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Welcome to the Centre for Academic Information 

Services 

Greetings! 

A Library rs a critical part of any higher education 

mstl1lltion. Libraries play an ever increasing role In 

providing vital Information resources to their cliems 

amid~t fac ing mounting challenges brought about by 

changes happening In the organizations and higher 

education worldwide. advancement In the leT world that 

bring about new modes of Information storage, assessing 

and dissemination, changes in learning environment. 

increasing student internationalization, new mode of 

research and many more. With the current scenano 

of emphaSIZing outcome-based In higher educat ion. 

librarians need to restrateglze their roles to sLipport teaching . learning 

and research activities. All these put increasing demand on them to 

enhance their knowledge and sk.llis. 

Librarians need to keep abreast With changes and to be pro-active 

Innovative and be able to work closely With the organization so as to 

be able 10 serve the community effICiently and effectively They must 

add values to Iheir libraries and serviCE'S they prOVide and to show thelf 

importance to the organizat ions. They must be able to show positl~(> 

returns to the investments made on them. Most Important of all IS 

the communication part. how do librarians communicate clearly Ihe 

value of their services? How do librarians ensure that the SE'lVlces they 

provide fulfi ll what their chents' want and not whal they think ther 

clients need? 

1hope thai thiS Info@cais IS useful to our clients seeking informallon 

Please do not hesitate to contact any of our officers if you have an} 

query about our products and services. 

Kind regards, 

Margaret Simeng 

Chief Llbrarran 
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VISION AND MISSION 

In line with CAIS' VIS$Q(l ,:­

Information cenue, we 

1. Manage and prOVlde ~e 

resources in diverse su 

• 	Ensure feedbacks 0-" 

• 

supplierslpu bhsl1ers 

• 
through purchase cat' 

(21) to thirty (30) v.on 

Resources ACgUlSllOf"I _ 

2 	Provide diverse faci . ~ 

technological advance 

needs of our customer'i 

• 	Ensure each process :-­
the Circulation C(hJr -,:o< 

subjected 10 Info'''''. 

System. 

• 	Ensure ill leas! 8S:,=, o· 
fulfi lled for the (\JfT~ 

• 	Ensure all elecuool( ~ 

to Information and Cor­

l 	 AsSist customers to sec. 
quality Information tQY.a-.. 

• Ensure feedbacl:s :0 

given within two ,2 

4. Provide professlonc: ass: 
suggestions and C()(lS~-..c-

• 	Ensure that at lear: 3:: 
literacy session a~ sa" 

• 	Ensure at least 8Sa.:, 01 _ 
and facililles 

5 	Provide a conduc .e a-.a 
sati~factlOn 
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CLIENT CHARTER 

In line with (AIS' VISion to be an effiCient and effective one-slop 

Information centre. we promise to; 

Manage and provide relevant, Quality and up-Ie-date knowledge 

resources In diverse sublects 
• 	 Ensure feedbaCKS on the proposals for the acquiSition of 

knowledge resources are given Within three (3) working days 

• 	Enswe that all subscribed electromc reSOU fces can be accessed 

Within 24 working hours upon receipt of the noticl>'> from the 

suppliers/publishers 

• 	Ensure that at least 85% of knowledge resources received 

through purchase can be accessed by users Within twenty one 

(21) to thirty (30) working days upon receipt from Knowledge 

Resources Acguist ion Unit 

2. PrOVide dIVerse facilities and Informat on services in tine With 

technologICal advancement as well as meet the demands and 

needs of our customers 

• Ensure 	each process of check-In and chec~·out of books at 

the Circulation Counter can be done within one (1) minute, 

subjected to Information and Communication Technology 

System. 

• 	Ensure al least 85% of !nternal inter library loan requests are 

fulfi lled lor the CUHent year 

• 	 Ensure all electroniC resources can be accessed 24X7 subjected 

to Information and Commu nication Technology System 

3 	ASSist customers to search, access and find fast the right and 

quali ty information towards the enculturation of lifelong learn ing 

• 	 Ensure feedbaCKS to the customers' lI'Iformatlon needs arE' 

given within two (2) working days 

4. Provide profeSSional customer-friendly servi<es and are open to 

suggestions and construaive CritICisms towards our serviCE'S 

• Ensure that at least 85% of part iCipants for each Informat ion 

Literacy sesSIon are scHlsfled 

• 	 Ensure <ll le<lSI85% of customers are satisfied With our services 

and facilities 

5 Provide a conducive and pleasant environment for our customers' 

satisfaction 
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Background 
The Centre for Academic Information Services (CAIS), Uniyersiti Malaysia Sarawa k 

(UNIMAS) was established in early 1993 and began its operation in May 1993 

The Centre has act ively acqUired library materials Including CD-ROM databases 

to build Its collection. CAIS starti?d providing library services and facilities to users 

especially the pioneer batch of students and academics at )alan Taman Budaya, 

Kuching before moving to Kola Samarahan in early 1994. The Centre acquired 

Micro-VTLS (Virginia Tech Library System) In August 1994 mainly for cataloging 

and online catalog before migrating to VTlS in July 1995. Users were then able 

to have access 10 the collection via our On line Public Access Catalog Easy PAC. In 

1995, the Centre acqUired (DNET, a CD-ROM Network.ing System to enable all 

networked users to have access to the CD-ROM databases ayallable in the Centre 

CAIS Medical 
2002 also marked another milestone for CAtS. In November, the MedlCal library 

was sel up at the Faculty of MediCine and Health SCience's new buildmg at lot 

77. Jalan Tun Ahmad laidi Adruce, Kuchlng to support the Faculty's leaching. 

learning and research activities. It occupies an estlmati?d area of 6500 sq.ft. that 

can accommodates about 200 patrons, 2 Computer laboratOries for 60 seats and 

a shelYing area that can take up to 80,000 volumes of books and Journals. In May 

2014, the Faculty moved to its permanent building in the Main Campus and so 

did the library In August. 

Moving Forward 
In March 2005 ( AIS has migrated 10 a new Integrated library System, which 

consists of 3 main subsystems i.e. library management system Millennium, 

Materials Flow Management System and Extended Modules. The Materials 

Flow Management System supports and automate da ily activit ies in the areas of 

security, materials processing, self check-in and check-out as well as inventory 
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control. Extended· -­

Smart Reference 0e5t ~ 

The Integrated lie-'e- = 

and subsequent)' ope"'Ie' 

On 6 February 2005 

new buildmg. The 

of about 22.600 SQI "!­

coote 

oneo' ­

offpfS a 
a big e 
rooms 

carre I"Q)'I: 

as ~...e 

CAIS funct ions as the Knowledge Ceo ­
for tr:e unlyerSlty. The Centre SUPtJ(. 

d,(e<:tly and contributes to Ihe s.;(fP' · 

oi the academic programmes C­

stralet:jIC location enables students 

2cademiCS easy access to the Cen-re - . 

IT mfrastructure enables the Ce." e -, 

function as an integrated user-orlf'f -_ : 

Centre for the acquisitiOn. pr~ 

and dissemination of Informilt<On .. 

k.nowledge. CAIS has been bw1dl09 ~ !) 

bibliographic database thus enablmg ~ 

to access the Centre's collection !'" 

Web OPAC, an online public access ca:;\:Jg 

Besides the bibl!ographlC database. C 

together w ith the other publiC ur • 

libraries have embarked on a ie.'. pr~ 

to develop online databases SUCh ,a$ -~ 

Malaysian Theses Online. the 1.1.1" 

Gateway to internet Resources, tf'e Se-' ~: 
Online, the University RepOSItory a, ...~ 
the National Union Catalog . 

With the availability of the Campus .'. t1E­

Area Network., users ca n access : f'c s)'s: :-n 

not only f rom wi thin the Centres 



dnd academICs at Jalan Taman BudaYd,

f.a. ,",n In early 1994 The Centre acquired 

In August 1994 mainly for cataloging 

VTtS In July 1995, Users were then able 

Online Public Access Catalog Easy PAC. In 

CO-ROM Networking System to enable all 

CD-ROM databases available In the Centre. 

;or CAiS. In November. the Medical library 

and Health SCience's new building at Lot 

to support the Faculty's leaching. 

an estimated area of 6S00 sq.It, that 

2 Computer Laboratorres for 60 seats and 

000 volumes of books and journals, In May 

building In the Main Campus and so 

- a ne<.\' Integrated Library System. whICh 

l ibrary management system Millennium. 

and Extended Modules. The Materials 

.~ automate dally actiVities In the areas of 

H<- In and check-out as well as inventory 

Se ces (CAIS), Universltl MalaySia Sarawak 

and began its operation In May 1993 

materials including CD·ROM databases 

0 " 9 library services and fadlities to users 
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Ex:ended Modules conSlSIS of Smart l brary Skills, 
Smar. Reference Desk, Academic Forum and V,Sitor Traci(;mg. 
The Integ'iHed Library System was .lctlva:ed on 21 June 2005 
and subsequently opened to patrons on 4 July 2005 

On 6 February 2006, CAtS officially started operation in the 
bUilding. Tne ImpreSSive new bUilding. wllh an area 

of about 22,600 square metres, sp'eads over S floors. It IS a 
contemporary building specially designed to be 
one of the pull ceNers in the campus The (enlre 
offers a vanely of se!Vlces and faCthtJes such as 
a big e)(h,bltron area, an audltonum, seminar 
rooms, diSCUSSion rooms, computer laboratOries, 
carrel rooms, media room. 24-hour reading room 
as well as chil l-oul roams. 

CAJS fun(llons as Ihe Knowledge (entre 

rO/ the unrver~ty The (entre Supports 

dlrl'Ct ly and contr ibutes 10 tne success 

of the academiC programmes. (AIS's 

strategic Ie<ation enables students and 

acitdemics easy access to the (entre The 

Il infrastructure enables the Centre to 

function as an Integrated user-onented 

Centre for the acqUISItion, pre<esSJng 

and dissemination of In~ormatlon and 

knowledge. (AIS has been bUilding up Its 

bibliographiC database thus enabling u!.ers 

to access thc Centre's collection through 

Web OPAC, an onl .ne public access catalog . 

Besides the bibliographiC database, CAIS 

together With the other public unlverHy 

hbrarles have embarl:.ed on it few projects 

to develop onhne databases such as tne 

MalaYSian Theses Onhne, the MalaYSian 

Gateway to Internet Resources, the Serrals 

Onhne, the Unrversity Repository as well as 

the Nallonal Umon Catalog. 

With the availabllrty 01 the Campus Wide· 

Area Network, users can access the system 

not only from Within the Centre's 
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building but also remotety. In an effort to fulfill the ever-increasing and 

challenging mformatlon needs of users, CAtS has subscribed to online 

databases related to programmes offered by the UniverSity In addition to 

ponted matenals and e-oooI<5, CAlS has subsCrIbed to a growing number 
of e-journals to further enhance th!> accessibility of information and 

knowledge, 

GAlS 

Monday - Friday 

Saturday· Sunday 

Public Holiday 

The Library Management System being user-friendly serves as a one­

stop access pOint to all services and facili ties provided by CAIS. Users can 
access our WEB OPA( at http"ilcals-mlll .u nimas .rny/, Users can checK 

and update their own re<ord, thelf loan Stiltus as well as fine accrued . 

For resource development. users can suggest matenals to be acquired 

by fi!!ing up the Online Suggestion Box, For matenals not found in the 

Centre or out of print, patrons can fill up the Online Interloan & Document 

Delivery Service Form, CAIS also provides Onhne Patron Registration Form 

to enable outside communities to apply as external members. 

Being awarded Best Counter Services by the University In 2009 and MS 

ISO 9001 .2008 Quality CerllficatlOn by SIRIM QAS in 2011 has shown the 

Centre's commitments towards proViding quality services. 

CAIS ILF Sibu 
In 2007 a Resource Room was established at the 

Integrated Learnlflg FaCIli ties in Sibu to provide 

information resources for the medical students 

dOing their clinICal posting'>. With a floor area of 

around 200 sq. meter, It can accommodate about 

5000 volumes of reference materials, 50 sealS and 

a computer laboratory that can accommodate 15 

workstatIOns. 

CAIS Pre University Studies 
CAIS Pre University Studies, located at UNIMAS East 

Campus was established in 2010 to support the 

learning and teachmg needs of students and staff 

of the Pre University Studies. It can accommodate s 

about 213 seats at anyone time. 

6 
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Saturday· Sunday 9 


Public Holiday 


Monday - Friday 

GAlS & GAlS Pre-University ~ 
":iL : . _ 

Monday - Friday E 


Saturday · Sunday 


Public Holiday C 


GAlS Medical 
Monday - Friday . 

Saturday - Sunday 
 "'­
Public Holiday C 

ILF Sibu 
Monday· Friday 

Saturday - Sunday 9 . _ 

Public Holiday 
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OPENING HOURS 


a., effort to lolfill the evi!r-mcreaslng and 

~ o' users, CAtS has SUbsaloed to online 

"'""es offered by the UnlVe~ty In additIOn to 

" (AIS has subscnbed to a grOWIng nc..mber 
.ance the accesSIbility of mformatlon and 

~tem being user-friendly serves as a one'­
::es and faclh tles provided by CAIS. Users can 
"1lJ/cals-mlll.unlrnas my/. Users (an check. 
~ IMeif loan status as well as line accrued. 
..rSe-S can suggest matenals \0 be dcau ired 
19t!s~J()n Box For matenals nol found In the 

(an fill up the Online Intertoan & Document 

!IIISO prOVIdes Onhne Patron RegiStration Form 
II?S 10 apply as external members. 

Ser\-ICes by the University In 2009 and MS 
f-r<a!lon by SIRIM QAS in 2011 has shown the 

ros providing quality sel'Vlces. 

i ILF Sibu 
- a Re!.OUrce Room was established at the 

!:i(I l earning FaCilities In Sibu to prOVide 

~:.()11 resources for the medical students 
...~ f clinical postlOgs With a floor area of 

200 sq. meter, It can accommodate abou t 
_ mes of reference matenals, 50 seats and 

:er laboratory that can accommodate 15 
. <lOS 

; Pre University Studies 
Un ~ty StudIeS, located al UNIMAS East 

:s .vas esTablIShed In 2010 to support the 
a"ld teaching needs of students and staff 

~e university Studies. It Col" accommodate S 
2' 3 sears at anyone time. 

GAlS 


Monday - friday 8.00 am· 12.00 pm 
Saturday - Sunday 9 00 am · ll.00 pm 

Public Holiday Closed 

GAlS Pre-University Studies 

Monday ' Friday 8.00 am · 10.00 pm 

Saturday · Sunday 900 am ..a.00 pm 

Public Holiday Closed 

GAlS & GAlS Pre-University Studies 

Monday - Friday 8.00 am - 5.00 pm 


Saturday - Sunday 9.00 am - 5.00 pm 


Public Holiday Closed 


GAlS Medical 
Monday · Friday 08.00 am - 10.00 pm 

Saturday - Sunday 09.00 am · 10.00 pm 

Public Holiday Closed 

ILF Sibu 
1.00 pm - 6.00 pmMonday - Friday 
7.00 pm - 10.00 pm 

Saturday - Sunday 9.00 pm • 2.00 pm 

Public Holiday Closed 
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SERVICES 


Web OPAC 
OPAC IS the Centre's online publIC access catalog and accessible to all U~ and the 

corrvnUllIty VIa Internet Please VISit eM ~bsite a! WNW catS unlrrta$.my to check 

on any titles! materla ~s available m the Collection 

Loan 
Books available for loans are shelved at Level 1 (Social SCiences and Humanities, 

Library of Congress call no. range A-P) and Level 2 (SCience and Technology, call no 
range Q-Z), They are arranged on the shelves according to the library of Congress 

' _F 	 History: Amerita(L() ClaSSification System asshown below , Unitec Siales (Gel'll!ra 
Unitee States local h ~'rr, 

F C"nada. Lalln ~a 

G 	 Geography. AntflropolGg)Library of Congress Classification System Recreation 
G Geogr"phy (Genera .-­

General Works C 	 Au..iliary ldene," of M,,,•AC CoIlc<llOflS history (General) GA M"lthem.ltica! ~rd~ 


A' Encyclopedias Hlstory of (lvihzc1lion C~rtogrilphy 


AG DictlOfl,me5 " ee Archae~iogy G' Ph~19I'O!lraptly 


AJ Indexes CD DiplomatKS. ArchJVI!S. Seals GC Oce~nography 


AM Museums CE TKhnlCal chronology. G' Environme11lal Klt'nC(>5 

AN Newspa~~ Calendar GF HUlTkln emlogy 

AP Periodicals CJ NumismatiCS Anthropogeograpt-y 

AS Academies and learned eN In5cnptlOns. Epigraphy GN Anthropology 


SOCieties CR 	 Herilldry GR Folklore 
AY 	 Yearbook Almanacs CS G_1ogy GT Mdnners and CUSIO"T'S 


DlI'ectones CT Biography (General) (GI'flt'fal) 

H~tOl')' of SCholars.hIP The GV Re<:reation lecsure
0 	 History (General). Eu"," '" Humanities (Genen.I) 	 H Sodal Sdences 

B Philosophy. Psycltotogy. DA G,eat Sl1wn H Social SCIences (GMe'a 
R.tiglon DAW Central Europe HA Statistics

• Philosophy (General) D• Austri<l. Hungary. H' EconomIC theofy Oemog'd" 
BC logic CZKhoslovaKla Economic history and 

.0 Speculative philosophy DC France He conditions 

SF f>sychology DO Germany Industries. Land uSt> Labor 

BH Aesthe tICS 0' The Greco-Roman World HD TransportatIOn arld 

BJ Ethics OF Gree<e H' commUnlca: iorls 

Bl Re ligion, Mythology Ra tionism DG Italy Commerce 


Judaism DH low Countries. Benelux HF finance 

BM Islam. Bahaism. Theosophy, Countries HG P\lbl,( finance 

BP e\c. 01 Netherlands (HoI and) HJ Sociology (Gl'flerall 


Buddhism OJ< Eastern Europe (Genera!) HM Sooal history and (ooc . on 
BO ChriStianity OK Rus"ola. SovIet Uruon. fofmer HN Social problems. SooaI ~ 
OR The Bible SovIet RepublICS. Poland The fami~. '-lam¥- ....~ 
BS Doctnn.1ltheology Dl Northern Europe. Scandlnav.a HQ Sooeties: setA'\. ~ ~. 

BT PractICal theology DP SpaIn. PortU9CI1 HS 
BY Chrlsllans deoomrullOnS SWllzerlafld Com'nunlll(>S. Classes. :.a::aDO 	 "" 
ax 	 D. Balkan Pe'fllnsula. Turl:ey HT Sooal pathology. ~ a""'-': 

OS "", HV publi< welfitfe 
DT AfrICa SocJaI~ . Commul"'lSIT 
DU Oceania (South Seas) HX AnardllSm 
OX Gypsies 

CAJS tw-jOBOOK 8 	 ; 
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catalOg and accessible to a ll users and the 

.: ....ebsile at \\WN,Cals,unlmas. my to check 

CO~>OO 

a: ~ 1 (SoCIal SCiences and Humanities. 

=."'Id le'..e4 2 (Science and Technology, ca ll no 
_tse~ accordmg to the lJb rary o f Cong ress 

ssi fication System 

C Aultili.ry sciences of 
history (Gener.l) 

:::: 6 Hrstory of civilization 
(C Archaeology 
CD Dlplomatlcs. An::hlV'fs Seals 
CE TechnfCaJ chronologv. 

(alendar 
( J Numismatics 
( N In~ripMns Epigraphy 
Oi Heraldry 
(5 Genealogy 
CT Biography (General) 

o History (General). Europe 
(General) 

OA. Great Britian 
DAV1 Central Europe 
OS Au~tria, Hungary. 

CzO'Choslovakia 
JC Frilnce 
DO Germany 
DE The GrO'Co-Roman World 
D~ GreKe 
DG Ilaly 
DH lm'i Countries. Benel(;)( 

COl!ntries 
OJ Netherlands (Holland) 
O!K Eastern ~Ufope (General) 
OK RUSSia. SO\Ilet Union. Former 

SaYlE't Republics. Poland 
Dl Northern Europe. ScandinaVia 
DP Spa n. J>or1ugal 
DO Switzerland 
JR Balkan ~nlnsula. Turkey 
OS Asia 
OT Afnca 
DU Oceania (South Seas) 

)X GYPSies 

'-F History: America J Political Seienc. 

, United States (General) 
United Slates local history. 

J G~eralleglsl atWe and 
executive papers 

I Canada. latin Amenca JA Pohllcal sCience (Gene'al) 

G Geography. Anthropology. 
Recreation 

JC 
If 

Polit ICal theory 
Polillcal institutIOns and 

G 

GA 

GS 
GC 
G~ 
GF 

GN 
G' 
GT 

Geography (General). Atlases. M,,,, 
Mathematkal geography. 
Cartography 
Physical geography 
OceaflO9raphy 
Envllonmenlal science5 
Human ecology. 
Anthropogeography 
Anthropology 
Folk.lore 
Manners and customs 

Jl 

IN 

JQ 

public adminIStration · 
General 
Politr ea l instltutlons and 
public aom'nlstr,ltion • United 
States 
Pol tical i~!itutions and pubhc 
administration - Canada. latin 
AmerK(! 
Political inslltutions and 
public admfl1rWallOn . Europe 
Political institutIOns and 
public administratJon . Asia, 

GV 
(General) 
Re-creation leisure IS 

Africa, Australia PaCific area 
local government. MuniCipal 
government 

Ii Socl.I Sciences IV ColonIeS and colonization, 
Ii 
HA 
HB 

SOCIal SCiences (General) 
Stati stics 
Ecol1omic theOl)l.Oernography JZ 

Emigration and immigration, 
International migration 
International relal ions 

HC 
Economic history and 
conditions 
Industri es. Land use. Labor 

K 
K 

Cow 
General 

HD 
HE 

Tral1sportat ion and 
communications 
Commerce 

KBR· 
KBU 
' D 

Comparative and uniform law 
JUlisprudence 
Canon Law and Law of the 

HI Flnai'lCt' Roman Catholic Church;. The 

HG Pub!1C finai'lCe Holy See 

HI 
HM 
HN 

HQ 
HS 

SocIology (Genera l) 
SOCIal history and conditions. 
SOCIal problems. SOCIal reform 
The family Marriage. Women 
SoCletIE'S. secret. benevolent 
.J< 

'DZ 

" " 'G
'H 
KHK 

United Kingdom and Ireland 
America 
North Ameri(a 
Canada 
United States 
Latin America. (entlal 

HT 
HV 

Communu ies. Classes, Races 
SOCJal pathology. Social and 
public welfare 
Socialism. Communism, 

<C­
,W 
<Z 

America. West Indies 
South Amel"Kii 
Europe 
Asia. Af rica. PaCific Area. 

IiX Anarch.sm AntarctICa 
law of nations 
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R 	 Medldnel 	 Education P ~ngu. ~nd Uterilture 
R MedlClOt' (GenE" "! 


LA HoslOty of todUU11Ofl PA Greek .nd 1...1110 languages 

l 	 {dUCiltoOn (General) P Ph ilology. ll'lgUISIIG 

RA 	 PublIC aspects of mea •
RB Pathology 


educahol"l P8 Modero I.JnglJdQl'S: (Generall. 

LB 	 TI1eory and Pfac«t' of and ~teraturE'S 

RC Interl\al mediCIne 

lC Special aspeas 01 educaloo (ebe languages 
 RO SUt get)' 


lO IndrvtduallnsLtullOTlS - Un ted PC Rom,mel' Languages 
 OpnthallTlGogy" RF Otorhlnoldryngo!ogy 

LE IndlV,duallnst, tutJOnS - (General ). Sca"lch"li3V1an 


States 	 PO GermanI( I<lngt.il9E'S 
RG 	 Gynecology a"ld OOstet' ,~ 

~1Ca (t'lCppl UMiled States) languagi!5 ~ PediatrICS 

LF IndM(1Udllnstltl: hOOS - Europe Pf En9~ language Dentistry 

lG IndlYldlJa' In5111ultOl'l5 - AsIa. Pf West GefTThlnrc languages " Rl Dermatology 


Ainu OceaniB PO SlaVIC, 8allu:. Albanian RM Thelapeutlo Pharr'"~1 

lH CoIl¥ and school magazines languages and Illelillure OS Pharmacy and matena.,.....;. • 
a r"d p.lpelS PH Uralie. BaSQue languages and RT Nursing 

U Slud(>lllrilien tiles and lill!l alu~s RV Botanic. Thomson.an, a'"<1 
WCll'! es. United S lat~ Pi Or1('nt<t1 ph.lology' and eclectic medicine 

LT Textbooks Iter all;n~ (General) Semr:l( RX Homl?Opathy 
l,mg llGlge-s "nd literature RZ 	 Other sys!em~ of 1T\l'"dt( ,

M 	 Music 
Incio-Ir"nldfl languages and 5 	 AgricultureM 	 MU$,cal works 
I teratl.l res " S 	 AgrICulture (Gem!!"I) Ml 	 llte'ature on musIC 

PC 	 lang!J~ and literatures of 
58 	 fllant cullUre MT 	 M"slcal IOstruCllen and study 

E<!5tero Asia. Afnca, Oceania SO 	 For~try
N 	 fine Arts PM Hyperborean, Indian. ano SF 	 Animal Culture N 	 Visual Art (Generdl) ArtihClallanguage~ SH 	 Aquaculture. Fisher'€s NA 	 Arch,tecture PN Uterature (GeneraJ) 

AnglingHS 	 Scluoture PQ French. italian Spaflish and 
Hunting ~IsNC DraWIng. Design. il lustratIOn Portuguese literatures " '0 Pa nl lng Eng~ish literatuH~ T Technology 1 

NE Prim media PS" Arnenc;"n hlelatule T Technology (Gene1a 
NK OecOfallVt' arts. Aop led arts >T GermanIC literatures TA Englfleelmg (Geiler"r C 
NX Art In geOl'f .01 " Fiction and luVt'flI1e belles engmtot'f1ng 

letires TC 	 Hydraulic eng'r.eenng Ocean 
ffigtneeflng

Q 	 S<ience-s TO 	 E"vl'ooment~1 tKrnolog.
0 	 ScieoCe5 (Genera!) 

'>ani!a!), englneff,1'9
OA 	 Mathematics Hlghwayenglneeflf'g ROGo.rl
OS 	 Ast ronomy " 	 and p<lVements 
OC 	 Ph)'>iCS Tf 	 Rdllroad englneefl'l9 d"O 
00 	 Chemistry opera tion
OE Geology TG 	 Bridge engmeenng 
OH 	 Natural H story. Biology TH 	 Bwlding construction 
OK 	 Botany TJ 	 MechanIC" englneff ng
Ol 	 Zoology 

madllfll'f)'
OM 	 Humdn anatomy TK 	 Electncal engloeefl"'9 
OP 	 Phy>io,,", 

E!ectrOl1H. NudNr
OR 	 Mocrobiology englfle('riog 

n Mo: or vehicle!. Aefor:iJ¥·'Clo 
A5!ronau1Ks 

TN Mnng l'!lglfl€len og. Mi::a. 
TP Chemica !echoology 
TR P!lotography 
TS Manufactu't'S 
TT Hand'craft~ Arts and CM" 
TX Home ecOOOl'"'tO ..me 

industry 

CAIS HANDBOOK 10 

http:Thomson.an


SERVICES 


• 
, Mlldicin• 	 U Militllry Sci",ceLanguage and Literature •R 	 Med",~ (~eral) U MIlitary soence (Genera,)lingUIstICS 

RA Pub Ie dspKU of medlone UA Armies: O'gan.zatlOfl. 
ana ItEfawres 
G~~ artd LIM languages.. 	 "" 

RB p,,,,,,,,,,,, dGtfrbtl1!()rl, mrbtary SltuatlOl'l .. Mtldern I;mgu~ (Gef"lefaJ) RC 	 Internal rneUJone UB Mi ILlfY admm,Slfatroo 
RO Surgery UC Md!n:e'lance and 

ROf'1ance languages 
C~( ~r.gu.lge5 

RE Ophthalmology !rdnsporta llofl 

~ma",c languages RF Otorhinolaryngology UO l'1 far'ltry 

(Gt>nf'ral). Scandinavian 
 RG 	 GYflKology and obstetr iCS UE Cavalry Armor 

R! Ped'atrlCS UF Artlllt>ty 

English language RK Dentistry uG Military engl"l(!(>nng Air Force 
Wl"S\ Germanic languages Rl ~rmatology UH Other servas 

~:; 	 SlavIC, BalllC. A'banran RM Therapeutics Pharmacology 

Iangua~s 

V 	 Naval Science (for Naval 
:anguages and Illerature 	 RS Pnarmacy lind materia medJCa 

History. Sft D· F)
Utah<. 8a~ue languilg(>S and 	 RT NurSing V 	 Naval Kienee (General)'" literatures 	 RV BotaniC, Thomsonian, and VA 	 Navies: Organization. -. 	 Qf1t'f1tal philology and etle<:l lC medkine 

distribution. naval situation 
tera tule (General). Semitic 	 RX Homeopathy VB 	 Naval administra tIOn 

IangU<K}e'S and liwatule 	 RZ Other systerns of medicine VC 	 Naval rr.a lntenar1Ce 
'1C\o-llantan Ia.-.guages and S Agrk ulture VO Na~at sea'l1efl 
t~'atures S AgrICulture (General) VE Mannes 
"g....agH and Iiteratur~ of 58 	 Plant culture VF Naval ordnance 

h, ,tern As,a. Alrica. Ocearla SO 	 Fomtry VG Mmor serviCes of f\<MeS 
Hyperbo'ean. In<ilan. and SF 	 Animal Culture VK NaVIgatIOn. Merchant maflne
..\tt<flC,a. languages SH AQuaculture. FISl'ieHes VM Naval arctlltecture 
~'te!'llturl" (General) Angling 	 Sh,;:mudd,ng. Manne 
French. Italian Span sh and SK 	 Hunting sports engmeerlflg
PoI1ugue5e "terattJres 

PO Engl.!iJ'I Ir!~ature T THhl'lOiogy l BIbliography .nd Ubr.ry 
Ameran lefature T Technology (Gt'flelal) S<i<n<. 

FT Ge<manlC "t~ra lufes TA Engmeenog ,General) CM Z Boob. Wn! ng. ~Ieog lapl'ly_ " 
eog'fIf!eI".llg Books Industnes. Trade 

ettres 
'< 	 F,(1lOn ane Juvenl 'e beles 

TC 	 Hydraut.c engmeeflfl9 Ocean llbrarleS.8ibiography 
engmeenng ZA Informalloo r~f'(es{Cifneral)

Q 	 Stien(H TO 	 Env,Wlmental tethnology 
V 	 SCiences (GcneraO Sanitary engineeflng 
V" 	 Malt-.e-natlCS TE 	 Hlghwayel19inl!'enng. Roads 

Astronomy and pavements
QC TF 	 Ra lroad engifll!'eUllg and '" 	 """',
00 	 Chemistry operation

Geology TG 8ddge engineering
Natural Hoslory Biology '" Q" 	 TH Bwldmg construction 

Q< 	 Botany TJ Methanlcal engin~rr f\g and 
Qt Zoology mdchlnery

human analOmy0'·' 	 TK Electncal engmeefl'"'9. 
0" 	 Phys,oIogy ElectronICS. Nuclear 


MICrobiology 
 engmeenng"" 	 Tl Motor vehiCles. AeronaullO 
Astronautics 

TN Mifl'flg engineeflng. MetaRurgy 
TP Chemical technology 
TR ?notography 
TS Manufactures 
n HanchClafts Arts afld crafts 
TX Home ecOI'lOlTllCi.. HospItality 

(ndustry-
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SERVICES 


The loan eligibility for ( AIS users are based on different membership categories as 
sh OV>Jn below 

Internal Membership 

Acado>m ic 30 vols I 
staff 90 days 

20 vols I
Postgraduates 

600ays 

Managers! 15volsl
Research 

60 daysAssistants 

General 10 vols I 
Staff 14 days 

Undergrad- 10 vols l 
uates 14 days 

External Membership 

14days 

over­
r1 ight 

over­
night 

nil 

,,' 


Alumni 

Boo"..",,, 

ReferMCl'_n 
Reference """""'" 
MIAIyJiIn N*:H. 

Bo!rOV.1rtg 

Refel"lfficl' 

GAlS fWJOBOOK 

75 
F,.. 

F,.. 

Free 

75 

F,.. 

IP
3 days 1 day 2 hours AI- fhemi· 

[awn & 
Remote2h:-sf

'" 2 hours AccessO'lttn 'ghl 

2 hrs I
cd 2 hours

overnight 

2 hr, I 
1'\11 2 hours 

ove rnight 

2 hrs I
nil 2 hours 

overn ight 

ElectroniCDeposit (RM) Resources 

10012 800(5 I 20014 Bool:.~ 

10012 Book.s I 20014 Books , 
Auf1"('r:t QtiOO 

100/1 Books I 20014 Bocks 

12 

_II. 
Borro.'IIng 

RefeJence 

Indh....."...... 
BrooM09 

Reference- • 

'"""'""l 
Refert>nCe 

Gown_lit-BooDwicg 


Reference 


Ac... iiiitS1d 
Oflorll_ 
l.IIMnt1Ies 
Bor'o..vjf'lg 

ReierencE'. ­.a-.~ 
17_ 
5.......... 


GIlly) 
BO(f(M'lng 

Re'erencl' 

0lIM 

""'~"l 
Reference 

100 

100 

100 

50 

,= 

1000 

500 
socn 

75 

50 

, 

75 

Free 

'00. 

Free 

Free 

100 

Free ,.,. 
,,.. 

life time ,..,.....,. 

-

"3 
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~ O!'I different membership categones as 

IP
1 day 2 hOJr~ Authtnt· 

tattOO & """ 
Remo:e 

n 2 "" 2 hours 
(M!I' rngi't """ 
2 hrsl 

2 hours
overnight 

2 hrs I 
2 hoo"overntght 

2 hrs I 
overntght 2 """" 

Depos;t (RM) 

'XJI2 Book5 I 20014 Boob 

8oQj(s I 200/4 Boob 

Books I 20014 Boolo:.s 

SERVICES 
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--_.. 

BQrlO'.\lmg 

Reference 

Borro.vmg 


Reference
-
Metnblnhlp' 
BorI(JMng 

Re;erence 

GoM"hMt 
0fflaIrs 

Bom::rtllrlg 

Reierence 

....' i......
01 .... _ 

Ui'IlvItsllts 

Bcmr""ing 

Reference 

--.
... ' ."..,. 
.~CAgo"....,....... 

S.i...... 

100 

100 

100 

50 

1000 

500 

75 

50 

75 
F,,,, 

100/2 30010:.5 

100n Boob I 20014 Books 

50012 Books I 100014 Booh 

100/2 Books I 20014 Books 

10012 Booh I 20014 Books 

13 


.,m,.."" F". 5012 Books 
Reference F~OUII_ 
lII:Yro.'IIng 100 10012 Books I 10014 Books 

Refelence "'" 
.... 20012_ 1_ _ 

cup -.' • Ufe time honorary II'fefence member 

.... 
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SERVICES 


Material Booking/Reservation 
Request of matenal can be done online or at the Circulat ion Counter. 

BooKing/reservatIOn is only allowed for book~ on loan or still in process. 

Renewal 
Renewal can be done online through CAtS website at httpJ/V",,\IW(dIS 

Ufllmas, my. Users can renew their loans three (3) t imes provided the 
items are not booked/reserved by others or recalled by CAIS . 

CAJS HANDBOOK 14 

How To Read A Call Number 
Please note that If you do flat find a T1!COl 

for aSSistance at CAIS'~ CIrculation Of re_ 

for, IU Etlgkllbrlght 

M • creative developrMtll tot ,..... CJI 


&h'ooC. CBi : Wa<lSo'JOIth ~ 

7tn ed. 


COl",. 

'5 



SERVICES 

How To Read ACall Number 
Piease note that if you do not find a record for what you want In the catalog, ask 

for assistance at CAIS's circulat ion or referer'lce counter. 

fOrArt', In 
trMtlve 
!ngkJlbright 
~ent 10< you"ll cllOId_, llll lntiebrignt fo.o, Robert Schi:nedles 

~ ()( • 1'0::5WJI1Il ~~l~ 2il12,,,,,. 

OCv'Ie onhne or al the Circulation (ountet. 

~'.1!d for books on Iodn or still in process. 

,""rough (AIS website at http:lNJv.NICal$ 

~'1elr loans three (3) times provided the 

I'td by others Of recalled by (AIS. 

CAlS HANDBOOK15 
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SERVICES 

How BooksAre Arranged On the Shelves 
Please note that if you do not find a record for what you 

want In the catalog, ask for aSSIstance at CAlS's CIrculatIOn 
or reference counter. 

AB AC A~ If the second lener ¥' 

171.5 5 5 the decunat. It 100 S~· 

E62 058 E56 previous number g~ 
2011 after the letter 

Books are shelved alphabetically (left to fight) starting with the 

first letler~ In the call number, 

AM AM AM 

7 40
" G767 M986 T737 

2004 
 Books wtuch M.e 

chronologICal orQeo 
sequentially from .~ 

All books of the same first leiter or letters afe arranged 

numerically by the number following the top letter or letters 

AE 
5B B B 
N532808.9 808.9 1108.9 

E96 F583 K44 

All books of the same number are arranged first alphabetically Volume sets a.--r 
by the letter after the decimal POint - and then decimally by vo ume 1$ In""' .. ' 
number after the letter and prec~ a"'): 

16 




SERVICES 

On the Shelves 
~ ":'COr"d for what you 

0; ' (A S's CIrculation B B B 
1649 1649 1649 
P63 P633 P64 
P831 P8313 K1B 

If the second letter and number combination appears after 

the oeomal, it too IS arranged firesl alphabetically within the 
previous number group and then deCimlally by the number 

after the letler. 

~ r:;"'" startmg with the 

Be Be Be
loe loe loe 
OB3 H965 H965 
1990 1995 2006 

Books \...nlch have several editons are arranged In the 

chronological order, starting with any unda,ed edition, then 

sequentially from the earliest year
- ;:>ners are arranged 
-~ top letter or letters 

AE AE AE AE 
5 5 5 5 
N532 N532 N532 N532 

Vol. 1 Vol. 2 Vol. 3 Vol. 4 

~ (US! alphabetically Volume sets are arranged In volume number order. If any 
[ -;; then deomaliy by volume IS in multiple parts, those parts are arranged numerically 

and precede any higher volume numbers 

GAlS HANDBOOK16 17 



SERVICES 


CAIS HANDBOOK 

Interloan and Document Supply
Service (IUDSS) 
Imerloan (Ill IS the firs! po nt of (<11111 the malenal needed 
IS not available In CAtS collection. It is a cooperative ~I(e Iamong libraries In MalaYSia. Int£Orloan includes acqUIring 

of Journal articles and 'oaning of books, etc. Requests I 
are sen! via e-mdil or fax. The delivery of the materials 

requested depends on their availability. 


Document Supply SeMCe (OSS), on the other harxl, 

helps users obtain any Information or materials that are 

URGENTLY needed and are not available in MalaYSia or 
Singapore The goal of DSS IS to obtain these materials In 

the most tlm~ffectrve means possible. 

Online Suggestion Box 
We welcome your suggestions fO( book5, journals, VIdeos, 

CDs, etc that you would like to be added 10 thecollecton 

II is our goal 10 prOVIde the Items our U~ need lor their 

leaching, learning and research 

Media Services 
The Media Services located at Level G houses matenals 

such as audio and video(a~settes, compact diSCS, DVDs, Imultlm~la CD-ROMS, slides, mICrofIChes and kits. A wide 

range 01 equipments compriSing of VOD system. PCs, I 
Multi-System video recOfders and televtSlons with selected 

ASTRO channels are prOVIded for viewing 

Reference and Information Services 
Reference and Information serVICes IS provided to users 

to guide them in USing CAIS services and facilities. Ready 

reference questions and reference interviews are welcomed 

at all times during offKe hours at the Reference Counter or 

Helpdesk which is located at level 1. 

18 

User Education 
All of the new students are bnefed on ser. ~ 
proVIded by CAlS dunng their Onenta­

followed by a scheouled CAtS Tour cc... 

F<tculty's liaison librarian. The purpose 0 

expose the students on how to use r 

effectively 

Information Literacy (IL) 
CAlS proYldes Informa'lOn lltera<y PrnI. 
diVIded Into five (S) modules as folloY.'!. 

I. 100rocfucti0fl to CAJS 

2. CAJS Web OPAC 


3 Finding Information for AcademiC l~~ 


4. Flildlng Information on the Web 

S. Citfng Re1erences and Plag anSlTl 

Users can request any of the ModuleS - be 
any time (onvenien; to them. Reo..es: 

to the liaISOn librarian or direct J to-: 

NorazJ;na Abdul Rahman throt.:g" e"-o 
cals.unlmas my or referenceOcal$.ur .... 

.... 

Online Patron Registration 
ThiS servICe allows membro of the c 
onhne as an external patron Oi troe Ce:: 

Info'malJon Servtces The online ' om: 
from (AJS homepage al ...............,CdS .. ~..... 

http:referenceOcal$.ur


SERVICES 


1'1 and Document Supply
lOSS) 

"': of calli! me matenal needI1d 
~oo. lt 15 cJ cooperal1veseMCe 

~ n ~Aatay$la lnterloan includes acqu'nng 

¥tdeS and loaning of books. etc. Requests 

II ~'l\a or fax The dehwry of the materials 
son their avallabllity_ 

SuOPtJ $ervu:e (DSS), on the other hand, 

cbta10 any Information or matenal5 that are

I"''''''' and are not available In Malaysia or 
;"E goal of DSS IS to obtain these materials In 

:.+ectrve means possible. 

uggestion Box 
IOU " suggestions for books. Journals. Videos, 

~- ."Ou :/Ould like to be added to the collection. 
' u prOVIde the ItlmlS our users need for their 

-"T' "'9 and research 

Services 
xes located .11 Level G houses materials 

and Videocassettes, compact discs, DVDs, 
:>-I:!OM$, slides, microfiches and kits. A Wide 
rpments comprlsmg of VOD system. pes. 
IOeo recorders and televisions wah se'ected 
5o'e prOVIded for Vleo.'IIng 

ce and Information Services 
nformatlon services is provided to users 

1'1 us.ng CArs services and facilities. Ready 
."..()I"lSand reference Intervl€'\NS are welcomed 
"-'9 office hours at the Reference Counter or 

.- !S lOCated at level 1 

18 
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User Education 
All of the new students are briefed on servICes and faCllr {'es 
prOVlded by CAIS dUring their Orientation Week, thIS 

'ollowed by a scheduled CAIS Tour conducted by the 

Faculty'S LJalSOn lJbrarian. The purpose of the tour IS to 
expose the students on how to use resources and faCilities 

effectively 

Information Literacy (IL) 
CAIS pfOVIdes Information literacy Program which is 
dMded Into five (5) modules as fo' ows 
1 IntroductIOn to CAiS 
2 CAiS Web OPAC 
3 Finding Information for Academic Wnllng 
4 Fmdlllg Information on the Web 
5. Citing References and Plagiarism 

Users can request any of the modules to be conducted at 
any time convement to them. Request can be submitted 
to the halson libranan or dlreaty to Reference librarian, 
Norazlina Abdul Rahman through email at arnorazlinaO 

cals.ununas.myor referenceOcais unuT\as.my . 

Online Patron Registration 
This service atlows members of the community to fel1lster 
online as an external patron of the Centre for Academic 

Information 5eIVlCes. The online form can be accessed 
from CAiS homepage at W"W"Iv.calS uMTlas.my. 

19 

- ---­

, - ~ ., " .'_ ' ''l.,;.''r~,. 



----

SERVICES 

Research Support Services (RSS) 
The Research Support Services (RSS) is provided to support 

researchers in order to emphasize the Importance of retrielling 

relevant in formation for research and innovation In UNIMAS, (ais 

provides assistance in information search and online repackaging of 

Informat ion, Request can be submit1ed through RSS Forum available 

online in (AIS homepage at WNW,cais ,unrmas.my_ 

Bibliometric Reports 
The Centre plays an Important role in producing report on statistical 

analysis on indexed articles w ritten by UNIMAS researchers . The 

purpose of the reports are: (1) To monitor development of UNiMAS 

publications and citat ions. (2 ) To help UNIMAS to plan strategies 

iar enhancement of publications (3) To show current scenariO on 

UNIMAS publications, 

Indexing of UNIMAS Jurnals in Myjurnal and 
MyCite 
The Centre collaborate wi th UNIMAS Publisher and Faculties to ensure 

all of published journals are Indexed by MYJurnal and Myclle 

Focus Group Discussion 

This is an Informal group meeting to discuss current Issues pertaining 

to (AIS services and facilities It also seNes as a platform to update 

members wi th new emerging technologies that could be acquired by 

(AIS in future , Foeu5 Group Discus5ion Involves the Undergraduates, 

Postgraduates. Academic Staff and the Student Council. 

GAlS IWmBOOK 20 
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Institutional Repository 
UNIMAS IR is developed to collect. Dl"e-se"' 

Intellectual output and property of :.... .,­
Increasing the visibili ty of UNIMASdLitt-(r..=-­

Info(matlon SeNlces ((AIS) IS respo!ls-ble 

maintaining and disseminating the CDf1:="" " 
is subj('(led to the Access Policy 

Online Tutorial 
Bf's,des for~n(ll ,ess.o'1\ (AIS ~5 d50 c-~ . 

how to u~e Wf'tl QPAC, h:du:g "C" 

ff'')Ollf(f''> tOf rf''>''dr[h ,'lnd led(i)lf1g ,,; : . .,­

111,01".1') dre IJpridteu il()'n time 10 ' ~.:- . 

. .......... ...~ ~, " . 


..,...~ - ,... .., , ~ 
, , Cor 

"=-- ­-- .... ­

http:WNW,cais,unrmas.my
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SERVICES 


IOrt Services (RSS) 
- ~£"S ,RSS) 15 provided to support 

"""""'as:ze the importance of retrieving 
~"tto and cnnovatlon in UNIMAS, Cals 

C'g", search and online repackaging of 
~ s...an ned through RSS Forum available 

'/It Cd."SunrmaS.my 

~ :"'an· role In producing report on statistical 
.... :es. ...... a en by UNIMAS researchers. The 

¥i:. • To monitor development of UNIMAS 

2 To help UNIMA5 10 plan strat~les 

-:ons (3) To show current scenano on 

IMASJurnals in Myjurnal and 

lir-.. MASPublisher and FCKuit les to ensure 
are Indexed by MYJurnal and Mycite 

iscussion 

"';?E~ng to diSCUSS curren[ issues pertaining 

'.e; .t also serves as a platform to update 
"";.-.g :.:(:nnologies that could be acquired by 

fO..t: Dtsa.6sion Involves the Undergraduates. 
S~<. and the Student CounCIl. 

. -- -- Social Media 
. ===--- ~- CAIS's 15uSing various SOCial media tools such 

iI~-- as Facebook. TWitter, Youtube and Wiki to 
share and Intrac! WIth use~ on everything.-- pertaining to our services and facilities. 

Institutional Repository 
UNIMAS IR IS developed to collen, preserve, manage and disseminate the digital 

intellectual output and property of the entire Unl',e~lty With the obJ(>(l ive for 

IncreaSing the vIsibility of UNIMAS authors and researchers. The Cent re for Academic 

In/ormation Services ((A!S) is responsible In estabhshlf'lg, collaborallng, managing, 

maintaining and disseminating the content of the Repository. Access to the content 

ISsubjected to the Access Policy 

Computer Laboratories 
The computer laboratories are available at 

level G and level 1. (AIS provides about 

170 PCs and access to the Internet IS 

available to all users. 

CAlS HANDBOOK2 1 20 
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FACILITIES 


Patron Shelfcheck System 
Patron Self Checl::. System IS a faohty provided 

to enable p.ltrons to cnec,,-out matenals 

without having to queue up at the Customer 

5ervlceYCirculat!on Counter. Two (2) uMS of 

the Patron Check-out machines are available 

on Level G. (AIS and One (11 unit at (AIS-Pr!:' 

UniverSity Studies for this purpose. 

Book Drop/Book Sort 
Smart Check.-m System !Book Drop aliOM 
check-In 24x7 to enable use~ 10 return 

matenals at their convenience Book sorting 
faolitles with fIVe (5) bIOS are also available 
The Book Oropl Book Sort ~ dUe5lble from 
al the terrace next to the Main Entrance. 

22 

Electronic Security
System 
An electronic secUTity system 15 !" 

operation to ensure thelt all malena1s 
are properly issued and to prevent the<r 
unauthorized removal from the Cel"lii:' 
DI!.Clplinary action will be taken dga1r'ls' 

anyone found removing matel' ats 

Without proper authorization. 

WiFi Facility 
Wifeless mternet access IS ava 1010-e 

throughout the bUildulg Should yO!.; 

reqlJre aSSIstance please approach ."'f 

help desk for at Centre fOf lnforrna: ....... 
and Comml.lrllcatiOn Te<hnoloq~ 

Servrces which is Ioca,ed at the lOY,,@,, 

Ground floor, CAiS building . 

21 



FACILITIES 


Patron Shelfcheck System 
Patron Self Check System IS a faClhty provided 

enable patrons to check-Qut malenals 

'hOU\ haVing to queue up at the (L.'stamer 

$erv;ces/C!fculallOo Counter. TV'-IO (2) units of 
'~ Patron Check-out machines are available 

~ level G, (AIS dnd One (1) unit at CAIS·Pre 
.Jr" ..efSlty Studies for thiSpurpose 

Ik Sort 
'Soot;. Drop alio'h'S 

Itloe U5e~ \0 return 

_ ~e Book sorting 
ii. a-e also available. 

~0()1"': IS acCesible irom 

E V-3Jn Entrance. 

Electronic Security
System 
An elec:ronic security system is in 

operation to ensure that all materials 

are properly ISSUed and 10 prevent their 

unauthorized removal from the Centre 
Disciplinary action will be taken agamst 

anyone found removing materials 
without proper authorization . 

WiFi Facility 
Wireless Internet access IS available 
throughout the builolng. Should you 

require assistance please approach the 
help desk for at Centre for Information 
and Communication Tl?Chnoiogy 
Services which IS located at the lower 
Ground Floor, CAIS bUilding. 
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FACILITIES 


Auditorium 
located at L~! G and with a capaCIty of 150 
people is available fOI conducting seminars! 
conferenceslWorkshops, The auditorium is 

eqUIpped With various facilitIeS such as a PA 

system, an LCD prO)ector, and also Wi-Fi. The 
AudltOflum has a capacity of 150 people The 

Auditorium IS the venue of chOICe for seminars 

and other UNIMAS activities 

classes and workshops. 

Discussion Rooms 
SIX (6) units that can 

accommooate around 20 

people each are available 

for users to conduct foru ms 

and group discussions 

These rooms are available .'It 

Level 1 near the Reference 

Counter and level 2 

Exhibition Area 
A big exhibition area IS 

available at level G to cater 

for multi-purpose actiVi t ies 

ThiS area IS adjacent 10 the 

,A.u ditorium near the main 
entrance 

Student Lounge 
ThiS lounge is meant 

for all students to come 

and rest while haVing 

light d i scu~sion s among 

themselves They are 
allowed to bring food 

Jnd drinks into the room 
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FACILITIES 


Discussion Rooms 
SIX (6) units that can 

accommodate around 20 
people each afe available 

for users to conduct forums 
and group discussions.. 

These rooms are available at 
Level 1 near the Reference 

Counter and Level 2 

ExhibitionArea 
A big exhibitIOn area IS 
available at level G to caler 
for multI-purpose actwi{le5 

This area IS adjacent to the 
Auditorium near the main 
entrance. 

Student Lounge 
This lounge .s meant 
for all students to (ome 
and rest while haVIng 
light discusSlOI'ls among 

themselves They afe 
allov.red 10 oong food 

.md dnnKs Into the room 
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FACILITIES 


c, 

Food Kiosk 
Tnere IS a Food KIOsk located 
outside the lower Ground 
Floor of CAIS bUIlding and It is 
operated by students from the 
Entrepreneurship Club. 
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FACILITIES 


Food Kiosk 
There IS a Food Kiosk located 

outside the lower Ground 
Roor 01 (AJ$ bUilding and It IS 

opera!ed by studenls from the 
Entrepreneurship Club 

Social Hub 
The auditorium's lobby has 

been designated for the 
Centre's Social Hub where the 
users as well as for group or 

mdivldual study and mobile 

phones friendly area . 
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RESOURCES 


CaIIectIan 

Open Shelf Collection 
Mainly requested by Faculties 
I1nstitutesiC entresw 

Red Spot Colleclion 
Te~tbooks, I{'cture notes, 
articles requested by lecturers 
placed on restricted loan 

Theses and Dissertations 
Includes Bachelors. Masters 
and PhD theses by UNIMAS 
students and academia. 

Reference Colle<tlon 

Encyclopedias, statistics, 

dictionaries, guidebooks, 

indexes and bibliographies. 


Serial Collection 
Periodicals, Annuals. Annual 
Reports & numbered bulletins 
published in series. 

Newspaper Colle<tion 

Major local and oyer~as 


newspapers. 


Media Collection 

Audio, video cassettes, 

compact disc, DVos, 

multimedia CO-ROMs, slides, 

microfilms, microfiches and 

kits. 


Maps and Atla~ 


Aerial photographs and 

topographiC maps of 

Malaysia. Brunei and Asia, 

acqUifed from the Malaysian 

Department of land Survey 

and The Malaysian Geological 

Department are available. 
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La...... 

Level l (Socia l Science & 

Humanities) 

Levei 2 (Science and 

Technology) 


level G . Circulation 

Counter 


Placed in Red Spot 

Collection, level G-

Circulation Counter, 

users can check the t it les 

th rough the Web OPA( 


level l, indicates by 

the lener ' r' before the 

classification number. 


leyellG - Serials Counter 


LevellG 


Level G - Media and 

Special Collection Counter 


Level G - Media and 

Special Coile<tlon Counter 
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Available for 
loans 

Can be used in 
the centre on a 
2-hourly bdsis 
and/or overnight 

Can be used in 
the centre on a 
2-hourly baSIS 

Access in C AIS 
only 

Access in CAIS 
only. Bound 
Journals are 
available for 
loans for 2 week. 

Access 111 CAIS 
only 

Ayallable for 
loans for 2 week 

Access in CAIS 
only 

Online Databtlses, e-Books 
and e·Journals 
CA1S subscribes to a number 
of online databases based 
on subjects of programs 
offered by the University. The 
t itles include SCience Direct, 
Spnngerllnk. Scopus, Hospital 
Package, IEEE Xplore, ACM 
Digital L brary and Emerald 
Management e·Journals. 
E-Books mclude Safari Tech 
Books Online, Books24~7 

and Encyclopedia Britannica. 

Special Collection 
Th iS is a reserve collection, 
which comprises of Borneo 
collection, UNIMAS col lection 
as well as Prr yate collections. 
The Special Collection also 
houses the newspaper 
cuttings. 

Medical & Nursing Collet:tion 
All range of knowledge 
resources provided by the 
Centre. Selected medical 
titles are also available at IlF 
Sibu 

UNIMAS Institutional 
Repository 
Materials such as research 
journal articles, and digital 
versions of books, theses and 
dissertations, also include 
other digi ta l assets such as 
books, awards and etc. 

Pre Universi ty Studies 
Collection 
Provided mainly for Pre 
U" \II?(Slty Studies students 

Online 

Level G . MEa: . 
Special C~~ 

CAIS - Mea.a 

Online 

CAIS· Pre '-' 
Studies 
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Counter, 
check the titles 

the Web OPAC . 

,ndICates by 

RESOURCES 


~ner 'r' before the 
number. 

lG • Senals Counter 

G · Media and 
I Co:leclion Counter 

G· Media and 
Colle<tlon Counter 

28 

-

Available for 
loans 

Can be used in 
the centre on a 
2-hourly baSIS 
and/or overnight 

Can be used in 
the centre on a 
2-hourly baSIS 

Access in CAIS 
only 

Access in CAIS 
only. Bound 
journals are 
available for 
loans for 2 week. 

Access In CAIS 
only 

Available lor 
loans for 2 week 

Access in CAIS 
only 

Onlme Database5, e-Books 
and e-Journals 
(AIS subKrlbeS to a number 
01 onhne databases based 
on subjects of programs 
offered by the Uni'lerslty. The 
titles include Science Oire<t, 
Spnngerllnk. Scopus, Hospital 
Package, IEEE Xplore, ACM 
Digital library and Emerald 
Management e-Journals. 
E-Books Include Sa/an Tech 
Books Onhne, Books24x7 
and Encyclopedia Britannica. 

Special Collection 
ThiS is a reserve collection, 
which comprises of Borneo 
collectIOn, UNIMA5 collection 
as well as Private collections 
The Special Collection al~ 
houses the newspaper 
cuttings. 

Medical & Nursing Collection 
All range of knowledge 
resources provided by the 
Centre. Selected medical 
titles are also available at ILF 
Sibu 

UNIMAS Institutional 
RepoSitory 
Materials such as research 
Journal artICles, and dIgital 
versions of books, theses and 
dissertatIOns, also Include 
other digital assets such as 
books, awards and etc. 

Pre University Studies 
Collection 
PrOVided matnly lor Pre 
University Studies students 

IP authentication 

Onhne and remote 


access 

Access In CAIS 
on ly. Available Level G - Media and for loans forSpecial Collection Counter 
academic staff 
for 1 week. 

Available lor CAIS . Medical 
loans 

JP authentication 
Onl'ne and remote acc 

'" 

CArS · Pre University Available for 
Studies ladns 
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RULES AND REGULATIONS 


Loan Eligibility 
• One must be a registered member. 
• 	Borrow according to privileges. 
• 	Should not borrow material for another user. 

• 	Not allowed to borrow If user has overdue fine or book. 

• 	 U~rs are responsible to ensure that all borrowed matenals have been 

properly recorded, th is can be checked via AnJung Unlmas/CAIS 

NotifICation or through My Account In (AIS Website 

• 	Fine wi ll be Imposed If material is; 

• Overdue 
• Vandalised 

• Misplaced materials iusers will be given 2 weeks to search or replace With 

same title and edition or latest edition). 

Material Booking 
BookinglReservation is only allowed for book.s on loan or in process. 

Renewal 
Renewal is not al!owed in the following situation: 

• Patron with overdue fine 

• Patron with overdue book 

• Book is recalled by CAIS 

• Damaged item(sl 

Overdue and lost items 
Fines are charged for overdue items. 

• Open Shelf Collection: 20 cenVday 

• Serial collection: 40 cent/day 

• Media collection: 20 cent/day 

• Red Spot Collection: 20 centlhour 

• Theses and dissertatIOns: 20 centlhour 
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For 10SI Item the borrower will be cha'~ ­
the Item or a replacement of the ,tern be-.:I 

For an item that was received as 9 ft. ...,.: t 

replace the Item With Similar title HQr..'~!"" 

the borrower w ill be charged based 0I'l . >? 

I.e. RMO.20 per page for local pubhca" {Y 

for foreign publication. An addltJOr1il ""!"SCi 
RM 1 0.00 fine win also be Imposed 

Anyone caught defaCing/teanng pages at.:" 

JournaVmedia) shall be reqUired to pay l\'\ "" 

material. Anyone caught trying to smuggllf 

journaVmed,a) shall be suspended membt--:;"" 

Their names wil l also be submitted to ~~.e 

Committee for appropriate action 

Fines for overdue/lost books 
• 	Ten (10) days before a book. IS at.e a 

emalled to the borrQl.'Ver. 

• 	Courtesy reminders will be sent througt 

one (1), two (2) and three (3) days 0 .2'"00..0; 

• 	One (1) week after the overdue da',: c· d C 

\I....ill be sent. 

• 	 If no response IS received from the hero 
be sent one (1) .....'eek. thereafter. 

• If there is still no response from the bor"roI' 
the third reminder, the book: 15 cCV"Sldere 

reqUIred 10 replace the book. w1th a 

anginal price of the book. 

• 	No refund will be made once paymen' '"'.as 

Usage of Carrel Rooms 
• 	Reservation from outSide (AIS IS no: a 

• 	Only registered members are eligible :0 ...". 

• 	Only one user is allowed in Of\e cow? mer 

• 	Personal belongings left In the room OIl! 

the lost and Found and Wi ll be h i>' b • 

also Will be milde th rough (AlS \'JeOS,"e ~ 

• 	Users who mIsplace the keys \"~ be 
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RULES AND REGULATIONS 


l"' 
fa anomer user 

I\a~ overdue fine or book . 

re that all borrowed materials have been 

dt' be checked via An)ung UnimaslCAIS 

ocouni In CAIS Websi te 

~ 	05. 

be 91'.-en .2 'Neels to search Of rep lace With 

eo uon). 

~ 00( books on loan or In process. 

: kN. og situation: 

' = 
:?"":..~. 

For lost Item the borrower will be charged twice the original price of 
the Item o' a replacement of the Item be made. 

For an item that was received as gift, the borrower is reqUIred to 

replace the item with similar title However If the Item IS out of print, 

the borrower Will be charged based on the total number of pages 

i.e RMO.20 per page for local publication and RMOAO per page 

for foreign publication . An addit ional RM50 00 procesSing fee and 

RM10.00 fine Will also be Imposed. 

Anyone caught deiacingltearing pages out of any material (book! 
Journal/medldl shall be required \0 pay tWice the original price of the 

material. Anyone caught trying to smuggle out any material (book) 

JournaiJmed;a) shall be suspended membership for one (1) semester. 

Their names will also be submitted to the University's Disciplinary 

Committee for appropriate action 

Fines for overdue/lost books 
• 	Ten (10) days before a book is due, a courtesy reminder WI ll be 

emalled to the borrower 

• 	Courtesy reminders Will be sen! through email after the books IS 
one (1), two (2) and three (3) days O\Ierdue. 

• 	One (1) week after the overdue date of a book, another reminder 

will be ~nt. 

• 	 If no response is recewed from the borrower, a third reminder will 

be ~nt one (1) week thereafter 

• 	 II there is still no response from the borrower two (2) weeks alter 

the ihlrd remInder, the book is conSIdered lost. The borrower 15 

reqUIred to replace the book WIth a SImilar iltle or pay twice the 

onginal pnce of the book. 

• 	 No refund wil! be made once payment has been efle<:ted. 

Usage of Carrel Rooms 
• 	 ReservatIon from outSIde (AIS IS not allowed. 

• 	Only registered members are eligible to use the facility. 

• 	Only one user is alirnNed in one carrel room at any time. 

• 	 Personal belongings left in the room will be taken and recorded as 

the Lost and Found and will be kept for 14 days_ Announcement 

also will be made through (AIS \"Vebslte and notiCes 

• 	Users who misplace the keys Will be charged RMSO.OO. 
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RULES AND REGULATIONS 


Copyrights 
Illegally copying and distributing any registered copyright malenals 

are prohibited and users who are found doing the wrongful act are 

infringing the Copyright Act 1987 (Act 332). The Centre shall not be 

responsible for any dispute that may arise from the wrongful conduct 

committed by users. 

Eating and drinking 
Food may only be consumed in the designated places, such as at the 

Food KIOSk., Student lounge and Social Hub. 

• 	Users who are (aught eating/drink.ing In areas other than 

mentioned above will be asked to leave (AIS & hislher name will 
be recorded for further acMn 

• Refreshments are permitted in discussion rooms only when pre­

ordered for formal events subjected to approval by ttle Centre 

• 	Non-alcoholic drinks are acceptable in the public areas of the 

library building, and should be consumed in non-spitl containers 

such as mugs with lids, or in bottles 

• 	Alcohohc drinks are not permitted anywhere In the Centre 

• Users are advised to throw their rubbish into the blfls prOVided 

Cell Phones/Handphones 
All cell phones usage in the library should be kept to a minimum. 

If you must be on call, set your ring tone at the lowest level. Please 

respect others by keeping conversations at low levels. If It IS necessary 

to use a cell phone while you are in the library, choose one of the 

folloWIng locations: 

• 	The main lobby 
• Pubhc spaces away from qUiet study areas 

• 	Free Ringln9 Zone 

However, main:enance personnel may use (ell phones In all areas as 

needed. 
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Offices 

Chief librarian's Office ~ 

Skills and ProfesSional Development 
& Quality Assurance Management .e 

Administration, Finance & Asset .....Management 

Virtual Services '" 
Management & Maintenance 01 

Library System '" 

Reference and Information Services to. 


Digital Collection Development ,,", 


Promotion and Internalization 
 "­
Customer SelVices/Circulation "" Research Support 	 .£" 

Collection Management ...... 
Knowledge Resources AcqUisitIOn ~ 

Te<;hnical Management "" 
Preservation and ConseIVation5erv ces 

Counters 

Chent Services '" Circulation .N 

Media & Special Collection -;: 

Reference & Information "" 
Serials '"" 
CAIS-Pre University Studies C... 

CAIS·Medical 	 .? 
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OFFICE AND COUNTER DIRECTORY 


~h<J: 19 any registered coPYright materials 
M"wj are found doing the wrongful act are 

. ~ .1987 (Act 332). The Centre shall not be 

'= ,--.<1, may arise from the wrongful conduct 

lking 
,-","<ed 'n the designated places, such as at the 

-"'9t and SOCial Hub, 
.ugr ' eating/drinking in areas other than 

be as'(ed \0 leave CAtS & hislher name wilt 

"E'" a(t1Ol"l 

f'I"!" _oed In diSC USSion rooms only when pre­

~.e"'lS subjected to approval by the Centre 
s .,,--e acceptable in the pubhc areas of the 
: ~Id be consumed In non·spill containers 

~ at n bet1les 
"'Ol oerrn.ned anywhere in the Centre 

m.v !ilelr rubbish into the bins provided 

andphones 
- !1'e library should be kept to a minimum. 
se~ your nng tone at the lowest level. Please 

-3 COf' :ersatlons at low levels_ If It IS necessary 
.: ~ are 10 the library, choose one of the 

~u e: study areas 

E0I!'SClflrl!'! may use (ell phones in all areas as 

Offices 
General Telephone 

Number 
(Oal·S8 XXXX) 

Chlei librarian's Office 

Skills and Professional Development 
2. Quality Assurance Management 

Administration. Finance 2. Asset 
Management 

Virtual Services 

Management 2. Maintenance of 
Library System 

Reference and Information Services 

Digital Collection Development 

Promotion and Internalization 

Customer Services/Circulation 

Research Support 

CollectIOn Management 

Knowledge Resources Acquisition 

Technical Management 

Preservation and Conservation Services 

Counters 

Chent ServiCes 

Circulation 

Media & Special Collection 

Reference & Information 

Serials 

(AIS·Pre University Studies 

CAIS·Medical 
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level 3 

level 3 

level 3 

level 3 

level 3 

level 1 

level G 

level G 

level G 

level G 

level G 

levellG 

levellG 

level l G 

level G 

l evel G 

leo;elG 

Levell 

levellG 

UNIMAS East 
Campus 

level G, FMHS 

3899 

3927, 3895 

3892,3928,3929, 
3918 

3985 

3926, 3889 

3923, 3924 

3915 

3841 
3916 

3916 

3886 
3907,3909,3911 

3906 
3908 

General Telephone 

Number 


(082-58 XXXX) 


3919 

3922 

3920 

3924 

3910 

24 1612475 

082-581000 
ext 5151 
internal: 8-5151 
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MANAGEMENT DIRECTORY 
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MANAGEMENT DIRECTORY 




Pusat Khldmat Maklum .. MANAGEMENT DIRECTORY 
UNIVERSITI MALAYS IA 

For Further enquiries. contact: 

Centre for Academic Information Services (CAtS) 
Universiti Malaysia Sarawak 
94300 Kota Samarahan 
Sarawak, Malaysia 

Tel: +6082·5388991665157 
Fax: +6082·665156 
email: cais@unimas.my 
httpll;W'NW.cais.unimas.my 
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