
Hello, I’m AdamHello, I’m AdamHello, I’m Adam

Adam is a Task Leader in the 
transportation group, heading a 
new research project to design a 
thermal comfort system for cars 
that keeps passengers 
comfortable, while using less fuel.



Adam and Mary have agreed to help tell the Information 
Resources (IR) story.  They’ll show how the IR staff 
accomplishes its common goal of “advancing NREL’s mission 
through the management, creation, and delivery of 
information products and services”.

Information ResourcesInformation ResourcesInformation Resources
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Library Services
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Adam’s first stop is the 
Library to consult with the 
staff and learn about the 
many resources that are 
available to support his 
research. While at the 
Library, he signs out a 
Technical Record Book
(TRB) in which to 
document his research.



Next Stop
Records Management

Next Stop
Records Management

Adam then receives assistance from records staff on:
Identifying the project records he needs to document his project
Documenting the records retention of the project
Based on initial determination of records retention, identifying the 
type(s) of media he should use to keep the records
Developing his filing system so all project records (including 
emails) are kept together
Updating the transportation center RIDS, in conjunction with the
center records liaison, to include Adam’s new project
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Searching Available Resources 
Publications Services

Adam searches the NREL 
Publications Database (PUBS) 
to find out if NREL has done 
similar research in the past. 

He downloads PDFs of 
several technical reports of 
interest. 

He also finds a useful-
sounding report with no 
posted PDF.  By request, 
Publications Services creates 
a scanned, searchable PDF of 
this older (legacy) document 
and adds it to PUBS.
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Library Services

Searching Available Resources 
Library Services

Continuing his search, Adam 
uses the Library Home Page 
to start the next phase of his 
research.
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Library Services

Searching Available Resources 
Library Services

From the Library Home 
Page he is able to search 
the library catalog,
SydneyPlus, to find books, 
conferences, and journals 
on his topic.   Members of 
the Library staff have 
acquired and organized 
the information so Adam 
can easily find the items in 
the NREL Library 
collection.



Searching Available Resources 
Library Services

Searching Available Resources 
Library Services

SydneyPlus, our Integrated Library System, is the backbone of our 
operations.  Sydney supports cataloging, acquisitions, serials, and 
circulation.
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Library Services

Adam then moves to his subject area, 
Transportation, to find Databases 
relevant to his research concept.  
From a listing of databases he 
chooses ISI Web of Science for his 
subject search on the “use of thermal 
manikins”



Searching Available Resources
Library Services

Searching Available Resources
Library Services

Once his search is 
complete, Adam uses the 
Library’s e-journal list and 
the full-text links in ISI 
Web of Science to 
download many of the 
articles he wants to read.  
Staff members work 
constantly with the 
Library’s serial and 
database 
vendors to add and 
maintain hundreds of 
links. 



Searching Available Resources 
Library Services

Searching Available Resources 
Library Services

Adam also requests articles 
using ILLiad, the Library’s 
document delivery service. Staff 
scan articles from the library 
collection or obtain those not 
owned by NREL from libraries 
and vendors around the US and 
the world.  Adam will receive 
his articles electronically as 
PDFs via e-mail. The document 
delivery staff handles an 
average of 520 requests per 
month for NREL researchers.
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Records Management

Adam makes another call to the records staff to request:
Related research project records in storage at the Federal Records 
Center (FRC) or at Joyce Street (JSF)
Related TRBs that were sent to storage by his predecessors. 
In order for Adam to receive these records, he:
• Completes the Records/Checkout Retrieval Request
• Obtains the approval signature from the manager of the office of

record (if he knows).
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Searching Available Resources 
Records Management

Once records staff receive the request, they:
Perform a search for relevant records
Obtain the office of record approval signature, if not obtained by Adam
Request records from the FRC by using the CIPS web interface
Identify the records, including TRBs that are stored at the JSF
Retrieve the records from both storage facilities and delivers them to 
Adam.  Records staff make sure that Adam knows that retrieved records 
are to be returned within 30 days.



Adam’s Research Project BeginsAdam’s Research Project Begins

Adam then uses all the 
information he’s gathered from 
IR staff and resources to start 
his research.  His project is now 
officially titled:

The human physiological 
and psychological responses 
to the thermal environment 
found in motor vehicles.



Months of hard work and 
research go by and 

EUREKA…
Adam’s project has produced 

promising new technology.  Adam 
ponders, “How can I tell the world of 

my important research?”



How IR Helps Adam Tell the WorldHow IR Helps Adam Tell the World

Working with his Communications Client Rep and 
IR’s Publications Services and PIX, Adam decides to:
• Present a paper at an upcoming conference
• Publish a technical report, journal article, and outreach brochure
• Include photos of the technology in the documents 
• Hand out 300 copies of the transportation brochure at an 

upcoming SAE meeting 
• Mail brochures to industry contact list
• Get CDs made containing related files 

and presentations

Adam refers to the Publications Policy 
and procedure for guidance on author 
responsibilities.
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Publications Services

All of Adam’s publications are managed by Publications 
Services, who ensure NREL, OSTI, and DOE compliance:

•CD mastering
•Electronic publishing (PDF)
•Document distribution and 
customized mailings

•Printing, both in-house and 
outside vendors

•Prepress, electronic file, 
and production assistance

•Electronic file archives

The One-Stop Publishing 
Resource!!
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Publications Services

Adam writes an NREL technical 
paper for a conference 
(preprint) and his Client Rep 
submits it along with all 
required approvals for printing. 

Adam also writes a journal 
article to be published 
outside of NREL. His Client 
Rep submits paperwork to 
Publications Services and 
posts native (original format) 
electronic files for archiving.
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Publications Services

The Word files for Adam’s Technical 
Report and Conference Paper 
Preprint are cleaned up; both print-
quality and web PDFs are created. 
The job is printed at the Copy 
Center.

Publications maintains the 
Basis record and a separate 
print database to track all 
publications. 



How IR Helps Adam Tell the World 
Publications Services
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Publications Services

Adam describes to his Client 
Rep what he wants for his 
printed outreach publications 
and CD.

Basis project numbers and 
DOE numbers are assigned. 

His Client Rep contacts 
Publications for print 
estimates.

All publications are also 
tracked in the Publications 
Print database.
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PIX/Publications Services

Both PIX and 
Publications 
Services use 
‘Timberwolf’ 
for their 
electronic file 
archives.

Adam will choose the 
photos he needs from PIX 
and the graphics from 
previous products from 
Publications Services.

These files will go to the 
graphic artist(s) designing 
Adam’s products.

His Client Rep and PIX 
help Adam choose his art 
work and photos.
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PIX

Adam begins work on his brochure and CD by searching for photo 
images in the PIX photo database. PIX has over 12,000 images that can 
be searched using the variable search capabilities and the online 
thesaurus.

“PIX, putting the power of photographs at your fingertips!”
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PIX

Adam finds some images in PIX that he can use in his documents to 
shows research being done by the transportation group.

PIX #12094

PIX #12092

PIX #12538
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PIX

Adam also finds photos from other sources that he would like to use. He wants 
to add these to the PIX photo library so they will be available for future use.
• Adam completes required PIX forms to provide information about the 

photos including key words. This data is used for indexing the images into 
the data base. This text is utilized by the search engine when conducting 
searches to locate the images. If the photos were shot by someone not 
employed at NREL, photo releases for the images are also required.

PIX 
#12801
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PIX

Adam can submit the images to PIX in many formats. PIX staff scan and 
digitize the images for archiving from negatives, slides, transparencies or 
prints as well as include digital images.
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PIX

Adam can also request digitally customized photos to help illustrate his 
message. For instance he can…

Work in a lab…
Adam inserted into PIX #12259 

Go for a test drive….
Adam inserted into PIX #09918

Or meet Dennis Weaver!
Adam inserted into PIX #12543
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PIX

The new images that 
Adam submitted to PIX 
are now available to 
the world!
• The PIX database 

has a very 
comprehensive 
thesaurus that is 
used to search for 
images

• You can also find 
images in PIX by 
using the PIX number 

PIX 
#12801



Back in Publications Services:

• Adam’s Client Rep submits final native 
files for his outreach brochure, along 
with all  required approvals for printing.

• Print orders and GPO Requests are 
processed and the job is sent to print 
(vendor, copy center, or PIX).

• All print processes are carefully 
monitored for quality and timeliness, 
and tracked in the database.

How IR Helps Adam Tell the World 
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Publications Services

Adam’s Client Rep contacts Publications 
to schedule the creation of his CD 
Master. 

Mastered CDs include interactive 
interface designs, help, search features, 
and auto-launch on both Mac and PCs.

The graphic artist submits all artwork 
files and his Client Rep submits all other 
required approvals for printing. 

Meanwhile, the CD Master has been 
proofed and approved for printing.
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PIX

Adam gets his CDs printed and duplicated in PIX:
• Adam worked with his Client Rep to have a graphic artist create 

the artwork to be printed directly onto his CDs
• Publications sends his artwork and master CD to PIX for printing

and duplication
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Publications Services

The Technical Paper, Conference 
Preprint, Outreach brochure and 
the CD have been printed. 

Publications creates and posts 
web PDFs and CD Zip file for 
electronic distribution.

The Basis record is finalized and 
released so the publications are 
available to NREL Website 
visitors via the PUBS database.

Adam searches the publications 
database and finds the links to 
PDFs of his published technical 
and outreach documents, and a 
Zip file of his CD.
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Publications Services

Document Distribution Services 
(DDS) distributes hard copies per 
Distribution Form submitted by the 
Client Rep,

And does a custom mailing.

DDS also handles the electronic 
distribution (e-mail) of all released 
publications and submits to the 
NEON service.
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Publications Services

Adam’s publications are submitted 
to OSTI (Office of Scientific and 
Technical Information) through 
harvesting, for posting on the 
DOE Information Bridge. 

Adam’s publications are available 
to the WORLD!!!
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Publications Services/Library

Publications Services and the 
Library work closely to 
ensure that all of Adam’s 
journal articles and 
conference papers published 
outside of NREL are 
captured. 

Together, they identify and 
verify citation information, 
acquire hard copies and 
maintain an archive 
collection in the Library.

Publications posts the bi-
annual “E-Pubs Update”, 
which includes all these 
citations, as well as links to 
NREL publications.



Electronic files for 
all Publications 
are archived on 
Timberwolf, 
where files are 
available upon 
request.

How IR Helps Manage Adam’s Project
Publications Services

How IR Helps Manage Adam’s Project
Publications Services

All project folders, hard copies, 
artwork, and paperwork are 
maintained in Publications’ storage 
areas.

These folders are transferred to 
Records Management for eventual 
accession into the National Archives. 
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Records Management assists Adam in completing his project 
record responsibilities by:
• Helping Adam determine the retention of the project records 
• Assisting Adam in completing the project evaluation form, 

including assigning a project level 
• In concert with center records liaison, assisting with file clean out 

to ensure that only those records appropriate for storage are 
included.  Multiple copies, interim drafts, and other items are 
removed from the files and appropriately disposed.
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Records Management

• Providing indexing guidance
• Receiving indexes and boxed 

records to verify accuracy
• Resolving any discrepancies 

with Adam
• Preparing the initial SF135
• Requesting accession number 

from the FRC
• Finalizing the SF135 after 

receiving the accession number
• Transferring boxes to the FRC
• Providing Adam with a copy of 

the transmittal and index to 
ensure that Adam can easily 
retrieve the project records in 
the future.

Records staff also coordinate the transfer of project records to
approved storage by:
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How IR Helps Manage Adam’s Project
Records Management

Records staff assist Adam in completing his project record 
responsibilities by:
• Receiving, from the Library, Adam’s TRBs associated with the 

project.  The TRBs are data entered into the records management 
version of SydneyPlus and stored at the JSF.
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Adam’s research is now complete, and  thanks to  
Information Resources: 

Records, PIX, Publications and the Library, 
Adam’s work is available to future generations. 

IR mission accomplished!IR mission accomplished!




