Saipin Vilairatana

This article introduces techniques of manual writing, particularly those which apply to the library
works. it provides some remarks about word and sentence used, iliustration, presentation form, typography,
and the lay-out. Examples and steps of the technical writing are included.
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- When you see the C: >prompt, you should
type the word term, and then press "Refurn” mﬁ%”i
- Atthe C:» prompt, type term <R>

A d @ o J i
dadAnysznivilsie Aorltlsleamsdlilnsan

{Direct sentence) FNAIDENS

1. Park the hard disk. At the C>prompt, type
park <RB>

2. Turn the compuier off.
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1.-Before turning the computer off, park the hard

disk. Atthe C:>prompt, type park, then press "Return”
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Receiving Books from a Major Vendor

. Open the box and remove ihe invoice. The books wili be listed on the invoice in alphabetical order by
fitle. Remove each book and check it against the order slip. The. following items should match-exactly:
author, title, publisher, edition, year. If these itéms do not match, set the book aside for your supervisor.
Highlight on order slip the nonmatching items.

o

2. i everything malches, stamp on the back of the order stip the date received and place the order slip in
back of the title page so that the end with the purchase order number on it is visible.

3. Findtheitle on the invoice. Check that the purchase order number is the same and the price is the same
or less than the amount on the purchase order.

4. lfthereisa typographical error in the purchase order number on the invoice, cross it out and write inthe
correct number.: If the number is completely different, set the book aside for your supervisor.

5. It the price on the invoice is higher than the price on the purchase order, look to see if there is a
price increase authorization card in the book. Aiftach it to the-invoice.

6. If there is no price authorization card, refer to the chart of acceptable price increases taped to the
receiving table. W the price increase falls within the acceptable range, proceed to the next step. if it
does not, set the book aside for your supervisor.

sHathemsEisniutun 2

Receiving Books from a Major Vendor

MATERIALS NEEDED:
k Empty bookiruck
Box opener |
Date stamp set 1o today's date
Stamp pad
Pencil
Post - it™ note pad

Yeflow highlighter



PROCEDURE:
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1. Openbox, remove invoice and sel aside. An order slip will be inside each book at the title page.

2. Removed each book and check it against the order slip and the invoice.

a. Compare the book to the information on the order slip of the book. The following iems should maich

“eéxactly
. Author
. Title
. Pubiisher
. Edition

. Year

If these items do not maich, “set the book aside for your supervisor.

nonmatching items.

Highlight on the order slip the

b. Turnihe order slip over as it itwere a check, and stamp the date at the top where yvou would endorse

the check.

¢. Place the order slip in the back of ihe title page so that the end with the purchase order onit is visible.

d. Title are listed on the invoice alphabetically. Find the title on the invoice: Check that

. the Purchase Order Number is the same

. the price is the same or less than the amount on the purchase order

if there is a typographical error in the purchase order number on the invoice, cross it out and wrile
in the correct aside for your supervisor. Attach a Post-it™ note explaining the problem

if the price on the invoice is higher than the price onthe purchase order, look o see if there is a price
increase authorization card in the book, Attach it to the invoice.

it there is no price authorization card,

refer to the chart of acceptable price increases taped to the

receiving . table. If the price increase falls within the acceptable range proceed to the next step. |

it does, setthe book aside for your supervisor.
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