	INSTRUCTIONS FOR SINGLE VOLUME DATASET

1. Yellow highlighted text:

· Replace all yellow fields with the proper information, cutting out the text that is currently in yellow.  Do not alter information that is not in yellow.

· supply information descriptive of the item in hand

· lines of information not needed ( highlight the line with the mouse and press delete

· If there is not more than one project code, additional project codes can be deleted

· Be sure to leave the QF in the NOTIS field
2. t3 areas:

· Fill in title for chapter, or section in ti field.
· If chapter or section has a specific author, fill this into au field.  Otherwise, delete this entire line.
· There should be a t3 field for each chapter, or section.  Covers, tables of contents, tables of images, etc. each get a separate t3 field.
· On the [TIFF] line, list the numbers or names of each TIFF created for that chapter as follows:                              [TIFF] fly1 1 2 3 4

· Copy the numbers from the [TIFF] field to the [JPEG] field                                     

3. Saving this file:

· DO NOT convert the table to text, leave it as is.

· Save the file in the directory with the images it describes

· Name the file “[Bibliographic Identifier] dataset” ( example: UF12345678 dataset
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