Hello, 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.
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Information Resources

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”.
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Adam’s First Stop
Library Services

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 : = 3l

Technical Record Book T i o e
(TRB) in which to i 5 Il LIBRARY SERVICES
document his research. woo [ R ||



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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Back in his office, Adam uses
theSOURCE to gather more information

J File Edit View — Favorites Tools

a theSOURCE Honge Page - Microsoft Internet Explorer

Help

J 4= Back - = - @ o3 | @Search (3] Favarites @Media @ | %v == R

J Address I@ htkp:ffthesource. nrel. gov)

| @ |[unks || Google- |

Quick Finder

Walking the Talk

NREL Now

Site Index: » B - 0O E F

News ieek of 5/17/04

=

2

F New DOE Mational Laboratory Named

b New Performance and Reliability R&D Web Site

¥ ScienceDirect Training

Finance i
financial repaorts, travel
ESES —

policies & programs,
reference & support, safety
council, security &

-
Sustainable NREL

Food, Fun & Fitness

emergency mgmt, foreign
travel, site access

Comm. & Stakehldr Rel. -
cormmunications & client
reps, MREL style quide, MREL
logo quidelines & termplates,
public affairs, stakeholder
partnerships

Planning & Tech Mgt.  —&
DDRD, initiatives, |aborator:
development, programs

NREL/DOE News

Local & National News

Human Resources —
awards, benefits,
compensation, diversity,
employrment, news, or
charts, perforrmance, RPP,
training

Site Operations ~—
docurnent services,
engineering & construction,

A=
=

B S TUYWXTZ

Golden, CO weather as of:
1200 PM MDTFRI MAY 21 2004

73°F (zzecy [0

Mastly Sunny

Details & Forecast,.,

Information Services -
computer ordering, training,

cyber security, help desk,
library, PI®, PUBS database,

publications services,
records management, IT
standards

c & Business Sves~t
onling ordering, purchase

rmaintenance, site services

card, suppliers, WFOs &

Legal —
business transactions,
ethics, forms, patents &

CRADAS
Requirements Mgt. ~

forms management, policie

licensing

and procedures, prime
contract

SOURCE guestions j
v
Y

l_ l_ ’_ | @ Trusted sites
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Searching Available Resources

2} <NICH.WWW>NREL Search Form - Microsol
| File  Edit view

J daBack - = - i tat | Qsearch [GFavorites  GFMeda (% | - S =~

it Internet Explorer
Favotites  Tools  Help

J Address |@ http:)fpix nrel, goviB0Z0/EBASIS nich/ v jnrel | SF

j 6o |JL\nks £

| Google - I || Bpsearchweb - | ) | Shvsblocked fE]auicri | Edoptions 4

@Search Document

@ (@=mo

Subject : quuals - ITramspDnat\Dn

Title : = Title Help

[conta

Author : I ntai j I
| conta
[are

Author Help

Source : =l I Source Help

=] Jroess

Publication Year :
Other Fields :
|Abstract

greater than Pubyear Help

j Icontams the phrase j Itherma\ enviranrment

Other Fields Help

Sort By: | Publication Year x

Start Search |C\ear

Questiens or comments to: publicationsif@nrel sov

Back to NREL Publications

: | Descend ‘IField Connector: |AND :l'

Sort Divection:

&

» 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.




Searching Available Resources
Library Services

T theeSOURCE: MREL Libeary Honee Page - Microsadt Internet E

Continuing his search, Adam T T 5 B e e 0 8080
uses the Library Home Page '
to start the next phase of his
research.
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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.
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Searching Available Resources
Library Services

SydneyPlus, our Integrated Library System, is the backbone of our

operations. Sydney supports cataloging, acquisitions, serials, and
circulation.

File Hwperlink Wiew Help

<< » = ™ : i i [

Flexk rirl Wiew Copies &l mvenkor Flag

Principles of convective heat transfer / Massou d Kaviany.

Sublocation Status

Copy number 1
0Z2LIBO86233
nre NREEL LIB.

Sublocation cir CIRC

Status On Shelf

Loan Period Ing 9998 Days

Status Date 07 /06,2001

Supplier Mame Corporate Dizcount Books [CDB])

Cost per copy 122.55

Currenc - usa

ity Level 1
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SydneyPLUS for Windows Hit 344 of 416




Searching Available Resources
Library Services

Transportation - Databases

Adam then moves to his subject area, BCDEFGHIJKLMNOPQRSIUVWXYZ

Transportation, to find Databases s
relevant to his research concept. Books s
From a listing of databases he Disattation Aostrag Onine
chooses ISI Web of Science for his

subject search on the “use of thermal

manikins” :

E
EBSCOHost - Electronic Journal Service (EJS)
/3 ISI Web of Knowledge [v2.0] - Microsoft Internet Explorer _1gf x|
File  Edit ew Favorites Tools Help i

EBSCOHost - Research Databases
GBack v = -+ (D 7 ‘ Phsearch  [GFavortes  GliMedia 04 | e S - ®

ECC: Electronic Collections Online
Address I@ http | fisid isiknowledge, comjportal .caifDest App="OS&Func=Frame j PGD | Links *

ISl Web of KNOWLEDGE ™"

Engineering Information Yillage
ERIC

e oooeei 2E 2 ®

IISI ‘Weh of Science

[ 1S1 Web of SCIENCE®  powered by I5I Web of Knowledgesy

170 HokE :“

General Search

Enter terms or phrases separated by the operators AND, O, NOT, or SAME. Then press SEARCH. The search is added to the Search History.

Sl Search using terms and Lmits entered below.

TOPIC: Enter terms to find them i the article title, keywords, or abstract Ezamples
|therma\ manikin [T Title onty

AUTHOR: Enter one or more author names as O BEIAN C* OR OBRIAN C*
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Searching Available Resources
Library Services

Once his search is
complete, Adam uses the
Library’s e-journal list and
the full-text links in 767
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.

cermals - Micross
Bemuummumoknub
Bk - -'-ﬁ.ﬂﬂ ﬁm Sifein Pk @ - SH-I@

igkess [ ] b
E-u

B ER Wew Favokes ok Hep

pack - -'@Jdlamswwd-édl 4@

gkress [ ] o o i =Frame

151 Web of KNOWLEDGE ™

-Iﬁehnllst:lHCE Fowere by 11 W of nouledge,

General Search Results--Summary
L =All languages; Database(3)=5CELEXFANDED: Timespan=I1970.2004
= T Results Page 1 (Articles 1 - 10):
| tiz..» M

Use the checkbores to add individual articles fo the Marked Lzt Be sure fo click SUEMIT MARES button before leaving page.

™ Ecrensen DN, Voigt LE
Wodelling flow and heat transfer arcund a seated homan body by cos onal fuid dynasmes
BULILD EMVIRON 38 (£): 753-762 TUM 2003

™ Hisson HO, Holmer [
Comfort chenate evaluation with thermal manikin methods and computer sir ot el
INDOOER ATR 13 (1) 28-37 MAR 2003




Searching Available Resources
Library Services

Adam also requests articles
using /LL/ad, 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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Searching Available Resources
Records Management

TITIY'

= Adam makes another call to the records staff to request:

= 5 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:
e Completes the Records/Checkout Retrieval Request
e 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.
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Resl) i
'El-:cn-wfre- Took ek

e i~ 6 ﬁﬁ-m Gl Favaries ‘QM\J-‘AJ:!J

| | Avess g it

RECORDS
Cuick Print -
Template:
Systern key:
Box location:
Section:

Branch number:
Contact person:

File series:

End date:
Start date:
Securty level:
*-Referencs:
Xeref type:
Xeref record:

INVENTORY

Cataleg Form Dump

Container

anpn

#406

Transportation Technologies and Systems
5400

[Svensson, Stefan]

BLUE TECHNICAL RECORD BOCK: REPRODUCE EARLIER RESULTS
IN A NEW PE-CWD APPARATUS: HYDROGEN ASSISTED PE-CVD OF
W03, PE-CVD OF DIAMOND-LIKE CARBON COATINGS

121M7M9a7

03nin9er

1

Page: 1
Date: 40212004

CON CONTAINS
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Adam’s Research Project Begins

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

\ IS S AR | AR AR A

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

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

Hand out 300 copies of the transportation brochure at an
upcoming SAE meeting

e Mail brochures to industry contact list

e 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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How IR Helps Adam Tell the World

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

/3 theSOURCE: Information Services - Information Resources - Microsoft Internet B =100 =l
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*CD mastering

eElectronic publishing (PDF)

eDocument distribution and
customized mailings

ePrinting, both in-house and
outside vendors

ePrepress, electronic file,
and production assistance

eElectronic file archives

The One-Stop Publishing
Resource!!

JF\Ie Edit ‘iew Favorites Tools  Help |

J GBack - = - @ i | @ 5earch  GelFavorites (EMeda 4 | = M=

J Address I@ httpffthesource. nrel. gowfisfinformation_resourcesipublication_services. html

j oen HL\nks &

J GOOS[Q' I j‘ {5 Search Web v| @ | [Eh7s blacked ‘EAUtDFi\I ‘ EOpt\ons y

b\ services

Publication Services

Everything You Need to Know to Publish and Print at NREL

There are lots of resources to help you get started. If you are producing a publication, 1t 15 your
responstbility to contact your Communications client representative who will assist you with the
planning, writing, editing, graphics, filling out the required forms, etc. Then Publications Services can
place your printing requests with the appropniate vendor and assist you through the various
production stages. To ensure consstency and hugh gquality m the production of NEEL publications,
we wotk closely with the Cotnmunications client representative. ALl publications - whether paper or
electronic - that are mtended for prmting, release, or dissemmation outside of WREL, must follow a
standard routing process. For more mformation contact Judy Hulstrom (23648), Carcl Kerstner
(z4004%; Eathy Bose (23826); Bridget Sheffler (%3625) or Margo Stenize] (x3644).

Getting Yowr Document Published

Check out the Laboratory's publications policy and procedures; find out who has to review what
type of document; learn about the credits and acknowledgments you should use on your document,
see how to handle copyright issues, and review the regulations that govern printing at the
Laboratery. We have standard tetnplates for technical and management publications, sample
language for statements of work (M3 Word 62 KB) to help you get the documents you want from
your subcontracters, and guidelines for submitting electronic documents.
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How IR Helps Adam Tell the World

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

& Incoming - Microsoft Outlook

J Eile Edit Yiew Faworites Tools Actions Help '_"“ e

J"ﬂuew - | & | [5' > | €y Reply £RRephy to Al G Forward | %Send}'Regﬁive | @Fi_nd <3>|__"@Organi;e & e l s =
[9]e -5 |AEEDR] | ® ] - Baa.
Incoming  _______________________________* Adam also writes a journal

Foldeyn{ Lo [ -

> ol i o it fep ) (P 515z o article to be published

O v oo outside of NREL. His Client

%14 Financial Reports 5 PR 34532 .

8 s Rep submits paperwork to

Publications Services and
posts native (original format)

% Sun Lab

..... & imtirmiwsor o electronic files for archiving.
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How IR Helps Adam Tell the World

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

he Human Physiological and
i Psychological Responses to the
i Thermal Environment Found in
i Motor Vehicles

Publications maintains the
Basis record and a separate
print database to track all
publications.
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How IR Helps Adam Tell the World

» Adam describes to his Client
Rep what he wants fqr hi_s e, = E— ol I 1
prlnted OutreaCh pu bllcatlons Project ID: DOE Number: [SIN[EEE 1843 Category: [2-PubrOutreach 1] 0STI Required [#)

B4
Title/D escription/Farm Mumber Project Number: 4092 Electranic Only [
a n d C D Dremonstiation of a Low-NOx Heavp-Duty M atural Gas Engine. Matural Gas Engine and Wehicle ‘ Fequestor: | Zuboy, J i
(]

Research & Development [Fact Sheet). T ask Mumber ERTERIT
m FsEm Revizion Date: Previous Proj No: Revised Proj No: Pasted File Version: DOE Assigred Date: [ 12/8/2003
I I | [ewror M DOE In Basis [

> BaSis prOjeCt number‘s and Flowsheel LegelCleaiance [ PesrReviews [ atPint  FintSample:  NonMICHNe [ |

Oc [T Permision to Post [ POF ReqFom  Comments: [N S wATuRAL A
- g LT ENGINE AND VEHICLE 2
MREL PDF Done 2/20/04: pdf emailed to Linda Floyd. [RF] I ik
numbers are assigned. fLgh
Abstract in Basis : B e rerarors?
2/26/2004/05T1 Subrritted: Abstract i
a a 15006745 O5T11D Flesults af a Mext Generation :
I S I e n e CO n a C S MNatural Gas Vehicle enging
3/1/2004/0571 Released research project: & Caterpillar C-12
05TI Posted natural gas engine with Clean Air

P U b I i Ca ti O n S fO r p ri nt [ Project Flds Filed Kepsors

DOE Fle Filed [matural gas vehicle; duakfuel; ngngw; |

esti m a tes IReElteEfton Dt it Povsaus el o o FyDAost/ 34032 ik ]
L] File Size: [FDF 466 K8) | Date Link Sert: [ 2/20/2008] web URL ]
[ 1 FullSecuiy? PDF Password Used Timbenwolf Archived: [] Mac [ PC [THyb

> All publications are also T e o | oo ] _oevneed
tracked in the Publications
Print database. == ool
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How IR Helps Adam Tell the World
PIX/

» Adam will choose the e
photos he needs from PIX | BN Both PIX and
and the graphics from r = EEE\I/I.EZS?E
previous product§ from " Timberwolf
Publications Services. L for their

i . electronic file
» These files will go to the M archives.

graphic artist(s) designing
Adam’s products.

> His Client Rep and PIX
help Adam choose his art

work and photos.
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How IR Helps Adam Tell the World
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.

B Bk em Fyoie Jock ek
bk v s D 2] A Drewth Lo @Freds 3 Py DE - (@
s [{8] e e e ot oot i

Wersorm Rerssumsis Ty | ateestory
Phosographic Indormarion eXchssge S

aptioms below, select either “Tiled Thumbal® or “Dietaded” aed choose U
b erocmg yeumuul.k ph o each page

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




How IR Helps Adam Tell the World
PIX

TIIYIY

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 #12538

PIX #12092
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How IR Helps Adam Tell the World
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.

e 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.

#12801
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How IR Helps Adam Tell the World
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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How IR Helps Adam Tell the World
PIX

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

>»Work in a lab... »@Go for a test drive.... »0Or meet Dennis Weaver!
Adam inserted into PIX #12259 Adam inserted into PIX #09918 Adam inserted into PIX #12543
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How IR Helps Adam Tell the World

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

e The PIX database
has a very
comprehensive
thesaurus that is
used to search for
images

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

rrerp—

TQ D) A Dok aarwerts Feds P Y I @

g ] it revns s o i smanchiois

Maiioral Fanawables Enargy Labomfary.

Phowocgaphic Infos EXchanie
P-

&

=

vehickes - Sunrayee

preduct and For

reduct and Ford Crown Victoria

product and For

product and

d Econoline
d

150

fuelz and chemacals - alternabers fuels
fuels and chemicals - alternatrre fels ard biodeesel aolar

soiar - photowekmc:
hotovokaies and becycle

d chemicals - alternatere fuels ard bisfisels

and Sunrayee

od chemacals -
ive flels and commre: gag

akemative fuels and bquefied petroleam gas
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How IR Helps Adam Tell the World

> 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.
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How IR Helps Adam Tell the World

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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How IR Helps Adam Tell the World
PIX

» Adam gets his CDs printed and duplicated in PIX:

o Adam worked with his Client Rep to have a graphic artist create
the artwork to be printed directly onto his CDs

e Publications sends his artwork and master CD to PIX for printing
and duplication

*n[mﬁﬁte pP
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How IR Helps Adam Tell the World

» The Technical Paper, Conference
Preprint, Outreach brochure and it s O 8] s e @ O B

JAddress I@ hittp: | fwoveer. nrel, gov publications) d ﬁGu “L\nks B

the CD have been printed . | Google - | || Bpcearchweb ~ | §2 | Ehrabiocked st | Bdoptions 7

a NREL: Publications Database Home Page - Microsoft Internet Explorer

National Renewable Energy Laboratory
PUBLICATIONS DATABASE

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

‘Welcome to NREL's Publications Database, This database contains
references to documents written and/or edited by staff and

» The Basis record is finalized and

Cohseribet o Covering subjects related to sustainable energy technologies from
1 H . — A 1977 to the present, our bibliographic database includes NREL
released SO the publ Icatlons are R Ol technical reparts, fact sheets, brochures, videos, books, journal
e nic. articles, conference papers, patents, and exhibits,

ava | Ia ble to N REL We bSite = Selected publications are svaiasle i Rosent Publications

full text online and can be located by October 2003 - Ma

visitors via the PUBS database. et [

w05t gov/bridge/. If the

publication you want is not yet
onlineg, documents are available,

> Adam searches the publications o
database and finds the links to N - I

PDFs of his published technical s | s | s st |

and outreach documents, and a e T

Zip file of his CD.
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How IR Helps Adam Tell the World

» 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.

]

April 5, 2004

In This Issue:

» DOE Industrial Technologies Program (ITP) E-Bullstin {April

2004)
B
7

» Heawvy Yehicle and Engine Resource Guide (March 2004)
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AAN

Department of Energy Information Bridge - Full-text sci and technical reports (gra

Favorites  Tools  Help

| «pack - = - D 4 | @search CFavortes fhveda 4| BN S = - 5

JAddress Iejhttp:ﬂfwww.osti.govfbr\dgefindex.]sp j ﬁGn HLmks =

| Google - | =l Gpsearchweb - | g2 | Shveblocked fE)actoril | fdoptions

l / Open Source to DOE's Scientific & Technical Information

B{_’:fm};’ fion In f 0 r m‘;i'ﬂiIOn Printing Offic
Home Brl ge 'mvurii;;‘éé‘s;agg

What's New
Easy Search

The Information Bridge provides the open source to full-text and bibliographic records of
Department of Energy (DOE) research and development reports in physics, chemistry,
Comments materials, biology, environmental sciences, energy technologies, engineering, computer and
Security/Disclaimer  INformation science, renewable energy, and other topics

Advanced Search

Hel
el The Information Bridge consists of full-text documents produced and made available by the

EeTE G Department of Energy Nal\u_nal Laboratories and grantees from 1995 furwe_xrd Additional

— — legacy documents are also included as they become available in electronic format.

GPO Home EnergyFiles
DOE's Office of Scientific and Technical Information (OSTI) makes this Web site available to
the public in partnership with the Governrent Printing Office (GPO), through GPO Access

information Questionsthelp regarding this serice? Contact the GPO Access User Support Team by

Internet e-rail at gpoaccess@gpo.gov; by telephone at 1-202-512-1530 (D.C. Metro Area)

or toll free at 1-888-293-6498; by fax at 1-202-512-1262

O
Tech
Do)
Link to other
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am Tell the World

» 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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How IR Helps Adam Tell the World

April 2003 — September 2003
// / E/ // / /

i Jol‘uh‘ Update

Energy Efficiency and Renewable En: gy
E ergy F' licy and Analysi
Federal Energy Management Program
G Ei

Materials Scie
Mational Re: ewblE Qva tr\-I
Phot:

Solar Ene: gv G

Solar Energy—Photo volt
Solar Energy---ﬁadia(ion
Solar Energy— Th nal
SoIdSt & Spectro: pv

Sold Stat TI
Supercondu v
Transporlalion
Wind Energy

/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 " £-Pubs Update”,
which includes all these
citations, as well as links to
NREL publications.




How IR Helps Manage Adam’s Project

> 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.

E > Electronic files for
all Publications
are archived on
Timberwolf,
where files are
available upon
request.
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How IR Helps Manage Adam’s Project
Records Management

» Records Management assists Adam in completing his project
record responsibilities by:

e Helping Adam determine the retention of the project records

e 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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How IR Helps Manage Adam’s Project
Records Management

»Records staff also coordinate the transfer of project records to
approved storage by:

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.
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How IR Helps Manage Adam’s Project
Records Management

» Records staff assist Adam in completing his project record
responsibilities by:
e 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.

Technical Record Boak
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How IR Helps Adam Tell the World

Adam’s research is now complete, and thanks to
Information Resources:
Records, PIX, and the Library,
Adam’s work is available to future generations.
IR mission accomplished!





