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Information Services & Use

Information for authors

Scope and aims

Information Services & Use is conceived as an information technology oriented
publication with a wide scope of subject matters.

International in terms of both audience and authorship, the journal will aim at
leaders in information management and applications in an attempt to keep them
fully informed of fast-moving developments in fields such as: online systems,
offline systems, electronic publishing, library automation, education and training,
videotex, word processing and telecommunications. These areas will be treated
not only in general but also in specific contexts; applications to business and
scientific fields will be sought so that a balanced view is offered to the reader.

‘Information Services’ are cosidered by the journal to comprise both the
entities and the functions with which they are involved. These subjects are
therefore considered as distinct from information uses which are concerned with
service applications. Under this concept, the journal will report on intellectual
processes for the organization of information, transformation techniques, media,
economics and all varieties of support to services, including education and
training. Education and training are also the essential elements for that other
facet of the journal, the use of information. Information technology available, at
the moment, is solutions waiting for problems. The user of information services,
and their managers, faced with a problem, find it increasingly hard to identify the
appropriate solution. The journal hopes to serve as a guide in this embarrassment
of choices. '

In view of the accelerating pulse of information technology, Information
Services & Use will attempt to minimize lag-time between manuscript receipt and
publication, but it will not sacrifice accuracy and technical thoroughness to do so.
The editors intend to preserve a neutral and unbiased position, but do not believe
that controversy should be avoided. A major objective is the development of
theme issues in order to provide over-views of some vital areas; but this will be
done only when sufficient numbers of manuscripts to support this objective can
be procured. Notice will be made of these theme issues so that a full range of
opinions can be obtained.
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Types of contribution considered

The primary purpose of the journal is to publish complete papers covering a
specific topic of project in sufficient detail and depth to be of practical use to
interested readers. In addition to full-length papers, short-notes reporting on a
small project or giving an interim report on a project will also be considered. The
journal will also include news items in addition to the regular contributions
mentioned above.

Review procedure’

All papers are submitted to expert referees for review. Their reports are fully
considered in selecting material for publication. The names of specific referees are
never divulged to the author; however, review comments will be provided as
appropriate to assist the author in revising his paper.

Manuscripts
Organization of the paper and style of presentation

1 Manuscripts must be written in English. Authors whose native language is not
English are recommended to seek the advice of an English-speaking colleague,
if possible, before submitting their manuscripts.

2 Submit the original and two copies of your manuscript. Enclose the original
illustrations and two sets of photocopies (three prints of any photographs).

3 Manuscripts should be typed on one side of the paper, with wide margins and
double spacing throughout, including the abstract, footnotes and references.
Every page of the manuscript, including the title page, references, tables, etc.,
should be numbered in the upper right-hand corner. However, in the text no
reference can be made to page numbers; if necessary, one may refer to sections.
Underline words that should be in italics, but do not underline any other
words. Avoid excessive use of italics to emphasize parts of the text.

4 Manuscripts should be organized in the following order:

Title (should be clear, descriptive and not too long)
Name(s) of author(s)

Full affiliation(s)

Present address of author(s), if different from affiliation
Complete address to which correspondence should be sent
Abstract

Introduction

! On occasion the editors may omit this procedure.
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Body of text subdivided by subheadings
Conclusion

References

Tables

Figure captions

Acknowledgements and any short additional information concerning research
grants, etc., may be included on the title page at the bottom.

Titles and subtitles should be typed on a separate line, without indentation.
Use lowercase letters.

SI units should be used, i.e. the units based on the metre, kilogramme, second,
etc.

Any special instruction to the copy editor or typesetter written on the copy
should be encircled. The typesetter will then know that the instruction is not to
be set in type. When a typewritten character might have more than one
meaning (e.g. the lowercase letter I may be confused with the numeral 1), a note
should be inserted in a circle in the margin to make the meaning clear to the

 typesetter. If Greek letters or uncommon symbols are used in the manuscript,

they should be written very clearly, and if necessary a note such as ‘Greek
lowercase chi’ should be put in the margin and encircled.

Elsevier reserves the right to return to the author for revision accepted
manuscripts and illustrations which are not in the proper form given in this
guide.

Abstract

The abstract should be clear, descriptive, self-explanatory and not longer than
200 words. It should also be suitable for publication elsewhere.

Tables

1

W

(@)

Authors should take notice of the limitations set by the size and layout of the
journal. Large tables should be avoided. Reversing columns and rows will often
reduce the dimensions of a table.

If many data are to be presented, an attempt should be made to divide them
over two or more tables.

Drawn tables intended for direct reproduction should not be folded.

Tables should be numbered according to their sequence in the text. The text
should include references to all tables.

Each table should be typewritten on a separate page of the manuscript. Tables
should never be included in the text.

Each table should have a brief, and self-explanatory title.

Column headings should be brief, but sufficiently explanatory. Standard ab-
breviations of units of measurement should be added between parentheses.
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8 Vertical lines should not be used to separate columns. Leave instead some extra
space between the columns.

9 Any explanations essential to the understanding of the table should be given in
footnotes at the bottom of the table.

Illustrations

1 Ilustrations (line drawings and photographs) should be professionally drawn
in black ink, on separate sheets of paper, not pasted on pages and not folded.

2 THustrations should be numbered according to their sequence in the text.
References should be made in the text to each illustration.

3 Each illustration should be identified on the reverse side (or, in the case of
line drawings, on the lower front side) by its number and the name of the
author. An indication of the top of the illustrations is required in those cases
where doubt may arise.

4 Tllustrations should be designed with the format of the page of the journal in

-mind. They should be of such a size as to allow a reduction of 50%.

5 Lettering should be done using transfer letters or Indian ink. Make sure that
the size of the lettering is big enough to allow a reduction of 50% without it
becoming illegible. The text in the illustration should be in English. Use the
same kind of lettering on every illustration.

6 On maps and other illustrations where a scale is needed, use bar scales rather
than numerical ones, i.e. do not use scales of the type 1:10,000. This avoids
problems if the illustration needs to be reduced.

7 Each illustration should have a self-explanatory caption. The captions to all
illustrations should be typed on a separate sheet of the manuscript.

8 Explanations should be given in the typewritten legend. The text in the
illustration itself should be kept to a minimum.

9 Photographs are only acceptable if they have good contrast and intensity.
Only sharp and glossy original photographs without screen can be satisfacto-
rily reproduced. Reproductions of photographs which have already appeared
in print cannot be accepted.

10 Colour illustrations cannot usually be included, unless the cost of their
reproduction is paid for by the author.

Mathematical expressions

1 All formulae in a manuscript should be presented in a consistent and clear way,
with respect to the meaning of each symbol and its correct position. Please type
formulae throughout. Only if unavoidable should symbols be put in by hand,
but be careful that everything is clear and unambiguous.

2 All handwritten and unusual symbols must be collected in a separate list giving
a clear explanation of each symbol and identified in the manuscript at its first
occurrence.

3 Do not use special typefonts if there is no need to do so.
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4 Do not use complicated juxtapositions of symbols, especially in text. Also try
to avoid complicated subscripts and superscripts; second-order indices espe-
cially may present difficulties and third-order indices are taboo.

5 All formulae which are to be referred to later on must be displayed and
numbered consecutively (1), (2) etc. on the right-hand side of the page.

References

1 In the text, refer to the cited works by arabic numerals enclosed in square
brackets. Specific identification of the applicable parts of the reference, e.g.
page numbers, equation number, etc., may be included within the brackets. If
possible, avoid mentioning authors’ names. When referring to the same source
at a later point in the text, use the same reference number.

2 All publications cited in the text should be presented in a list of references
following the text of the manuscript. The manuscript should be carefully
checked to ensure that the spelling of the authors’ names is exactly the same in
the text as in the reference list, and that the reference list is complete.

3 The list of references should be numbered in the same order as they appear in
the text.

4 Use the following system for arranging your references:

a For periodicals

[1] Farradane, J. (1976). Towards a true information science. Information Scientist 10 (3),
91-101

b For edited symposia, special issues, etc., published in a periodical

[4] R. Nikolov and E. Sendova (1985). Informatics textbooks for beginners. In: Children in an
Information Age: Tomorrow’s Problems Today, Proceedings of an international con-
ference, Varna, Bulgaria.

¢ For books

[3] Srivastava, J.N. (1975). A Survey of Statistical Design and Linear Models. Amsterdam:
North-Holland.

d For multiauthor books

[2] Horsnell, V. (1977). Evaluation and implementation of an intermediate lexicon. In: W.E.
Batten, ed., EURIM II: A European Conference on the Application of Research in
Information Services and Libraries. London: Aslib, 110-112.

e For unpublished reports, departmental notes, etc.

[6] Dubois, C.P.R. (1978). Toward cost-effective information handling in a multilingual
environment. Paper presented at the European Regional Congress of Agricultural
Librarians and Documentalists, 17-22 April, Hamburg.

f References to a personal communication

[5] B. Ghomba (1987). Personal communication

5 Do not abbreviate the titles of periodicals in the list of references.
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6 In the case of publications in any language other than English, the original title
is to be retained. However, the titles of publications in non-Latin alphabets
should be transliterated, and a notation such as ‘(in Russian)’ or ‘(in Greek,
with English abstract)’ should be added.

Footnotes

1 Footnotes should only be used if absolutely essential. In most cases it will be
possible to incorporate the information in the text.

2 If used, they should be numbered in the text, indicated by superscript numbers
and kept as short as possible.

Copyright

1 An author, when quoting from someone else’s work or when considering
reproducing an illustration or table from a book or journal article, should make
sure that he is not infringing a copyright.

2 Although in general an author may quote from other published works, he
should obtain permission from the holder of the copyright if he wishes to make
substantial extracts or to reproduce tables, plates or other illustrations. If the
copyright-holder is not the author of the quoted or reproduced material, it is
recommended that the permission of the author should also be sought.

3 Material in unpublished letters and manuscripts is also protected and must not
be published unless permission has been obtained.

4 Submission of a paper will be interpreted as a statement that the author has

obtained all the necessary permission.

A suitable acknowledgement of any borrowed material must always be made.

6 Upon acceptance of an article by the journal, the author(s) will be asked to
transfer the copyright of the article to the publisher. This transfer will ensure
the widest possible dissemination of information.

W

Proofs

1 Copy editing of manuscripts is performed by the staff of Elsevier. The author is
asked to check the galley proofs for typographical errors and to answer queries
from the copy editor.

2 Elsevier, at its discretion, is entitled to recover from the author of any paper or
report published in the journal, any cost occasioned by alterations made by the
author in the printer’s proof other than correction of typesetting errors and
essential additions which update information in the paper; the latter preferably
as sentences at the end of existing paragraphs or as new paragraphs.
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Reprints

1 25 reprints will be supplied free of charge.

2 Additional reprints can be ordered on a reprint order form, which is included
with the proofs.

3 UNESCO coupons are acceptable as payment for extra reprints.

Submission of manuscripts

Submission of an article is understood to imply that the article is original and
unpublished and is not being considered for publication elsewhere.

If the address to which proofs should be sent is different from the correspon-
dence address, authors are kindly requested to indicate this. Both the editor and
the publisher should be informed of any changes in either or both of these
addresses. Please also supply a direct telephone number and a telefax number, if
available.

Authors should submit manuscripts to the Editorial Board:
a in the Americas

Arthur W. Elias

BioSciences Information Services (BIOSIS)

2100 Arch Street

Philadelphia, PA 19103

USA

b in the Pacific Community
Tamika Matsumura
University of Library and Information Science
2 Kasuga, 1-chome
Yatabe-machi
Tsukuba-gun
Ibaraki-ken 305
Japan

¢ in Europe and other countries
Tony Cawkell
CITECH Ltd.
Iver Heath
P.O. Box 565
Iver, Buckinghamshire SLO OQZ
UK

or via any member of the Advisory Editorial Board. For addresses see first
issue of every volume.
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