d. Periodical Indexes
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1.0 INTRODUCTION
The choice of access point to books/documents also forms the basis for the creation of indexes. Thus, there are author indexes, title indexes and also subject indexes. Indexes such as coordinate index, citation index, chain index and permuted title index come under subject approach. Essentially subject indexes are alphabetical in nature and represent the subject content of one or more works. The goal of all type of subject indexes is subject analysis.
2.0 OBJECTIVES
At the end of this unit, the students should be able to:

· Define and describe coordinate and citation indexes

· Define and describe permuted title indexes

· Explain the main thrust of chain indexing
3.0 MAIN CONTENT
3.1
Coordinate Indexes

Coordinate indexes involve the combination of concepts in order to create subject headings or descriptors to documents. They are created by combing two or more single index terms to create a phrase that will satisfy the need of the user. For instance, if the individual index terms “Yoruba” “tribe” and “Nigeria” are combined, the result is a distinctive class Yoruba tribe of Nigeria. This type of index is suited for specialised libraries and information centres. They allow the coordination of terms; this act by itself produces and an index.

The modern era coordinate indexes started with the idea of punching or notching of cards and then using a mechanical device such as long needles to drop out cards containing the combination of index terms of interest. The combing of two or more single index terms to create a new class results in coordinate indexes.

3.2
Citation Indexes

A citation indexes is made up of a list of articles having a sub list under each article of subsequently published paper that cite article. In a given paper, a citation index shows those who cited the paper at a later point in time. It can also be described as a three part index in which works cited are listed alphabetically by name of author cited, followed by the names of the citing authors or sources. Full bibliographic information for the citing author is given in a source index. Citation indexes can be used to trace the interrelations among authors citing papers on the same topic and to determine the frequency with which a specific work is cited by others, an indication of its importance in the literature of the field. The premise of citation indexing is that citation reflects the content of documents and that author’s citation can be exchanged for the judgment of indexers. Citation brings together paper on a particular topic and therefore a citation index is created on the basis of this internal structure of subject literature. Citation indexes direct users to the latest articles. It is a research tools for examining the characteristics of literature. It thrives on the belief that authors of papers are consistent and knowledgeable in their citations. Some examples of citation indexes are the popular Science Citation Index and the Social Science Citation Index.

It is important to note that citation indexes consist of two aspects. The citation index which provides a listing of citations arranged alphabetically and made to each articles in a journal and the source index which provides a listing of the journals captured by the index. In essence, in each document in the source index, all documents citing this particular document are listed under the paper.

3.3
Permuted Title Indexes

This refers to a type of subject index in which keywords in the title are extracted or assigned as descriptors of documents content. Indexers believe that titles of documents to a great extent reflect their content. The words or phrases in the title correspond to the subject terms of the document. The keywords are rotated to bring each word or phrase into first-word position in alphabetical entries.

Permuted title indexes is also based on the assumption that title indexes work quite well for specific searching if the titles are highly specific too. This type of index can help users to decide if the document would meet their information requirement. They are usually created by computers; it can be done very quickly at a minimum cost. Because they can be quickly produced using computers, the usual display resulting from the activities of indexers, index editors etc are eliminated. It is important to mention that titles of document may not reflect content at times and the lack of vocabulary control means that retrieval of irrelevant document would be high.

Aina (2004) observed that there two types of indexing based on titles. They are keyword in context (KWIC) and keyword out of context (KWOC). In KWIC the keyword in the title takes turn in the alphabetical sequence of appearance of the index. All keywords are listed alphabetically; the highlighted keyword (index word) will be left at the middle of the title, or in its place in the title. In KWOC, the index terms are not rotated but are listed in the left-hand column; other parts of the title appear below the keywords.

SELF-ASSESSMENT EXERCISE

Compare the characteristic of coordinate, citation and permuted title indexes.

3.4
String Indexes

This type of indexing has its roots in the classification scheme and it tries to bring out the best in the scheme. It can be historically traced to the work of Raganathan, Cutter, Farradane etc. String indexing provides the user with an entry point for all the indexed terms and display them in relation to each other. To achieve this, the terms are rotated from a basic list of index terms that constitute the string. It is not a fully computer generated index; it is the indexer who analyses the document and then creates a coded master string of terms. The computer will then make terms become access points. With this, every concept becomes linked to a directly connected term in a hierarchical system.
4.0 CONCLUSION

Subject indexes are crucial to assisting users find information judging from the explanations of coordinate, citation, string and permuted title indexes made above. Subject indexes importantly provide users with subject analyses through index terms. While some of the indexes rely of computers others need human expertise to complement computer functions.
5.0 SUMMARY

Coordinate indexes involve the coordination of index terms or concepts to create descriptors of subjects to assist users. The citation index thrives on citations of works; a list of works cited by name of author is derived and then followed by names of the citing authors or sources. Permuted title indexes focus on word or phrases/keywords in the title of documents which are made descriptors of document contents. The keywords become the index terms and the means for finding information in documents. The string index rotates terms and displays them relative to each other providing users entry point to all indexed terms.

6.0 TUTOR-MARKED ASSIGNMENT

i. What are coordinate Indexes?

ii. Briefly explain how the following subject indexes assist user in finding information in Documents.

· Citation Indexes

· Permuted Title Indexes

· String Indexes
7.0 REFERENCES/FURTHER READING

Aina, L. O. (2004) Library and Information Science text in Africa, Ibadan: Third World. 

Cleveland, D. B and Cleveland, A. D (2001) Introduction to indexing and Abstracting. Greenwood: Libraries Unlimited.

Cox, J. (2013). As I See It!--Abstracting and Indexing Services--The Ostriches of Information. Against the Grain, 20(5), 32.

Falkowski, G., & Guthöhrlein, H. (2010). Indexing, Abstracting, and New Look of our Journal. Clinical Neuroradiology, 20(2), 79-80.

Hawkins, D. T. (2013). “Information Discovery and the Future of Abstracting and Indexing Services: An NFAIS Workshop. Against the Grain. 20(5), 55
Moens, M. F. (2006). Automatic indexing and abstracting of document texts (Vol. 6). Springer Science & Business Media.

Reitz, J. M (2004) Dictionary for library and information science London: Libraries Unlimited.

UNIT 3

INDEXING TECHNIQUES

CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 The Indexing Process

3.2 Familiarization

3.3 Content Analysis

3.4 Translation

3.5 Depth of indexing

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION
The process of indexing provides users with a guide to the content of documents. Indexes result from this process following some steps or stages. An indexer must be very familiar with these stages. The indexing techniques are embedded in the stages leading to the creation of the index which serves as a pointer to what documents contain. The techniques when followed correctly produces index terms or descriptors of subject intent thereby reducing the efforts or time a user expends in finding on information of interest in a document or in documents.
2.0 OBJEJCTIVES

At the end of this unit, you should be able to:

· Explain the important details in the indexing process

· Identify and explain the stages involved in indexing

· Explain the importance of exhaustivity and Specificity in the indexing process
3.0 MAIN CONTENT
3.1
The Indexing Process

The process of indexing strives to identify information stored in a record, organising the pointers to that information into a searchable file. The process indexers go through is orderly and requires patience. The product of the process is an index that indicates topics and its uses for documents. The index ultimately serves as a pointer to the information contained in the document. A good index emanates from a professional activity carried out by indexers who have the proper training and experience. It is not a job for any casual person. The indexing process involve procedures and techniques which has been practiced for decades, fine tuned and refined which can be learned.

The indexing process is done by a professional indexer who reads or scans the text of each document to determine its content; he then selects appropriate headings which could be names, place or subjects to ensure retrieval. Cross-references are then made from synonyms and the entries are arranged in alphabetical, numerical or classified form. In an open-end index scheme, this had been developed over time.

Indexing is done by human, by a computer or by both. Cleveland and Cleveland (2001) captured the general process or procedures of indexing as follows:

· Decide which topics in the item are relevant to the user of the document.

· Decide which topics truly capture the content of the document.

· Determine terms that come as close as possible to the terminology used in the document.

· Group references to information that is scattered in the text of the document.

· Combine headings and sub-headings into related headings.

· Direct the user seeking information under terms not used to those that are being used by means of see references and to related terms with see also references.

· Arrange the index into a systematic presentation.

3.2
Familiarisation

It is important for the indexer to have a general idea of the document. In familiarisation indexers do these by going through the title, preface, forward, content paper etc, they may also decide to scan through the chapters. The indexer must be conversant with the subject content of documents in the same way an abstractor involves himself in the text. The indexer is interested in what the document is about and he does this rather meticulously examining the texts. He must also put the user into consideration when doing this; he must put himself in the position of the users.

Familiarisation with document is not restricted to generating keywords from text; indexers must learn to examine the general purpose, scope and intended users. Familiarisation goes beyond understanding the text coverage of surface content; it has to do with cognitive processes involving the indexer who generates information and the uses of the information.

3.3
Content Analysis

Analysis stage has to do with the indexer using his know how and judgment to identify the concepts treated in the book or document. The stage depends largely on the experience and intuition of the indexer, and expected use of the index. Topics chosen must represent use of the index; it must represent the main theme of the document. The indexer has to make decisions on the extent to which minor or secondary things should be indexed.

At this stage the indexer is actually analysing the subject. The index terms chosen is adjudged as representative of the entire document or book. It pertinent to say that the amount of time used for the analysis will depend on the nature of the book or document and the experience of the indexer. The index follows guidelines imposed by the indexer himself or by the institution the indexer works for. These guidelines suggest content descriptors to be used and those to be rejected. The more familiar an indexer is with the discipline in question, the easier the content analysis.  A situation where the use of terminology is controlled, the indexer will not use the terms directly or use them as access point. Rather, the terms identified will be translated into an indexing language used by the system which is the language used by the indexer and information searcher. Some examples of such controlled languages include the Library of Congress Subject Heading List (LCSH), Sears List of Subject Headings (SLSH).

Which units of the document will the indexer examine in content analysis? The indexer considers the title, abstract, the text itself and the reference section. The title is useful in that it conveys to the user/readers an understanding of the article’s main theme although specific aspects may be hidden. Titles are indicative of document’s content; this is the premise for its examination. The abstract is useful in that it goes beyond just indicating subject content with terms; it reveals much information about documents. It provides the key point in the paper or document. For the text itself, the introduction, the summary and conclusion should be scrutinised, the overall theme of the document can be determined from these areas. Other units to be considered includes, the section headings, first and last sentences of paragraphs as well as the historical and theoretical background of the article among others. The reference section to a great extent reflects the content of the document.

3.4
Translation

The translation stage is the time when the indexer selects the terms that match concepts to be indexed from an indexing vocabulary. He assigns subject descriptors chosen from the controlled vocabulary or language that the users of the field are conversant with. However the translation stage may not be necessary where there is no need for vocabulary control such as in book indexing or computerised indexes.

SELF-ASSESSMENT EXERCISE

What are the functions of indexers in content Analysis and translation of documents?

3.5
Depth of Indexing

Indexing depth involves the two related areas of indexing: exhaustively and specificity. The depth of indexing is actually a function of these two areas. Exhaustively means that the indexer has exhausted all possible terms for a particular document. Such documents will likely have several index terms assigned to it, but it is important to say that this may not signify exhaustively. It is strongly believed that when a document is exhaustively indexed, it will be easily discovered because it has a wider range of terms. Factors which include organisational policy, money, time and the need of the user may affect index exhaustivity.

Specificity refers to preciseness with which indexers have described documents. The degree to which a topic is pin-pointed by a precise term in a hierarchical tree of terms. The more specific a term, the more precise the result of searches. In other words, more of retrieved items will precisely match users query terms.
4.0 CONCLUSION

Indexing techniques is about the steps or the process involved in indexing. This unit has examined the process of indexing, which was described in this unit as a painstaking process requiring orderliness and patience on the part of the indexer. The indexer must be conversant with the document in the familiarisation stage. The content analysis is about a proper consideration of the content of documents, its various aspects to ascertain its main theme while translation focus on the assigning of relevant terms to documents, selecting the terms that match concepts to be indexed from a controlled language.
5.0 SUMMARY

This unit has shown that indexing techniques follows a process which requires professional knowledge of indexers. It is a highly structured process requiring indexers organization and orderly skills. The quality of an index could well be determined by the extent to which the indexes follow this process from familiarisation to content analysis and translation. On the whole, it is important that the process followed in indexing documents results in exhaustivity and specificity.

6.0 TUTOR-MARKED ASSIGNMENT

i. Provide a vivid description of the indexing Process

ii. Itemise the general procedures to be followed in indexing.

iii. Discuss the following indexing stages.

· Familiarization

· Content Analysis

· Translation

iv. Explain the concept of Exhaustivity and Specificity in relation to indexing.
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1.0 INTRODUCTION
Indexing Language are words or group of words that are used in describing the content of documents or books which are to be used by information users when searching for documents in a library. Indexing language is used by both the indexer and the user to describe documents as they are both familiar with the language. With this, retrieval becomes easy. It is the language used to describe the subject or other aspect of information or document in an index. It is a system of identifying or naming subject contained in a document. 
2.0 OBJECTIVES
At the end of this unit, you should be able to:

· Explain the meaning and nature of indexing language

· Explain the following types of Indexing Languages

· Natural indexing Language

· Free Indexing Language

· Controlled Indexing Language

· State the purpose of controlled Vocabulary

· Explain the characteristics and steps in thesaurus construction.
3.0 MAIN CONTENT
3.1
The Nature of Indexing Languages

An Indexing Language is not just a listing of index terms or descriptors acceptable to information users; it has to do with the techniques for structuring and usage of terms. Use of isolated vocabulary terms may pose the problem of ambiguity of language. With indexing language users can discriminate between terms thereby reducing ambiguity in the language. It should assist the indexer and the user in using and manipulating an information retrieval system

 The elements of indexing language are the vocabulary, syntax and the semantics, the vocabulary are the terms used in the indexing of concepts. The syntax refers to the way the words are put together to form index terms. It involves coordination to identify a particular concept. Semantics are the meaning of words indicating the class relationship among index terms. The relationship include equivalence relationship, which refers to the possibility of having more than one term for the same concept such as synonyms, preferred spellings, acronyms etc, and hierarchical relationship indicating class inclusion and associative relationship indicating related terms such as Land and Sea, Birds and Sky etc.

3.2
Free Indexing Language
In free Indexing Language any word or term that suit the subject of document may be used as an indexing term. The term may be assigned by the indexer or the computer. It is more common with computers. There is no restriction as to the words to be used as index terms. The indexer is free to select the terms to be used from the text being indexed or in an automatic systems, the computer selects the terms. In free indexing, the indexer begins from the scratch and the terms are accumulated. They selects the words; they can freely choose all of the words they believe are necessary to convey the intended meaning and subject content of documents. The knowledge and background of the indexer is important with regards to the meaning of the words in the text.

3.3
Natural Indexing Language
Indexing is done strictly with the use of the language of the document. It is a kind of free indexing language. The indexer/computer assigns the terms, based on language or title, abstracts or other records given to it. The exact words or phrases used by the author of the document are used by the indexer. According to Aina (2004) this type of indexing tends to scatter documents on the same subject, especially where the authors have used diverse terms. The terms are picked out of the text itself or extracted from the text with the belief that authors have used words that conform to the subject field; communicating with users in a commonly understood language.

3.4
Controlled Indexing Language

In this type of indexing Language, the indexer is responsible for selecting terms as he exercises control over the use of words or phrases chosen as indexed terms. He does this by assigning terms that have been listed as accepted index terms. The used terms are acceptable for use in indexes based on controlled languages as shown in the list. The indexer selects and assigns terms to documents in accordance with this prescribed listing of terms. These terms are the subject descriptions derived from a standardized and pre-conceived list of terms to be used. The indexer consults this standard list of terms to ensure the terms used are consistent. The list usually referred to as ‘Authority List’ consist of the subject heading lists and thesauri which are alphabetical listings and classification scheme which assigns notation to subject terms.

Indexers determine the subject matter of documents by filtering the vocabulary store or authority list to decide what terms are appropriate. He assign the subject descriptors from a controlled vocabulary, which identified concepts expressed by the author of the document.

Vocabulary Control
Comparison between controlled and natural languages

	Natural Language
	Controlled Language

	1. High specificity, gives precision
	1. Lack of specificity, even in detailed systems

	2. Exhaustivity gives potential for high recall, does not apply to title-only databases
	2. Lack of Exhaustivity. Cost of indexing to the level of natural language prohibitive. Also terms may be omitted in error by indexers.

	3. Up to date. New terms are immediately available.
	3. Time lag while terms are added to thesaurus.

	4. Words of author used – no misinterpretation by indexer
	4. Words of author liable to be misconstrued. Errors in indexing terms can cause losses

	5. Natural language used by indexer and searcher
	5. Artificial language has be learnt by searcher

	6. Low input costs.
	6. High input costs.

	7. Easier exchange of material between databases, so language incompatibility removed.
	7. Incompatibility, a barrier to easy exchange.

	8. Intellectual effort placed on searcher problems arise with terms having many synonyms and near-synonyms.
	8. Eases the burden of searching: Controls synonyms & near-synonyms and leads to specific preferred terms to broaden search.

Qualities homographs

Provides scope notes

Displays broader, narrower & related terms 

Expresses concepts elusive in free text

	9. Syntax problems. Danger of false drop through incorrect term association
	9. Overcomes syntax problems with compound terms & other devices

	10. Exhaustivity may lead to loss of precision
	10. At normal levels, avoids precision loss through over exhaustivity i.e. retrieval of minor concepts of peripheral interest.

	11. An asset in numerical databases & multilingual systems
	


SELF- ASSESSMENT EXERCISE

Differentiate between Natural and Controlled Indexing language.

3.5
Purpose of Controlled Vocabulary

Use of natural or free indexing language allows a depth of expression that gives one the ability to communicate very well, but it also has a semantic complexity that opens the door to faulty understanding. Free use of language produces problem that are not immediately known. It may lead to searching failure on the part of readers owing to large range of word choices. For this reason many forms of controlled vocabularies had been created such as classification scheme, subject authority files and thesauri.

Controlled vocabulary solve several semantic problems, it permits generic relationships to be identified. It brings together like concepts into the same index term so that they will not be dispersed throughout the index under several synonyms terms. As the controlled vocabulary leads both the indexer and user to the same point in the system, its features according to Cleveland and Cleveland (2001) are as follows:

· It re-presents the general conceptual structure of a subject area and presents a guide to the user of the index.
· The terms are derived as nearly as possible from the vocabulary of use, they closely reflect the literature vocabulary and the user’s own technical usage.

· It employs a considerable number of pre-coordinated phrases to reduce false drops to a minimum.
· It supplies a standard vocabulary by controlling synonyms and near-synonyms in order to increase consistency.

· Where necessary it defines ambiguous terms.

· Through cross-references, it allows horizontal and vertical relationship among terms.

3.6
Thesaurus Construction

Thesaurus evolved as a result of an active attempt to overcome the problems associated with the use of free vocabularies which are essentially uncontrolled. In essence, thesauri were developed as a means of vocabulary control just like classification schemes and subject headings. The relationship between terms in thesaurus are more specific; descriptors/terms not standing alone like in subject headings and classification schemes, but are dependent on these more specific terms and are to be combined with other terms. 
Thesaurus according to Cleveland and Cleveland (2001) is a specific language with words, relationship of words and its own grammatical rules of usage. It is a controlled, collected sub-set of natural language. It is meant to bring about consistency in indexing and searching. Bates (1989) cited in Cleveland and Cleveland (2001) gave some features of a user oriented thesaurus thus:

· Includes a list of all terms in use in the database.

· Carefully distinguishes terms actually used in a given database from those that are not.

· Provides scope notes for problems likely to be encountered by end users.

· Uses self-explanatory names for terms or relationships.

· Includes a vast entry vocabulary, geared to end user requirements. This feature is particularly important.
In the construction of a thesaurus, tools such as classification scheme and subject headings, review article, monographs and basic reference tools such as dictionaries, handbooks, encyclopaedias etc and others which deal with terms in subject fields are used.

Cleveland and Cleveland (2001) suggest the following steps for thesaurus construction:
· Identify the subject field. The boundaries of the subject field should be clearly defined.

· Identify the nature of the literature to be indexes. Is it primarily journal literature? Or does it include books, reports, conference papers etc. Is it retrospective or current?

· Identify the users, what are their information needs? Will their question be broad or specific?
· Identify the structure; will it be pre-coordinated or post-coordinated system?

· Consult published indexes, glossaries, dictionaries and other tools in the subject areas for a raw vocabulary. This will increase the thesaurus designer’s understanding of the terminology and semantic relationship in the field.

· Cluster the terms.

· Establish term relationships.
4.0 CONCLUSION
From the above, you should realise the importance of free/natural language compared to controlled indexing language. Indexing languages are useful to both the indexer and the user, as they are expected to be conversant with the language. Controlled vocabulary and thesaurus help ensure that indexed terms conform to standardization and are consistent always.
5.0 SUMMARY

The unit has espoused the features of indexing languages, the realities of free indexing and natural indexing languages were clearly presented. The significance of controlled vocabulary which emphasise control over terms selected as indexed terms, the purpose and characteristics of controlled vocabulary were treated. Thesaurus construction, its features and procedure for construction were explained in details.
6.0
TUTOR- MARKED ASSIGNMENT
i. Discuss the nature of indexing language.

ii. What are the similarities between free and natural indexing languages?.

iii. What are controlled indexing languages? Compare the features of controlled and natural indexing languages.

iv. What are the characteristics of controlled vocabulary?
v. What is thesaurus? What are the features and steps in thesaurus construction?
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1.0
INTRODUCTION
 There are two types of indexing system. They are pre-coordinate indexing and post-coordinate indexing. In both systems, the indexer is responsible for the analysis of elements in the concepts of compound subjects. It is important to note that when concepts are combined or coordinated to form complex subjects, such combination may be carried out by the indexer or by the searcher. The former being pre-coordinate indexing and the latter being post-coordinate indexing.
2.0
OBJECTIVES
At the end of this unit, you should be able to:

· Describe pre-coordinate Indexing.

· Describe post-coordinate Indexing.

· Explain information retrieval system and its components.

3.0 MAIN CONTENT
3.1
Pre-Coordinate Indexing

Pre-Coordinate indexing is an index method in which multiple concepts are combined by the indexer to form subject headings or descriptors assigned to documents to facilitate the retrieval of information on complex subject. It is a system of indexing in which a compound subject is analysed into its basic elements by the indexer, who then combines these elements in pre-determined order e.g entries in conventional classified and alphabetical subject catalogues. In pre-coordinate indexing a subject descriptor is chosen to represent a document which serves as the main term to the document among other terms. One of the terms stands as the main term while the other terms are coordinated with the lead term. This coordination is carried out by the user before search; the user is therefore able to find items, which are available on a given subject. It is also helpful to find other subjects related to the specific subject.
In pre-coordinate indexes, the complete context of a subject is presented to the user. E.g. Transport, Motor-cars, Buses etc, examples of pre-coordinate indexing is the classified catalogue. It is usually arranged in the order of the scheme used for shelf arrangement in the Library. The classified ctalogue has three sequences:

· A main sequence in classified order

· Alphabetical author/title index

· Alphabetical subject index

Another example of coordinate indexing is subject heading used in Library of Congress Scheme (LC). The most comprehensive list of subject heading are used to produce it. Approved subject headings are listed in bold type, followed by one or more of the following elements:
· A scope note showing how the term may be used.

· A list of heading to which see also reference may be made (preceded by sa).

· A list of headings from which see references may be made (preceded by x).

· A list of headings from which see also reference may be made (preceded by xx)

Then you have the LC number, after each subject heading.

3.2
Post-Coordinate Indexing

Post-Coordinate indexing in an indexing method in which the subject headings or descriptors assigned to documents represent simple concepts that the user must combine at the time of searching to retrieve information on a complex subject. It is a system of indexing in which a compound subject is analysed into its basic concepts by the indexer, but these concepts are not combined until the search stage. In post-coordinate indexes, out of the constituent concepts are presented. The user or searcher must carry out the process of combination or coordination according to his needs at that particular time. Subject with multiple concepts are broken down into single concepts, the user or searcher then combine these terms which represent the document. In essence, there is no main or lead term as all the terms are on their own and can be combined based on the interest of the user or searcher. So the coordination is done at the point of searching. For instance a work with the title: Alternative format utilisation by the visually impaired in Nigeria has many concepts and it can be broken down into single ideas as follows:

Alternative formats

Utilisation

Visually impaired
Nigeria

These terms can be combined, such that any document in which any of these concepts are found is retrieved.

SELF-ASSESSMENT EXERCISE

Differentiate between pre-coordinate and post-coordinate Indexing.

3.3 Information Retrieval Systems

Most indexes are automated and information retrieval systems are essentially automated systems. Computers are used in libraries for all housekeeping functions. The Online Public Access Catalogue (OPAC) in a retrieval system. With the OPAC you can produce the catalogues of books or documents which can be easily distributed and updated. Other catalogue entries such as author, title and subject catalogues as well as periodical catalogue can be produced from the OPAC.

An information system is a conglomeration of people, materials, machines that serves an information transfer purpose. It is an organisation of people, equipment, procedures with the objective of attaining an information goal. The components of an information system are:

· Storage sub-system

· Retrieval sub-system

· Documents (that constitute the input and output of the system).

The human element is crucial to the success of information system. The people involved in information systems include the system operators, librarians, other information staff and technical staff who maintain the system and the system users who interact with it.
The storage sub-system comprises of the document system, computing and indexing which analyses the document. Also included in the storage sub-system is the vocabulary control (Natural or Artificial language). This sub-system also involves selecting of documents relating to information systems from world literature. This is followed by the ordering and acquisition. The document is then analysed (cataloguing and classification) and stored in databases which could be a computer terminal, a catalogue cabinet, computerised records and files or a bibliographic listing of documents. It could also be a full-text or numerical database.

The retrieval sub-system has all the information about the document and the analysed information in the system. The retrieval sub-system provides users with the opportunity to query the system. It is important to note that users or searchers are basic to an information retrieval system. Who is the user and what are his information needs? How frequently does he need information and in what format? The users also need to ask questions about the system as follows:
· How speedily can he get information?

· Where is the location of the information system? Is it within reach nor not?

· What is the output of the system? Is it full-text, abstracts or citation? The harmonisation of all these questions will lead to useful service being delivered
4.0 CONCLUSION
Indexing system relates to the method in which subject headings or descriptors are assigned to documents. Whether a prepared index adopts the pre or post coordinate system, the goal is to ensure that documents are easily retrieved and user’s frustrations are eliminated.
5.0 SUMMARY
In this unit, types of indexing system are discussed. The pre-coordinate systems which analyses a compound subject into basic concepts or element, the indexer combines these concepts for the purpose of retrieval and the post-coordinate indexing system which, just like pre-coordinate indexing breaks down a compound subject into terms or concepts, however unlike pre-coordinate indexing, the concept are only combined by the searcher at the point of search and never by the indexer. Both systems function in an information retrieval system. You have also read about information retrieval systems, its components and the significance of each of these component parts in the retrieval of documents.
6.0 TUTOR-MARKED ASSIGNMENT
i. Provide a detailed description of pre-coordinate Indexing.

ii. How is pre-coordinate indexing different from post-coordinate indexing?

iii. List and explain the components of information retrieval systems. What is their significance in document retrieval?
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1.0 INTRODUCTION

Automatic or automated indexing is the use of machines such as the computers to carry out the indexing of documents. Automated indexing is based on four different approaches’. The statistical approach, syntactical approach, sematic and the knowledge based system. The commonest level of automated indexing is to list the words in a text and then remove the stop words such as a, an, the etc.  Indexing is increasingly being done nowadays with computers. Today’s indexers are familiar with the latest software and hardware tools. Indexers now understand the importance of computers and other technologies in the indexing process. This unit provides you with automated methods of index production, computer use and as a tool for indexing, the different indexing software and the impact of  internet on indexing.

2.0
OBJECTIVES

At the end of this unit, you should be able to:

· Identify and explain  mechanised indexing methods

· Discuss the use of computers as an indexing tool

· Understand how indexing can be done using computers

· Identify indexing software

· Explain the impact of the internet on indexing

3.0
MAIN CONTENT

3.1
Automated Method of Index Production

Under automated indexing method, there is the keyword in context (KWIC) and keywords out of context (KWOC) computerised indexes. They are also referred to as permuted indexes. These are unconventional index methods: the conventional ones are the classification schemes and the subject headings. Keyword indexing operates on the assumption that certain keywords constitute useful tools for retrieving information. The underlying principle behind that idea is that words instead of concepts can be used for indexing.

It also works on the principle that keywords can be taken from titles (of a book or document) or it can be derived from abstracts. The content of a keyword helps to define or explain its use in order to lead the searchers to the exact article or paper. The KWIC index is used chiefly with titles but it can also be used with abstracts or old texts and can also be used manually with additions or deletions of words.

The merits of KWIC are as follows:

· Little or no intellectual effort is involved in putting items into the system. All that is needed is for the titles to be produced in computerized form and the machine can then generate appropriate entries and print them out speedily.

· The use of computers in compiling quick indexes makes them easy and inexpensive to prepare.

· Besides speed and economy KWIC indexes can be easily updated with new materials in what is called enriched KWIC or KWOC indexes, additional terms are inserted to give further index entries.

· It is convenient to use; some users prefer alphabetical list of words because it provides a more efficient means of locating articles than the conventional subject heading index, where articles are alphabetised by authors within subjects.

Subject Demerits of KWIC are:

· It uses titles as the major or sole source of information for indexing. For instance, in Science and Engineering, the title of articles usually describe the content, but the non-technical fields reveal content less frequently. Authors have been advised to give at least six significant words or keywords and to select indexing terms when preparing their articles or documents.

· The indexer can only be as specific as the author permits and in many cases the titles give only a broad description of the subject matter of the articles.

· Indexers are limited as far as exhaustivity goes by the extent to which the author includes details in the title.

In the preparation of KWIC index, each document is given a code number which may be an accession number or journal code or the authors’ name. The information is then fed into a computer with the code number included and the information about the bibliographic reference. Title reference may be prepared in two ways:

· The indexer scans all the titles and tags each significant word, such that the computer can provide an entry to each tagged word. 

· By supplying the computer with stop list of words, this the computer recognises that it will not index the words in the stop list (insignificant words as in the stop list). The computer then constructs an index for every word not in the stop list. It also sorts the entries in an alphabetical order and prints the entries out with their code number and bibliographic reference.

For Instance, let’s examine this title:  


Resource Centre Facilities for visually and Print impaired persons in Nigeria.

The stop words are: for, and, in. These are extracted and the keywords are: Resource Centre, Facilities, Visually/Print Impaired, Nigeria.

· The computer prints out the keyword in context and it is easier for the user to retrieve.
3.2 
Computers as Indexing Tool.

For several years, the indexing world had asked the question whether computers can do the work of an indexer. People had wondered if the computer can be good indexer. What is certain is that the computer is a human creation and the extent to which it will be effective will depend on the creativity of the human mind. The text of document had been effectively converted into machine readable form and what is yet to be properly fixed is perhaps, programming the computer with correct rules to achieve the indexing of our dream. The computer is no doubt, a useful tool for indexing and this is so for the following reasons:

· Computer as fast, the speed of computers is one of its selling point. The question is, can the human mind work as fast as the computer? Speed allows the computer to handle task which are probably impossible manually. The speed of computer has made it easy to handle seemingly hazardous task. It has been said that the computer will in fifteen seconds or there about complete as task that should take a human eight or nine months to handle if the person works day and night without sleeping using paper and pencil (Cleveland and Cleveland, 2001).

· Computer are designed to follow instruction automatically, they have been programmed to carry out task in a logical sequence. The programs are stored in the computer and it follows the instruction one after the other. Human only need to input data into the computer when necessary and it automatically carries out its duties without intervention.

· Computers are accurate machines as they rarely make mistakes. It seldom makes error in its calculations no matter how great the data might be. It is a dependable machine making it very useful for any user. When humans feed the computer with faulty or erroneous data or with instructions, it will religiously process the information based on the data made available to it.

· Computer promotes meticulous analysis of problems, it works only on a problem that has been analysed and mapped out meticulously. But when programmers fail to understand the problem at hand, the computer malfunctions. It is important for problem or the system being automated to be well understood before deploying a computer.

· For Libraries, the computer has assisted libraries in online database searching, in indexing as with construction and maintenance of thesauri, in general reference service, cataloguing and classification work etc.
3.3
Indexing Using Computers

Computers have been useful to indexing. The indexer strives to find surrogates that represent the information in the document being indexed. But how effective is a computer in indexing a document full of ideas. According to Cleveland and Cleveland (2001) a computer has the ability to make decisions in the area of number comparison, character comparison and machines system testing. Its most fundamental ability is to make a decision on the basis of the relative magnitude of two numbers and this is the limit of its intellectual ability.

The skill of a programmer in using the simple, logical ability of a computer makes the difference in the decision capability of a computer.

It this analysis, it is expedient to say that computer cannot index on their own, but can easily construct a concordance which is a list of words or phrases and where they appear, but you will agree with me that this cannot be called an index and may not be useful for a person funding information. No indexing software has the capability to index books, this is because book indexing involves the manipulation and organisation or ideas and information of word appearing in documents, which the computer cannot do and probably will never do for many years to come. 

However, in situation where document text has been captured in computer disk, the indexing features of programs can easily handle page numbers and sorting. The real indexing work will still be done by a human being though his work is eased through the use of software which aid in the sorting, editing and formatting of the index.

Human indexing is a costly venture and therefore the interest of indexers has turned to the use of computer for indexing. However, computers had remained a poor substitute for the human brain. Programmers are yet to write programs capable of understanding natural languages. Computers still relies on human judgements, no computer has this capability and such value judgements are crucial in indexing and abstracting.
3.4
Indexing Software

Cleveland and Cleveland (2001) identified the general classes of indexing software as follows:

Embedding Software

Stand-alone Software

Automated Indexing Software

Computer-assisted Indexes

The embedding software puts indexing codes into electronic texts and allows updating as the text changes. Indexer tags texts with terms and when there is a change in the file, the tags change to the terms. Stand-alone software gives the indexer the freedom to work independently of the publication or document being indexed. It is used for book indexing. The automated indexing software builds a list of words from documents by searching their text. Computer-assisted indexing software differs from the automated indexing software in that it allows humans to carry out the real intellectual work of indexing while the computer does the mundane. The human scans a document and pinpoints the areas to be indexed, such as title; methods, results, first and last sentence in a paragraph etc. The document is input into the computer and it uses standard automatic indexing techniques to create terms. A human then edits, makes changes where necessary while the computer complete the job by doing the needed manipulations.

A good example of this type of system in the PRECIS system. Fetters (1994) cited in Cleveland and Cleveland (2001) identified some useful guidelines for evaluating indexing software as automatic formatting style, entering and edition entries methods, sorting order printing effects and merging index capability.
SELF-ASSESSMENT EXERCISE

Identify and explain the general classes of indexing software.
3.5
Internet and Indexing

The internet has offered us an incredible opportunity to access limitless information, but it has also come with problems and issues. For librarians and indexers, one of the pressing issue is how do we organise the abundant information on the internet. The internet has also become a good communication tool for indexers and abstractors. They take advantage of the fast, cheap and a more convenient internet platform to communicate their activities and their work.

It has been identified that the lack of a uniform standard for knowledge structuring, browsing procedures and other protocols has made internet use and search somewhat difficult. Conservative indexers had found the internet rather unattractive because the use of controlled languages for search may return very few matches as against use of free languages.

Search engines are software that scans the web pages to be indexed for the searching system. They are also called web indexes since they go through content of webs pages. They visit sites to select and detect updates of information; though in many occasions they fail to find needed information. The search engine matches user terms against likely terms from its list of web sites and uses a ranking algorithm to present the ordered list to the searcher. 

The dynamic nature of web information means that search engines which use a searching mechanism called a robot, spider or crawler may not retrieve what is required because the information on web-pages is constantly changing. Some of the weaknesses of web crawling-robot indexes are low recall, inconsistent quality, wide variations in indexing depth and scarcity of advanced searching tools.

A web index has the goal of locating information though its scope is different; it refers you to millions of files. The web can be conceptualised as a large database of information some of which are unreliable, provocative and deceitful. The information on the web are never organised like you have it on an on-line catalogue database. In essence, the arrangement of information on the internet does not follow any standardization or bibliographic control. The internet is a complex and chaotic reservoir of information and knowledge.

4.0 CONCLUSION

From the above, it has become evident that automated indexing system comes with its merits, however the fact that the human mind compliments the computer in the indexing process suggest that the computer may not on its own create good indexes. The human intellect is crucial to successful indexes and there is the need for us to build computers and software that will help reduce our indexing duties to that which the computer is be capable of. The computer itself is a creation of man.

5.0
SUMMARY

This unit highlights the merits and demerits of automated indexes as exemplified by keyword in context and keyword out of content systems. The preparation procedure for KWIC is also explained using computers. The unit further explained the importance of computers as an indexing tool and the reasons why computer would continue to be useful for indexing. It also briefly explain how indexing is done using computers; the classes and types of indexing software as well as the relationship between internet and indexing, at least from the point of view of librarians and indexers.

6.0
TUTOR-MARKED ASSIGNMENT

i. Explain the following Mechanised Indexing methods

· Keyword in Content (KWIC)

· Keyword out of Content (KWOC)

ii. What are the merit and demerits of the KWIC system?
iii. What are the reasons why computer would remain useful for indexing?

iv. In what areas are computers crucial in indexing as compared to humans?
v. What are the classes of indexing software? What are the shortcomings of the internet in the context of indexing?

7.0
REFERENCES/FURTHER READING

Aina, L. O. (2004) Library and Information Science text in Africa, Ibadan: Third World. 

Arms, W. Y. (2009). How effectively can computers be used skilled tasks of professional librarianship?. ETD-Educação Temática Digital, 2(1).50-55
Cleveland, D. B and Cleveland, A. D (2001) Introduction to indexing and Abstracting Colorado: Libraries Unlimited.
Fetters L. K. (1994) A guide to indexing software 5th ed. Port Aransas: American Society of Indexers
Hawkins, D. T. (2013). “Information Discovery and the Future of Abstracting and Indexing Services: An NFAIS Workshop. Against the Grain. 20(5), 55
Jacsó, P. (2006). Open access to scholarly indexing/abstracting information. Online Information Review, 30(4), 461-468.

Lancaster, F. W. (2003). Do indexing and abstracting have a future?. In Anales de Documentación (Vol. 6, pp. 137-144). Servicio de Publicaciones, Universidad de Murcia (Spain).

Mulvany, N. C. (2009). Indexing books. University of Chicago Press.

O'Connor, B. C., Kearns, J., & Anderson, R. L. (2008). Doing things with information: Beyond indexing and abstracting. Libraries Unlimited, Greenwood Publishing Group.

Peters, I. (2009). Folksonomies: indexing and retrieval in Web 2.0 (Vol. 1). Walter de Gruyter
UNIT 2

BOOK AND PERIODICAL INDEXING
CONTENTS
1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 Book Indexes

3.2 Periodical Indexes

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

Book index, otherwise known as back of the book index and periodical index are information finders which assist searchers of a book or a journal or group of journals to locate required information. The production of a book index and the periodical index is similar in many ways. The major difference is that for a back of the book index, the index terms are derived from the terms used in the book by the author while the periodical index assigned index terms based on a controlled vocabulary.  The indexer of a book index starts and complete the indexing on his own while periodical indexing would involve many indexers whose job is to assign subject descriptors to documents.
2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Define Book and Periodical Indexes

· Provide a detailed description of book and periodical indexes
3.0 MAIN CONTENT

3.1
Book Indexes

Book indexes are collection of entries, often prepared alphabetically allowing users to locate desired information inside books. Also known as back of the book index, it provides users of books or documents easy access to information using a collection of index terms which has been carefully selected from the book or document itself. The book index is an index known to readers of books. They provide an alphabetical listing of words and phrases at the back of books, it also gives the location of the terms of the page the words or phrases appear in the book. Book indexes also provide a listing of names associated with each word. A book index directs the user to where the information required can be found by the reader, so that he will not have to read, or re-read the entire book. It is important to stress that the index is not a substitute for the information in the book but rather it is a pointer to the needed information.

One of the criteria to determine the quality of book is its index. It is important that books have indexes to make its content quickly and completely available. A book published without an index or with a poor index is not only incomplete but substandard because such books short change the readers who expect an index to be part of the book.

Specifically the book index will list important topics in a book that are captured under broad chapters which the indexer adjudged as important to the user. It also list names of personalities and corporate bodies and geographical names along with their page location. The indexers uses a natural indexing language, he uses the terms used by the author rather than a controlled indexing language. He also uses the “see” and “see also” references for the choice of synonyms and abbreviations.

      The indexer of a book is thinking for the reader and he knows that every word, concept or term or name in the book should be indexed. Some words or concepts convey little or no meaning and are therefore to be left out of the index. The indexer is guided by two logic rules here. Firstly, indexed terms should be those likely to be sought for by a user and secondly, indexed terms should contain enough information inside the document or book.

2.2 Periodical Index

   Periodical indexes are basically indexes to a journal or to a group of journals. The former being individual indexes and the latter being broad indexes. It is important for one to understand the significance of journal literature to science and to scholarship. Journals are crucial to scholarly communication; many experts have described the journal as a wonderful creation as it is the source for research findings and innovative thinking. It is also the source of most information which later migrates into books. The periodical index being a list of authors and subjects descriptor of the content of journals which are research reports, means that it is critical to scholarship and to knowledge as a whole.

 Indexed terms are chosen from the title of individual article in a journal, here the need for controlled vocabulary does not arise, and a thesaurus may just be enough for the job. However, for group of journals in a particular field of study, it may be necessary to use controlled indexing language since the journals are many with different terms, styles and in different disciplines. There may be thousands of authors in a periodical index unlike books with one or two authors. The broad scope of periodical indexes means that it presents several challenges to indexers. Periodical indexes are open-ended; done by a number of persons over a long period of time, incorporating divergent subject views of indexers as well as their indexing objectives. A periodical index recognises these inconsistencies and should aim at bringing order to its index arrangement..

SELF-ASSESSMENT EXERCISE

 Differentiate between Book and Periodical index. In what way(s) are they similar? 

4.0 CONCLUSION

The information provided above in book and periodical indexes has highlighted the significance of the two index forms as aid to finding information in documents. The quality of a book index goes a long way in determining the quality of the book itself. The periodical index is a powerful tool that has played a pivotal role in scientific scholarship.
5.0 SUMMARY

Book indexing provides or pinpoints the page location of information desired by a user inside the book, thereby relieving the user from the task of reading through the text to find information. This is a useful tool for information users because a book in as good as its index. This is an important point for you to note in understanding the need for book indexes. Periodical indexes, whether created for individual journals or group of journals provides access to the names of authors and the subject content of articles in a systematic and orderly manner. Its pride of place in scientific communication remains strong. The growth of modern science can be traced to the rise of the journal.
6.0 TUTOR-MARKED ASSIGNMENT

i. What are book and periodical; indexes?

ii. How are they similar and different from each other?

iii. Describe how both indexes assist users to find information in documents.
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1.0 INTRODUCTION

How would you go about indexing a document? Indexers are trying to assist information user or readers to get the best from documents and they therefore work as if their user is present. Indexing is a process and its preparations follow some steps; it is also guided by some rules and principle which are generally adhered to by indexers. Indexing is also perceived as more of an isolated task because the indexer relies on his expertise, making sure that he captures all necessary information carefully and accurately.
2.0 OBJECTIVES

At the end of the unit, you should be able to:

· Explain the steps involved in indexing a document

· State the rules guiding the process of indexing

· State the principles of indexing
3.0 MAIN CONTENT

3.1
Indexing a document

The first step in the process of indexing a document is the capturing of the bibliographic details of documents. It is important the entries are consistent; he must do this very accurate too. Secondly the indexer reads the document, he first and foremost read through the document as a whole very quickly to have a good understanding of the main theme of the document or what the document is about. When doing this, the indexer takes notes on a paper trying to identify words in the document that are significant; trying to take notes of key ideas in the text. The indexer must identify where all significant words are found.

Thirdly the indexer examines the abstract of the document. This would be done very carefully with the aim of identifying significant keywords.

Next step, the indexer scan’ the section headings of the document. This is also carried out to list out significant words. All other meaningful words which have been listed before are left out at this stage

The next step after the scanning of the section headings is a thorough examination of the text of the document. The text is scanned to derive additional significant words and phrases. The new significant words found are added to the overall list of terms. At this point the indexer is very much intellectually involved in the work. Inappropriate terms are removed, words already captured are excluded.
After scanning the text, the indexer scans the references; he examines the titles in the references also for keywords as it is believed that the references are a reflection by what the document in about.

Next the indexer can now show his grasp and understanding of the document thus far by adding terms which he thinks are appropriate in order to cover or make up for the gap noticed between the natural language content and the list of captured significant words. At this stage the indexer also adds the terms with an understanding of who the users of the index will be. In effect, indexers are aware that words from the text alone will not be sufficient to convey the full meaning of natural language. With this, additional words or phrases are added.

Then lastly comes the checking of the final list of significant words against a thesaurus to give a broad feeling of what has been done. This activity essentially assist the indexer visualise the index and he is able to derive broader, narrower and related terms options. A thesaurus is used to now index the document and the list is translated into controlled vocabulary. The indexer examines each term against the thesaurus; he read the scope notes and considers the broader, narrower and related terms deciding the terms which most accurately reflect what was read in the document and what the user would think about it. The thesaurus is an intellectual tool for indexers decision making. The final exhaustive and specific index terms for the document are then generated.
SELF-ASSESSMENT EXERCISE

In one or two sentences summarise the step in indexing a document.

3.2
Some Rules of Indexing

The following are some notable rules which guide the process of indexing of documents:

· Index everything useful in the document

· Include all index terms or entries in one alphabetical sequence

· Select popular headings, with references from their equivalents, except where special audience is addressed

· Be consistent in selecting a form of spelling. Use a standard dictionary.
· Use the most specific terms which adequately describes the items indexed. 

· Be consistent in the use of singular or plural terms.
· Combine the words and the action which describes it where necessary.
· Invert terms when necessary to bring significant words to the fore

· Check for synonyms for terms and make references.
·  Where terms of the same spellings point to different meanings, include identifying phrase in brackets.
· Give the full names of person quoted in text where possible.
· Use capital for all proper names.
· Subdivide terms by aspect alphabetically wherever possible.
· In the case of historical or bibliographical works, substitute chronological for alphabetical sub-divisions.
· Spell out all symbols and abbreviations.
· Avoid using bold type words.
· Whenever references are made to paragraph and page numbers in the text, include a foot note on every page of the index. 
3.3
Principles of Indexing

The following are some principles of Indexing:

· Correct and accurate spellings of words, and presentation of words in the index must be observed always

· Because indexing systems vary, there should be uniformity and consistency in indexing. Indexers must adopt uniformity in the indexing.
· Indexer should ensure that bibliographic data of document captured are complete.
· Indexer must express themselves clearly, subject headings, index terms must be specific and concise.
· The indexer should be considerate in his choice of language. He must ensure that the language of the potential user is favourably considered.
4.0 CONCLUSION

From the above, it is very clear that the art of indexing is a process with steps to be followed. A good indexer is meticulous with regard to these step, he follows them faithfully. The indexer is also involved intellectually in the process, he also takes into consideration some rules and principles which are crucial to producing good indexes.
5.0 SUMMARY

The unit has presented the steps leading to a good index. Index preparation for a document starts with the recording of bibliographic details of documents and ends with the checking of the final list of significant words against a thesaurus, presenting a broad feeling of what was done. He is able to generate broader, narrower and related terms alternatives for the index. Also the unit presents some very practical rules and principles which essentially serve as a manual for an indexer to produce good indexes.
6.0 TUTOR-MARKED ASSIGNMENT

i. State and explain the steps in the indexing of a document.
ii. Outline the rules and principles guiding indexing.
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1.0 INTRODUCTION

To determine whether an index is ‘good’ or ‘Bad’, it has to be evaluated. The task of index evaluation would assist in determining how effective an index is in terms of how many document that contain a term can be retrieved; how many of the retrieved item actually match the needs of the user. Is the index efficient? Related to the foregoing is the Quality of indexes which is a function its effectiveness in terms of it being able to provide the users what they want with minimum difficulties. The qualities of a good indexer are also discussed.
2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Explain the concept of Index Relevance

· Explain the concepts of Recall and Precision as measures for evaluating indexes

· Outline the qualities of a good index and indexer
3.0 MAIN CONTENT

3.1
Overview of Index Evaluation
Basically, indexes are evaluated to assure its effectiveness, efficiency, its value and quality. A bad index is a function of many factors in the process of indexing as well the judgement of the indexer among others. Index evaluation is also necessary because unretrieved information does not exist. Indexers themselves know why index evaluation is crucial to the profession. They understand that there are written standards guiding index evaluation. Also indexers years of experience, their training and knowledge has also helped in determining the quality of indexes.

Index quality is a product of factors resident in indexers and the information systems. Some of these include:

· Indexing language used.
· Exhaustivity issues.
· Specificity problems

· Extent of coordination.
· The structure of the information system.
· Index consistency.
· Expertise of the indexer.
· Experience and training of the indexer.
The product of indexing is an index that does what it is supposed to do, an index that works, which effectively assigns subject terms to contents of a document or a knowledge record.

When the index does the foregoing, then the index quality as a retrieval mechanism is assured.

Some checklist under which indexes can be evaluated are:

· Are the indexed terms appropriate for the intended audience?

· Are the main headings relevant to the needs of the reader? Are they pertinent, specific and comprehensive?

· Are the sub headings useful?

· Are the sub headings concise with the most important word at the beginning?

· Avoid unnecessary words and phrases, prepositions and articles should also be avoided.
· Are the page references accurate?

· Does the index have see and see also cross-references?
· Is the index length adequate for the complexity of the document?

· Is there a need for more than one type of index?
· Is the index organisation accurate, clear and consistent?
3.2
Recall and Precision

There are two major measures of the effectiveness of indexes. These are recall and precision power or capability. The recall power is the capacity of the indexing system to identify relevant document. Recall ratio is quantitative; it is measured by the ratio of number of relevant documents retrieved to the total number of relevant document in the collection. Information users are interested in finding everything the system has to offer related to the query or question asked. He is concerned with obtaining documents that satisfies his information need. In some cases, a single document will suffice or other key documents. Recall ratio is expressed quantitatively as the measure of the relevant documents retrieved to the total number of relevant documents potentially available. Recall ratio is expressed as (100 R/C) where C = total number of relevant document in the system, R= number of these relevant documents retrieved after a search. For instance if there are 100 documents in an information system that are relevant to users need. If the index retrieves 70, it means that the recall ratio is 70 out of 100. (7/100). Recall for the document is 70 percent effective. 
Precision refers to the capability of the system to hold back unwanted documents and to give the user wanted documents. The precision ratio is also a quantitative ratio of the number of relevant documents retrieved to the total number of documents retrieved. Precision ratio is measured as (100 R/L) meaning R= Number of relevant document retrieved, L= Total number of documents retrieved in a search. For instance, if 100 documents are retrieved and 70 of them are relevant to user’s request, then the precision ratio is 70 to 100 (7/100). Precision for the search should be 70 percent effective.

Recall is a measure of the completeness of output of the information system; it is the ability of the system to retrieve all items that are relevant while precision is a measure of the ability of the information system to select only the items in its file that are relevant. The precision or recall ratio done is no indication of the performance of a system but the joint use of these measures affords one a legitimate why of measuring cooperative efficiency relative to user’s requirement.

There is also a directly opposite relationship between recall ratio and precision ratio. The higher the recall ratio, the lower the precision ratio; which means that the more documents are recalled, the less precise the system, and vice versa. It is important for indexers to make sure there is a balance in the recall and precision ratios.

Another evaluation measure is the Response time, which refers to the time relapsing between time of request and the delivery of a satisfactory response. The user who desires maximum recall will have to wait a longer time. In both cases, it is crucial that information delivered should be completely appropriate to questions posed. 

 Exhaustivity is the extent which a subject content of a document is analysed by the indexing while specificity is the degree to which the exact subject of a document is specified. The greater the specificity of the indexing language, the more precisely you can define the subject matter. Exhaustivity controls the recall while specificity controls precision. Exhaustivity promotes high recall and low precision while specificity promotes high precision and low recall.
3.3
Index Quality

A good index is that which makes it possible for users to retrieve information desired with ease. There is usually a checklist or parameters by which we determine whether an index is good or bad. A good index is judged by the quality of its accuracy, the completeness of its terms, and its ease of use, does it reflect users’ needs, and does it provide multiple entry points for an idea.

According to Aina (2004) if an indexer, in the process of indexing has produced a good index, then such an index should retrieve relevant and specific documents within the shortest time, but if users encounter difficulties in searching for information, one can say that the index is bad.

The parameters used for evaluating an index include:

· The time it takes to retrieve relevant documents.
· The proportion of relevant documents present in the retrieved information.
· The preciseness of the document retrieved.
· The cost of maintaining the index.
Cleveland and Cleveland (2001) also provided parameters for index quality as follows:

· Coverage should be complete.
· Consistency in terms choices.
· Term choices are appropriate to the nature of users

· There should be adequacy of cross-references, but they are not overzealously done.
· Subheadings should truly reflect the main headings.
· No incorrect or missing locators  is allowed
· No missing proper names.
· There should be consistent alphabetization throughout text.
· Misspellings are all corrected

· There should be no indexing of same topic under different index terms without proper cross-reference

Other aspects of quality evaluation of indexes are number of errors, omissions, general lapses in construction of index and poor display. Although these do not really require the input or opinion of index users, they could however affect their use of the index.

SELF-ASSESSMENT EXERCISE

How would you determine the quality of an index?
3.4
Qualities of a Good Indexer
A good indexer needs to be first and foremost a person with excellent language skills; he/she should also possess high clerical aptitude, accuracy and attention to detail. An indexer is a professional with self-discipline, he must love books, and possess high level of curiosity. A good indexer should also be:

· Highly intelligent

· Widely read

· Well acquainted with publishing practices

· Level headed and patient

· Scrupulous in handling detail

· Analytically minded

· Knowledgeable about subject contents.
· Knowledgeable about user needs.
· Experienced.
In addition to the aforementioned a good indexer while indexing should have high level on concentration and comprehension of documents.
4.0 CONCLUSION

From the above, we can conclude that index evaluation provides assurance as to the effectiveness of indexes, they ensure standards. To achieve these, they adhere strictly to an evaluation checklist and make sure high recall and precision levels are achieved. A quality index is a product of a good indexer who is well trained and experienced. Whether an index is good or bad, it is a reflection of who the indexer is.
5.0 SUMMARY

When a document is not retrieved or cannot be retrieved then it means the index is faulty and to the user the information does not exist. Index evaluation is done so that its effectiveness and efficiency can be put to test. The quality of an index is a function of several factors some of which concerns the indexer and others resident in the system. The measures that help to ensure the effectiveness of an index are the recall and precision ratios as well as the response time and cost and the qualities the indexer brings on board.
6.0 TUTOR-MARKEDASSIGNMENT

i. What is index Evaluation?

ii. What factors assures index quality?

iii. Identify and explain the two main measures of index effectiveness

iv. What are the parameters used to determine index quality?
v. What are the qualities of a good indexer?
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1.0 INTRODUCTION

Abstracts are miniaturised representation of the original document or write-up, providing a lead to the information required. Indicative and Informative abstracts are the two major types of abstracts. They are produced to reduce the effort and time expended by users in searching and finding facts from the large output of research and scholarship, information by providing a summary of the contents of documents. They satisfy users’ needs for both current and retrospective information. Abstract generally have been classified in several different ways: by the way they are written, by their uses and by the writer
2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Define and Explain Indicative abstracts

· Define and Explain Informative abstracts

3.0 MAIN CONTENT

3.1
Indicative Abstracts

As it names implies, indicative abstracts merely indicates, usually short and objective with the aim of alerting the user or reader of the existence of documents. Indicative abstracts describe the type and form of the work abstracted, indicating the major topics covered in the work and providing a brief description of the treatment of the facts and issues. It does not summarise the content or evaluate its quality. What an indicative abstract does is that, it indicates the type of document being abstracted. In most cases abstracts are short, written in general terms and do not provide the reader a step by step account of the document’s development. Indicative abstract outlines topics covered in a document so the reader can decide whether to read the document or not. In several ways, the indicative abstract is similar to table of contents in a paragraph form. Unlike an informative abstract, reading an indicative abstract cannot substitute for reading the real document as it does not capture the content of the document or paper. And because indicative abstracts fail to meet the other main objectives of abstracts as well as informative abstracts do, they are less common.

Indicative abstracts seldom provide the real content of documents and therefore they cannot be used as surrogate of the original document. They only inform the user what they can find in documents and not the real data or information contained in them.

3.2
Informative Abstracts

This is an abstract that summarises as much of the essential content of a document as possible within the limitation of a paragraph. Informative abstracts attempt to convey the message of the original document, indicating all the important data including observations and conclusions. It captures all the essential details of a document presenting the actual information contained in the original document. This enables the user of the abstract to have adequate knowledge of the content of the original document. It is a surrogate of the original document unlike indicative abstracts. Informative abstracts attempt to provide as much quantitative and qualitative data as possible, providing a useful guide to documents reporting an experimental investigation. They are a type of abridgement of the original document with the major ideas and fact well captured such that the users’ needs not look for the original document or paper. 

An informative abstract should cover four essential points:

· Objective and scope of the document

· Methods used

· Results

· Conclusion

SELF-ASSESSMENT EXERCISE

What are abstracts?

Differentiate between Indicative and Information abstracts.

4.0 CONCLUSION

Indicative and Informative abstracts are different in their approach. While one is clearly a surrogate of documents and users may not need to see the original, the other merely indicates what is available in the documents. On the whole an ideal abstract will be one which combines the qualities of both abstracts.

5.0 SUMMARY

In this unit we have focused on the two major types of abstract: indicative and informative abstracts. Indicate abstracts give the type of document abstracted, its coverage and how the facts are treated. On the other hand, informative abstracts give enough information such that it can take the place of the original document, although it is not. It captures the content of documents as much as possible.

6.0 TUTOR-MARKED ASSIGNMENT

i. What are Indicate abstracts?

ii. What are Informative abstracts?

iii. Briefly explain how both types of abstract can assist information searchers?
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1.0 INTRODUCTION

The types of abstract that are treated in this unit are variants of indicative or informative abstracts. These variants are critical abstracts, abstract classified by use (mission-oriented, discipline oriented and slanted abstracts), abstracts classified by author (author abstract, subject-specialist abstract and professional abstracts). The unit also provides information on structured abstracts.
2.0 OBJECTIVES

At the end of this unit, the students should be able to:

· Describe critical abstracts

· Identify and describe abstracts classified by purpose of use

· Identify and describe abstracts classified by authors or writers

· Describe structured abstracts

3.0 MAIN CONTENT

3.1
Critical Abstracts

Critical abstracts are prepared with the purpose of making a value judgement on document. It may also be an editorial comment on the paper. Critical abstract reflect the content of document, indicating its depth and also commenting on the different aspects of the document. The abstractor is therefore a subject specialist who has a good grasp of the document’s content. Although some abstractor are of the opinion that a good abstract should stay clear of the bias and critical comments that characterise critical abstracts, it is nonetheless a useful and powerful tool. Its strong point is that the abstractor is sufficiently knowledgeable of the subject areas of paper or document, its methodologies and other critical areas such that he is capable of making value judgements.

Critical abstract according to Cleveland and Cleveland (2001) is generally used on general papers with broad overviews, on reviews and also on monographs but can also be used for single papers. It is important to say that the type of material or document and the users are the basis for deciding which type of abstract should be used.

3.2
Abstracts Classified by Use

Abstracts can also be grouped according to the purpose of their use. These abstracts are discipline oriented, mission oriented and slanted abstracts. They are either informative, indicative or critical in their preparation or internal make up.

A discipline oriented abstract is produced on a specific area of knowledge or discipline; they are concerned with abstracting documents of a particular subject area. E.g. (chemical Abstracts, Library and Information Science Abstracts LISA) Chemical abstract is devoted to the discipline of Chemistry while the Library and Information Science Abstract is for the field of Library and Information Science.
A mission-oriented abstract is produced to support a particular project or assignment which may or may not be interdisciplinary in nature. This type of abstract focuses on an assignment rather than a subject area or discipline. The document being abstracted may be interdisciplinary but it is usually devoted to support application activities aimed at addressing a problem. E.g. child abuse, environmental degradation etc.

Slanted abstracts are often seen as a form of mission-oriented abstract, instead of focusing on the entire document being abstracted, it highlights a selected portion of document’s subject content. It focuses on a particular section of the document which may be of interest to users. For instance, a paper that discusses Primary Education, Secondary Education and Tertiary Education in Nigeria may have the abstractor abstracting only the area of tertiary education if the user’s interest is this area of the Educational System. The other sections of Primary and Secondary Education will not be captured in the abstract.

3.3
Abstracts Classified by Authors

There are three categories of people who may produce abstracts. They are the authors of documents or papers, subject experts and professional abstractors. Abstracts in this category are author abstracts, professional abstracts and subject specialist abstracts.

Author abstract are prepared by authors who are experts in their discipline and so they are capable of distilling the essentials point in the document. The author(s) probably has many years of training and experience in writing of abstracts. Authors being experts in their subject areas should write good abstracts, however they do not necessarily make good abstractors especially because many of them are not skilled in the art of writing high quality abstracts. Despite the foregoing, author abstracts are produced on time; they come with the manuscript and are less costly because no additional cost is needed if the author abstract is used.

Authors are generally not likely to produced good abstracts. They are very close to their manuscript to do an objective abstracting work. They fail to note that what they think is important may not necessarily be what users want in the document. Some use their abstract as a promotional tool for their papers neglecting the importance of users. For these, and also because authors may not be well skilled in the techniques, procedures and methods of abstract writing, they lack the experience required to do a good job, they are usually not good abstractors.

Professional abstract are written by full-time professional abstractors. Although this group of people may not necessarily be experts in the subject areas, they are known to produce high quality abstracts especially when they work in disciplines they are very familiar with. They spend more time working on abstracts and can cover areas subject expert may not capture.

Abstracts produced by subject specialist are of high quality, this is because although they are professionals abstractors, they are expects and professionals in their subject areas, and this qualifies them to write abstracts. This is the case with many abstracting journals that rely on subject specialist to produce their abstracts. In spite of these, a subject specialist may not be entirely an expert in all the areas of a wide subject area. He may also super-impose his thoughts and be reluctant to accept a new thought especially from an upcoming author. 

SELF-ASSESSMENT EXERCISE 

List out the weaknesses of each abstracts classified by authors

3.4
Structured Abstracts

A structured abstract follow a set of sub-headings and the writer of the abstract fill in the blanks. It is believed that structured abstracts contain more cogent information and are of high quality and facilitate peer-review.

Structured abstracts are being adopted in the medical field and other disciplines today because of the inaccuracy of many abstract. It is a kind of bibliographic control device for abstracting. Scientists now think that the publishing, storage and retrieval of their papers are integral part of their activities, they rely on tools like structured abstract to achieve retrieval of their documents. Structured abstracts provide headings under which the abstracts must be produced such as: Background, Aim, Method, Results, and Conclusion. Some journals require that author submit structured abstract of their paper, this is to ensure that the important areas of the paper dealing with purpose, methodology and results are captured in an organised form. One weakness of this type of abstract is that it may not be about the user’s interest.

4.0 CONCLUSION

This unit has brought to the fore the other variants of indicative and informative abstracts. It is pertinent to note that these abstract are not only distinct from each other, they serve diverse purposes and are written by different groups who could be authors, professionals, or subjects specialist.

5.0 SUMMARY

You will agree that the type of abstracts discussed in this unit adds a great deal to our understanding of abstracts. Critical abstracts capture the content of document but also make comments or judgement of the documents. The significance of discipline oriented, mission oriented and slanted abstracts were highlighted, abstracts written by authors, professional abstractors and specialist were explained without leaving out their shortcomings. The importance of writing structured abstract as a means of bibliographic control, information organisation and retrieval was presented.

6.0 TUTOR-MARKED ASSIGNMENT

i. Give a clear explanation of critical abstracts

ii. Identify and explain the merit and demerits of abstracts classified by author.
iii. Differentiate between mission oriented and discipline oriented abstracts.
iv. What are structured abstracts? How are they a bibliographic control tool?
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1.0 INTRODUCTION

Abstract writing is an intellectual activity which may be performed by an author, a professional abstractor or a subject specialist. Whoever the writer is, writing is a cognitive process allowing the reader to find out what the writer knows. Abstract writing allows the user know what the topic of a document is about, how it is structured as well as if it meets the information needs of the user. After writing an abstract, it is revised and edited. Revising means you go through the abstract all over again, you read over very carefully to be able to edit it. Editing itself is a process and should be done every carefully too because abstracts may have omission and errors which may make the abstract ineffective. 

2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Explain the process of abstract writing

· Explain the significance of revising and editing of abstracts

3.0 MAIN CONTENT

3.1
Writing of Abstract

Abstract writing as you can see in the previous unit follows a process. Apart from the fact that the abstractor’s expertise is required, abstract writing is an intellectual activity. The abstract writer may not produce a good abstract judging it from the point of view of the users, if the author of the document is not able to be objective about his write-up and being unaware of the potential differences in user’s needs.

Some users have wondered why author of documents cannot be abstractors of their work. They are of the opinion that authors being the originator of the document should know best what a paper is about and what the users are. But many times, authors do not make good abstractors for many reasons. One major one being that he may not make accurate assumptions of the needs of the user and that they are usually not versed in the professional skills of analysing and representation of ideas and of the principles of abstracting.

In spite of the forgoing, abstract writing is creative writing. The abstract writer should continuously read abstract, he must read the abstract with the intention of finding mistakes, and he should critique the abstract. In the words of Cleveland and Cleveland (2001) the writer should ask himself what was good and bad in the abstract. Does the abstract reflect what the original article is about? He should compare his/her abstract with published ones and ask whether his/her abstract is better or not. If it is not good enough, in what ways or areas? It is important to stress that good abstract writers are avid readers generally. He should continuously read, study and analyse good abstracts.

The following are useful guidelines for writing abstracts:

· As you read over a paper being abstracted, highlight or copy sentences which summarise the entire paper or individual sections

· Write a sentence that summarises the main point

· Add sentences that summarises sections

· If you are writing an indicative abstract, you may proceed to revising

· If you are writing an informative abstract, check the paper for details of key finding and major conclusions

You may also adopt this technique or style of writing:

· Read through each paragraph and write one phrase or sentence that captures the essence of each paragraph.
· Take this list of sentences or phrases and check whether they connections among them. Are there connections among the sentences?

· After reducing you outline to four or five general ideas, you should have an indicative abstract.
· For informative abstracts, fill in the key details about the content of the paper.

Regardless of how you go about writing your abstract, it is important to be concise and have an accurate statement of the main ideas in the document. Abstract begins with  one sentence summary of the main point of your paper and this often introduce the problem of the paper. In doing this, you must be careful not to focus too narrowly and test your ability to judge how concise your one-sentence summary is.

This is followed by a careful organisation of the sub-points and fleshing it up with details which depends on the type of abstract one is writing (informative or indicative). This is followed by revision and editing.

3.2
Revising of Abstract

Revising an abstract is a simple but delicate activity in the abstract production process. Revising simply means that you should read and read over the abstract to ensure it is fit for purpose. After reading you may discover you had included words and phrases that clarify meanings in the paper but that you have also included other words or phrases that may not be necessary. Revise carefully removing unnecessary items.

Many times we are asked to produce an abstract of low word count; a good re-read of your abstract can assist you to achieve this. With good revision, the writer wants to be sure that each sentence in your abstract leads smoothly into the next. The writer may need to add or change words or phrases or repeat keywords. He may also need to join sentences such that the connections between ideas are logically presented. The writer must ultimately ensure that the abstract is readable.

SELF-ASSESSMENT EXERCISE

In two sentences, state the objective of revising abstracts
3.3
Editing of Abstract

For many reasons, it is important to edit abstracts. Any literary publication goes through the process of editing before publishing; it is same for abstracts. Abstract are edited to take care of the following:

· Omissions

· Errors in references

· Poor diction

· Meaningless abbreviations

· Poor grammar 

· Punctuation errors etc.

Editing of abstracts when carefully done looks into the content of paper, it is concerned with content analysis and the overall quality of abstract. The editor of an abstract must essentially works directly with the original document so as to determine abstract quality. Editing starts with a check on the reference section vis-à-vis the original document. Author names, title, names of journal, sources, and volume and issue numbers of journal are examined. The editor ensures that they are correct. Numerical data are carefully checked to make sure they conform to what is in the paper.

Inside the text, the editor ensures that all terms conform with the rules made available to the abstractor. The editor corrects the grammar where necessary, words are abbreviated, redundancies are slashed, unnecessary subjects are removed, and errors of diction are corrected.

The editing of abstract is a process that is specialised. It is a professional activity which involves the competencies of the abstractor and the editor. They must both ensure that a guide to the use of the abstract is produced by them.

4.0 CONCLUSION

From the above, it is evident that writing, revising and editing of abstract requires a high level of expertise by the author or writer of the abstract and the editor. The importance of these processes is that they ensure the production of good abstracts. The activities of abstract writing, revising and editing are strictly concerned with the content and the intellectual quality of the abstract.

5.0 SUMMARY

Abstract writing is not only a creative activity; the writer is looking for ways of improving and perfecting the abstract to ensure it conforms to the content of the original document. Revising of abstract brings about a thorough checking of the abstract, removing unnecessary items, words and phrases and ensuring that it easy to read and understand while editing work takes care of different types of errors and ensures that the content of abstracts are correct and fit for purpose.

6.0 TUTOR-MARKED ASSIGNMENT

i. What do you understand by abstract writing

ii. Suggest guidelines for writing an abstract

iii. Why do you need to revise a written abstract?

iv. What is abstract editing and list the reasons why you need to edit abstracts?
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1.0 INTRODUCTION

The process of document abstracting is not only demanding, but requires the expertise of the abstractor in summarising the actual content of a document or paper. To abstract a document, the abstractor need for follow some steps leading to the production of a ‘Good’ Abstract. It is pertinent to mention that no matter how ‘good’ an abstract is, it cannot represent the original document, it is a surrogate of the original. There are reasons for which abstracts are produced and used, this is also examined in this unit as well as some pertinent issues that are usually considered or that form the basis for the production of abstracts.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Explain the steps in abstracting a document

· Mention the reasons for producing abstracts

· Outline the considerations for abstract production

3.0 MAIN CONTENT

3.1
Abstracting a Document

To abstract a document, the first thing you need to do is to go over the paper and decide what it is about. You will have to read the paper several times to properly grasp the main theme of the paper.

When this has been done, you will state in one sentence what the paper talks about broadly. This is followed by the scanning of the references to the works of the authors of the original document. With this he can become familiar with the author’s ideas. Having gotten this sentence down, you should point out any new idea that you can find in the paper and with this you are able to expand the first broad sentence. Then you capture the other details. Details should be used judiciously in abstracts. Determining the amount of details summarised depends a great deal on what type of abstract you are writing (informative or indicative), the complexity of the paper being abstracted, the word limit and the purposes you imagine readers of your abstract have for reading. 

The details you provide must be ones that are crucial for readers to understand your major points. Then you revise and edit your abstract properly. The draft is read very carefully to remove unnecessary words; you may need to repeat keywords where necessary and sometimes you may need to continue sentences so that connections between ideas are presented logically and clearly. Also, check for tenses, use of quotes and make sure your abstract account for audience needs. 

3.2
Reasons for Producing Abstracts

Why do we need to write abstracts to original documents? The reasons for abstracts are outlined as follows:

· Abstract have become important tools today because of the paradigm shift of the world form collection to access.

· Abstracts have a pride of place in scientific literature, it is read much more times by people than those who hear or read the entire document or paper.

· Though writing an abstract may be tedious, it is enticing to readers who seek the information in abstracts thereby repaying the writer with increased impact.

· Abstract use keywords, which a vital to information retrieval in today’s electronic documented scholarly environment.

· They are useful for current awareness services in libraries and information centres.

· Abstract can help meet the needs of information seekers as it help in inquiry answering and desk research.

· Abstract can be useful in the preparation of briefing and writing of reports.

· Abstracts are significant ingredient for the creation of databases worldwide.

· Abstracts are important to managers or chief executives who need to assimilate documents rapidly and review them in reports
SELF-ASSESSMENT EXERCISE
Why do you think we need abstracts in our modern world? What are the first two things that you need to do to abstract a document?

3.3
Some Considerations for Producing Abstracts

These considerations will assist you to produce a good abstract. 
· Abstracts should be a fully self-contained description of documents, it must make up for its users and to itself. You must also ensure that your abstract meet the word count limitation. The words should be reduced to size.

· You must also make sure your abstract has enough of phrases and keywords that searchers will find when looking for papers. The keywords will turn up at the top of search results.

· The essence of abstract writing is to tell the user what you did in the document in the simplest and most informative manner possible.

· Your abstract is not a story or a tale and users are not attracted to this. What they want is quick and relevant information, with this they may decide to read on for details.

· You must ensure that the introduction and conclusion aspect of your abstract is well written, carefully presented to entice the reader further into reading the details. You must consider these sections as extension of your abstract.

· It is crucial for you to emphasise content and not your intention. You should summarise the content of the original document and not the wishes of the writer. Your abstract should contain only the salient points in the document. For a research article, the abstract should capture:

· The principal objectives and scope of work

· Methodology

· Results and

· Conclusions

· Write your abstract with the assumption that the reader is knowledgeable and he understands the work.

· After carefully reading a document, write a good description of the key points based on the content of the document. The abstract should be written lastly after reading the document.

· Write your abstract using active words, make sure you avoid passive words, and avoid the conflict between intent, content and unnecessary words.

· Ensure that your abstract is short and concise. Your abstract should be a paragraph and not multiple paragraphs. A short abstract is easily read by user. In essence, your abstract does not need to be longer than necessary. A long abstract is an indication of the presence of unnecessary words, phrases and ideas.

· It is advisable that you make quantitative and not qualitative statements in your abstract.

· Avoid mathematical notations or equations in your abstract. Your abstract must be able to stand by itself. Give names to equations and mathematical symbols.

· Lastly remember that you are writing the abstract to present the content of a document in a direct and lean manner. It should serve the interest of both a casual reader and an interested reader. Your abstract is a marketing device.

4.0 CONCLUSION

This unit as treated, points clearly to the intricate nature of abstract writing. The writer is actually thinking for his users. He must be clear as to why abstracts are necessary as a surrogate of original documents.

5.0 SUMMARY

The task of abstracting a document takes some steps and in doing this the writer of the abstract must understand the reasons for this and he should also ensure that the considerations listed are factored in when producing his abstract. This is the thrust of this unit. These considerations when followed, will help the writer to arrive at a ‘Good’ abstract.

6.0 TUTOR-MARKED ASSIGNMENT

i. What steps will you take to abstract a document?
ii. Give five reasons for producing abstracts

iii. Outline the points you would consider before and when producing/writing abstracts.
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1.0 INTRODUCTION

Once a writer or an abstractor of a document makes up his/her mind to abstract a paper, such a person must follow some steps. The art of abstracting follows a process and the abstractor must possess some requisite skills. It is important to note that an abstract, unlike annotation, extracts and summary is a skeletal representation of the original document and it facilitates information retrieval. The preparation of abstract starts with a record of references, then content analyses, capturing of notes or annotations and lastly the abstractors details and the arrangement of the abstract is provided.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Explain vividly the following abstracting steps

i. Recording a reference

ii. Content analysis

iii. Writing the annotation / notes

iv. Presentation of abstracts’ details and arrangement of the abstract.

3.0 MAIN CONTENT

3.1
Recording the Reference

This first step has to do with recording of the reference of the document or the capturing of full bibliographic details of documents. It is important the recording of the reference is accurately and fully done. No matter how good an abstract is, it may not be found by users and therefore not useful if the bibliographic records of the document are not properly recorded. The elements or details to be recorded include the title, author, author affiliation, publication source etc. In the process of writing the reference record, the abstractor may abbreviate to save space, however this should be done to follow established rules; it should also be consistent while a list of the abbreviations should be made available to users of the abstract.

The title of document offers the user a means of quickly identifying information to retrieve. The title is a key device in this direction. It usually has those words that strongly capture the content and users have been found to depend on titles of document to decide if they would need the paper. If a title is vague or not reflecting the content of document, then the abstractor must ensure that he adds words and or remove words thereby correcting the title to adequately reflect the content of the paper. Abstractors know that a good title should be clear, brief, concise and descriptive.

The author name entry style differs among abstracting agencies. Whatever the form adopted, the opinion of expert is to stick to a standard way which is to invert the first name and add additional authors and the normal format. The affiliation of the author comes after the author’s name, many times with an address attached to it. The author’s organisation should be correctly written to give the users the opportunity to judge the author and communicate with him/her when necessary. The publication source provides the location of the document. Abstractor should ensure that the publication source of papers is well cited and that it follows the required standard. It should be accurate and consistent.

3.2
Content Analysis

The next step in the process of abstract preparation is the content analysis in which the abstractor creates narrative of the document’s content. He gets himself familiar with the document. He goes through the paper, the different section of the document and ensures that he has a good understanding of the subject matter of the content. The abstractor does the foregoing so that he is able to summarise the document providing in the process a kind of surrogate of the document for the users who may need the information.

At times, the abstractor may need to read the whole document such that he becomes familiar enough about the theme of subject and he understands the document well to know what need to be captured or not in the abstract. Abstractors look out for the under listed parts of documents to produce good abstracts:

· The Objective and Scope

· The Methodology

· The Results

· The Conclusions 

· Other Important Supportive Information.

3.3
Writing the Annotation/notes

The next step is the writing of notes or annotations. These notes are written on the highlights of the paper, on what the abstractor thinks are the essential content of the paper. The notes are then pieced together or constructed into a short paragraph about the document. The abstractor takes note of the important parts of the document such as the scope, objective of the paper, significant contributions, special features etc. The first draft of the abstract is written from these notes. At this stage the abstractor puts the abstract together. In doing this, he ensures that the length of this abstract is a function of the length of the document itself; the nature of the topic, the issues discussed in the document, the technical details and others. The abstractor should ensure that:

· The topic sentence is concise, informative and tells what the document is about.
· The topic sentence should not repeat words in the title.
· The abstract is complete, reflecting the full meaning and purpose of the paper.
· The structure of the abstract should be logical, having a beginning, a middle and an end regardless whether the paper is straight forward or not

· The abstract is devoid of vague expressions, unnecessary long sentences and ambiguous words

· Their bias opinion do not distort the authors viewpoint

SELF-ASSESSMENT EXERCISE

Read through a document of choice and produce an abstract using this guide.

3.4
Arrangement of Abstract.
The next step is the arrangement of an abstract which is preceded by the presentation of abstractor’s details. The credit for the abstract is given to the abstractor. Usually, only the initials are written with the full name appearing in the abstract publication, though some use the full names of the abstractor. This is followed by the abstract arrangement which could be done alphabetically by author or by subject terms; it could be a classified arrangement when the abstract is complete, it should be revised and edited. This will ensure that errors of grammar, spellings and punctuation are removed.

4.0 CONCLUSION

The procedure for preparing abstracts follows a standard which abstractors adhere to when doing their job. Any deviation from the steps would almost certainly result in a poorly prepared or a bad abstract not fit for user’s consumption. Abstract are prepared so that they are self-contained and understood by users such that they may not need to consult the original paper.

5.0 SUMMARY

Abstract preparation is an important exercise that has assisted information seekers and scholars in reading about papers without accessing the real paper itself. The steps for preparing abstracts starts with the abstractor recording the references of document, this is followed by a thorough analysis of the content of documents, having a good understanding of what the author has written; then carefully taking notes of what he considers as worthy of being included in the abstract. The procedure ends with the abstractor’s details and an arrangement of the abstract.
6.0 TUTOR-MARKED ASSIGNMENT

· Describe the following steps in abstracts preparation

i. Recording a reference

ii. Analysis of content

iii. Writing the annotation/notes

iv. Abstract arrangement

v. Using the above steps, write an abstract for this unit i.e. Module 5 Unit 1.
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1.0 INTRODUCTION

Abstracts are condensed version of a longer piece of writing that highlights the major points covered. For a research article, the abstract is a very brief overview of your entire study; it tells you what the author did why he did it, what he found and what it means. A good abstract to a research article should briefly state the purpose of the article which is the introduction, how the problem was studied, the methodology; the major findings, the results and what the findings mean, the discussion and recommendations.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Explain the following features of a research article’s abstract

i. Introduction

ii. Methodology

iii. Results

iv. Discussion and Recommendations

· Abstract a research article.
3.0
MAIN CONTENT

3.1
Introduction (Scope/Purpose)

To abstract a research paper, the first steps is to write out the introduction of the paper. In other words, you should look for the scope and the purpose of the research. Why was the article written? What purpose did the author have in mind? In most scholarly articles, the purpose and the scope of paper are discussed at the beginning of the article. It is important for the introduction to be catchy and brief. A good introduction should also reveal the gap which the study has tried to fill. The introduction talks about the reason for the research in the first place. Many times the problem that necessitated the research is put forward here. What problem is the research trying to solve? The introduction should include the importance of the work.

3.2
Methodology

This is an important aspect of the paper. To effectively capture this section adequately, you need to ask yourself, how did the author go about solving the problem of the study? For experimental papers, the techniques and methods used should be described. You should allow reader to understand how the research was carried out. For non-experimental papers/documents, the abstractor should note data source and how they were handled. How did the author analyse the field data, what were the statistics used. What was the extent of the work? What important variables did the author control, ignore or measure? In all, the methods present how the problem was studied. Breaking this down, you should capture the study design, study population, the sampling technique and size (if any), the instrument of investigation and method of data analysis.

SELF-ASSESSMENT EXERCISE

To what extend is methodology important in a research article?

3.3
Results

For result, you are concerned with what the outcomes of the research paper are? What are the major findings of the research paper? What relationships were observed? Were the data adjusted or were they raw? Were the result gotten from a single measurement or not. What are the answers to the research questions raised for the study? These results are captured here using the data. Do not use vague words to present the results. Do you see any factor or factors that affected the accuracy of the findings? The result, in a nutshell is about the principal outcome of the research paper.

3.4
Discussion and Conclusion

Here, you as an abstractor should be concerned with what the results of the research mean, what inference can you draw from these findings, what are the implications of the study as captured by the article. What hypotheses were accepted or rejected? What are the evaluations made? What applications or suggestions were provided? How are the study implications related to the purpose of the paper? Are the findings general; are they potentially generalisable or specific to a particular situation? You should also note for inclusion, other result which may not be directly related to the main topic but may be important in other areas for researchers.

4.0
CONCLUSION

From the information provided above, it is quite obvious that you can prepare an abstract for a scholarly research article by observing the four overall indicators or features of a good abstract. An abstract written on a research article should essentially cover the major areas of the paper. It should present what the paper is about, why the author wrote the article? How the study was conducted, the outcomes or findings and what the results represent or what it means.

5.0
SUMMARY

The art of preparing an abstract for research papers has provided scholars with a kind of pre-view of the original article. It has assisted them in going through lots of articles through databases and other abstracting products. It is important that abstracts to articles of scholarly commination feature the purpose and scope of study, the methods of the investigation, the major findings and well as the conclusion and recommendation of the study. This has been our focus in this unit.

6.0
TUTOR-MARKED ASSIGNMENT

i. Briefly explain the preparation of an abstract on a research article under the following headings.

· Introduction

· Methodology

· Results

· Discussion and Recommendations

ii. Provide an abstract to a research article from a Library and Information Science Journal of Choice.
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1.0 INTRODUCTION

This unit present useful guides for abstracting. The guides are useful for up and coming abstractors and for experienced hands too. The purpose of these guides is to serve as a reference point for you and others who may have to abstract documents. The guides are written to assist in the preparation of abstract with limited difficulty. They include tips for effective abstract preparation; the requisite skills of a good abstractor and some do’s and don’ts for an abstractor.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

· List and explain some tips for preparing a good abstract

· Mention the necessary skills of an abstractor

· Itemise some useful ethical guides for abstractors.

3.0 MAIN CONTENT

3.1
Tips for Preparing Effective Abstracts

In recent times, there have been lots of poorly prepared abstracts emanating from inexperienced abstractors who have failed in mastering the art well enough. It is important therefore, that you pay attention to the following tips which would assist you in writing good abstracts. The tips for preparing effective abstract are as follows:

· You should read or listen to the document very well so that you are clear about what the paper is about.

· Re-read the document again, with the intention of abstracting it in your mind.

· Look for the following main section of the document or article:

· Introduction (Scope& Purpose)

· Methodology

· Results

· Discussion & Conclusion

· Look for what the author did, why he did it, what he found and what it means.

· Use the headings, outline headings and table of content to guide use in writing.

· Begin your writing by examining the introduction and the summary sections of the document or paper. This generally covers the main theme of the article.

· Write out a rough draft without checking back at what you are abstracting.

· Do not copy key sentences from the article or document.

· Do not rely on the way information are presented in the document or article, summarise in your own words or in a new way.

· Revise your draft abstract and ensure that you:

· Correct weaknesses in organisation

· Improve transition from one point to the other

· Remove unnecessary information

· Add the information that need to the included which you have left out

· Correct errors of grammar, spelling and punctuation

· Avoid verbosity, use active words

· Print your final copy and go through it again you may still find something you need to correct.

SELF-ASSESSMENT EXERCISE

What are the tips that will aid in preparing abstracts?

3.2

Some Requisite Skills for Abstracting

In this course thus far, you must have learnt that a good abstractor ensure that users or reader of abstracts get a good value for their money. For an abstractor to get the job done, he needs to possess some skills, which are highlighted below:

· A good abstractor should be skilful in writing and reading all type of documents.

· He should have the ability to effectively summarise documents. The skills to sign post and skim read.

· Abstractors should be good in scanning of documents, having little signposting. He should be capable of explaining what the document is all about.

· He also needs the skill to cut through the document identifying the essentials in it.

· He should be able to read through or tackle documents that offer a few clues. He needs rapid reading skills to do this effectively.

· Good abstractors should make his abstract not only stylish but also comprehensive.

3.3

Ethical Guides for Abstractors

The following are the ethical considerations for abstractors:

· Scan the document with the intention of getting key facts.

· Ensure that your abstract is slanted toward the user or the audience.

· Place findings early in the topic sentence.

· Put details in succeeding sentence

· Place general statements last.

· Ensure that you separate relatively independent subjects.

· You should differentiate between experiment and hypothesis.

· Be informative but brief; be exact, concise and unambiguous.

· Use short and complete sentences; short, simple familiar words and avoid unnecessary words.

· Use normal technical English, use direct statements.

· Write out conclusions in the present tense.

· Use abbreviations sparingly and avoid unusual words and phrases.

· Do not repeat words of the title and avoid changing meaning in the document.

· Do not use adjectives and do not comment on or interpret the document.

· Do not include detailed experimental results and discuss details of conventional apparatus.

· Begin your abstract with stock phrases and do not use uncommon phrases.

· Do not use questionable technical words and do not waste words by stating what is known.

· Do not use noun form of verbs and do not overuse synonyms.

· Do not say the same thing in two ways.

4.0 CONCLUSION

Form the foregoing; it is evident that the significance of guides and tips in assisting abstractors write good abstracts cannot be overstressed. The ethical guides, tips and requisite skill outlined in this unit can be likened to a working manual for abstractors. It is hoped that you would use them as you strive to build your skill in the art of abstracting.

5.0 SUMMARY

In this unit, the tips for preparing abstracts, requisite skills for abstracting and ethical guides for abstractors have been outlined. The purpose is to assist you become a good abstractor. The tips are useful in the actual writing of the abstract itself. The requisite skills highlight is to ensures that the abstractor is fit for purpose while the ethical guides provides the abstractor with what he should and should not do in the process of abstracting.

6.0 TUTOR-MARKED ASSIGNMENT

i. Enumerate the tips you would follow in preparing an abstract

ii. What are the requisite skills of an abstractor?
iii. List the dos and don’ts of abstractors.
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1.0 INTRODUCTION

The purpose of abstract evaluation is to determine the effectiveness or the value of an abstract. Evaluation helps you to judge whether your abstract is good or bad. We evaluate abstracts to find out how good they are. A good or bad abstract is a function of several factors and these would be highlighted in this unit. A good abstract is determined by its quality and how effectively it represent the original can it stand in for the original document? This is because users expert it to take the place of the original document, they are interested in getting the essential data from the abstract.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

· Explain the meaning of abstract evaluation

· Outline the criteria for abstract evaluation

· Enumerate the qualities of a good abstract.

3.0 MAIN CONTENT

3.1
Evaluation of Abstracts

Experts have reasoned that abstract evaluation can be very difficult to achieve. A good abstract is a function of its quality. According to Cleveland and Cleveland (2001) one can use a number of error direction means such as correct citations, factual description and omission of critical points to enumerate abstracts. Other parameters for abstract evaluate include:

· Diction and Grammar

· Redundant phrases

· Obscure writing

· Conformity to abstracting policy and Rules

· Promptness in publication

· Cost

· The quality supportive indexes

· Authoritativeness

· Brevity

A good abstract should also represent what the item is about, it should remove unimportant information and be error free. It should be readable. Abstract users usually do not want to get held of the original document, all they need is a surrogate of the original and this is what the abstract represent.

3.2
Qualities of a Good Abstract
· First and foremost, a Good abstract should be complete, it should be a concise description of the original work. It should entice readers to obtain the full-text or the original document.

· It should fully self-contained, it should be a capsule description of the original document. This is important because the abstract as a stand-alone document should be understood without reading the original work.

· A good abstract should follow strictly the standard checklist of the steps or method of abstract preparation. It should use the introduction, methods, results a, conclusion and recommendations structure which presents an article’s, paper or a report’s purpose, results, conclusion and recommendations in that sequence. This is crucial to the marketability of your abstracts, to serve the need of the users.

· It must be clearly written and logical; it should be well developed and the scientific methods should be merged with summarization to repackage a multi-page document into a paragraph. This is necessary for readability.

· A good abstract should extract they details and ideas or opinions from works and reproduce them accurately without ambiguity.

· A good abstract should use the same level of technical language found in the document or article. 

· It should help reader decide whether to read the real document or not.

· It should help readers understand the original paper. It should act as a good pre-reading outline of the key points in the paper.

3.4 Documents Worth Abstracting

An abstract is a short, objective description of an intellectual resource, usually a written document. A document is an item printed or otherwise that is amenable to abstracting, applicable not only to written and printed materials in paper, but also to non-print media. Because an abstract is a description of an entire document, one can write an abstract only for a document that is complete. If you are writing an abstract as part of a class paper, you need to finish your paper before you start working on your abstract. Abstracts can be produced for a document of any size. Whether an abstract is an indicative or informative one, it must be accurate brief and clear.

The range of documents worth abstracting is wide. Document to be abstracted is presumed to have value and such items have some worth to users. Many times they are commonly encountered items. Abstractors produce abstracts for documents having utility. The primary purpose of an abstract is to facilitate a selection of documents. A reader can grasp the essential points of the document without reading a full document. A reader/user can decide what to read and what not to read. Some commonly encountered documents that are worth being abstracted are:
Research papers, 

Journal articles, 

Thesis,

Reviews, 

Conference proceedings
Published patents Applications and Patents
Standards
Reports of all sorts

Abstracts can also be produced for less structured documents such as essays, editorials, monographs and books. When writing an abstract, it is important to keep in mind the purposes of an abstract. One main purpose is to provide readers with useful information about a document, help readers to evaluate and select a document that they would find useful in their own research. An abstract should allow a reader to get the bare-bones information about a document without requiring them to read the actual document.

SELF-ASSESSMENT EXERCISE

List the criteria for evaluating abstracts

4.0 CONCLUSION

From the above, you are able to understand the importance of abstract evaluation and indeed the need to have a quality abstract. A good of bad abstract is not the result of a single component out of many factors. In all the good abstract is an effective one, it gives value to the user and essentially we are concerned with about abstract quality because document may be lost forever or under used if abstract final to represent them well.

5.0 SUMMARY

Abstract evaluation and a good knowledge of the qualities of good abstract is crucial to retrieval of information and their use. Librarian know the importance of abstracts and that a quality abstract ensure accessibility to documents. We have focused in this unit on the means of abstract evaluation, on the parameters one can use to determine if an abstract in good or bad. We have also highlighted the specific points or items to look out for in an abstract in order to determine its quality.

6.0 TUTOR-MARKED ASSIGNMENT

i. How would you evaluate abstracts?

ii. Outline the qualities of a good abstract.
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