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SUBJECT}NMAutomated Document Storage and Retrieval System

POy ASEE'DISTRIBUTION

1. Torwarded for your information is the Automated Document Storage

and Retrieval Svstem Manual.

2. 1hi svstem is part of the Department of Defense Intelligence

Data Handling System's (IDHS) -Automated Document Storage and Retrieval

System, set up at major headquarters using the AN/FYQ-43 Document Data
" Processing System, manufactured by FMA, Inc., and known commercially as

the FileSearch system.

3. This Manual has been prepared by Mr. A. E. Palmerlee, FMA's
on-site Systems Analyst, as a comprehensive operating manual for personnel
assigned to the system at MACV and for other commands retrieving documents
from MACV-generated film. This Second Edition includes changes and additions

tu the procedures set forth in the First Edition.‘
. dated to show their latest revisionm.

4, Comments or recommendations for changes or additions to the

Manual should be submitted to this Headquarters, ATTN: MACJ261 (CDEC)
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... CHAPTERI

THE FILESEARCH SYSTEM

A, STORAGE AND ‘RETRlEVAL PROCESSES

The opei‘afibn of FileSearch system at an installation involves three primary
" functions: storage of documents, file maintenance, and retrieval. The FileSearch -

System General Information Manual, available. from FMA and its representatives,

e e e o st o o,

- . contains a general description of these processes and is recommended as supplementary

reading.
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\, 1. Storage of Documents

The flow of processing documents into fHe-sysfem is shown in Fig. 1-1;

Documenfs are lndexed by wrlhng their descrlphons or index terms on an index form.

The mdexmg process is described in more detail in Chapter Two. The index terms, key~

punched into one or more cards 'on fhe FileSearch Flexownfer (Flg. 1-2) are transcribed

into machme-readable codes (Fig. 1- 3) The keypunchmg can be verified by reading - |

- the cards on the Flexcwnter and comparlng the typed"copy with the terms on the index

form.
‘ A

Next the documenf, |nd;x form and cards are recorded usmg fhe FileSearch
| Record Unit (Flg. 1-4), The first page of the documenf is posmoned on the table of the
~ Record Unit, and the first index card is inserted into the card reader, causing the docu-
ment and code to be imaged onto 35mm microfilm (Fig. ]f5)..) The film is cbfcrﬁufically .
advanced so fhaf'sUcceeding pages and index A’curds can be recorded. The last page to
be phofographed is fhe index form." If there are more pages than curds a blank ‘card is

used to trigger the camera., Recording is dISCUSSEd *%n more detail in Chapter Four.

When the flilm in the Record Unit magazine is processed and edited (viewed
'and spliced), the master film, containing the current document acquisitions, is ready for
processing into the file, ‘It is a negative fllm, so called because the dark and light

areas of the original appear reversed,

The documents, index forms and cards are h‘eldunfil the film has been

verified..

* The index form can be used to monitor retrieval.

“ ]_2 .- ‘ . _' . ¢ ‘,* ’ JUL 1967 '
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FILESEARCH RECORD UNIT

Figure 1-4,

TYPICAL FRAMES OF FILESEARCH FILM
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2, File Maintenance

'*' The file maintenance operdfi'ons (Fig. 1=6)-include the distribution of File="

Search film to other users, the formation of the working film files, and verification of

“the film. These procedures are discussed in more detail in Chapter Five.

The FileSearch Retrieval Unit (Fig. ]>-7) is used to check the film (Check _
" Mode) and duplicate fhe film either by Eopying every'frame (Copy Mode) or by auto-

’ maflcally selechng documenfs mafchlng a requesf (Expand Mode).

In the Check Mode, the first page of a documenf is‘displayed on the viewer

of the Retrieval Unit if the document. contains an error, The error can be caused by:

a. An irﬁproperly coded character; that is, each character must have
an odd number of ones, or. odd parlfy (See Fig. 1-8).

b. An mdex term havmg more than seven characters, that is, a fcb error.

c. A document whose indexing does riot match the request. .For example,
the request used to check the master film could ask for all documenfs
classified Secret or less which are indexed with a source, document number,
date of document;, date of indexing and indexing unit. Since it is assumed
that all the current acquisitions should be so mdexed only error documents
will be displayed on the screen.

In the Copy Mode, an exact duplicate (1:1 copy) of .e.\/ery frame on the
,master film is made‘.v In the Expand Mode, all pages of each documenf‘mafchir‘\g the
request are duplicafed onto film. Thus the mode used to prepare film for distribution to

other users will depend upon requirements.

The film duplicated from the mqsfer film is a second generation positive (2P).
The code is positive and the image is the same as the original with respect to dark and

_ light areas.

16 T 1967
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\
Character . Binary . Film Negative Fi]m Positive Punched Data -
@ 0000001 ° . e
] 0000010 ° ‘e
. 2 0000100 , ° 3
: 3 0000111 | ° ‘000
4 0001000 ‘ e e
5 0001011 | o o oo
6 0001101 . | L Y
- 7 0001110 |- — e . e-'ee
8 0010000 ° o
9 0010011 o o : o0
- - 0010110 o o :00
/ 0011010 o o0 o
e 0011111 - . '..':...
- space - -~ 0100000 | B o0 -
A 0100011 ! | . e o : w0
B 0100101 I B e e 00
-~ C -~ 0100110 | W _ B ° e oo
D 0101001 - N | 18 e oo o
E 0101010 1 ] oo o o
F. 0101100 ] , . o o o0
G 0101111 K n (] ® o o-000
H - 0110001 || [ | [ ] o 06 o
; 1 .. 010010 | mm m | |m °© oo
;y or ormoinn .1 M EE n o 00 000
J 1000011 B B | ] ee. oo
K 1000101 | | | e 00
L 1000110 | | | INE e 00
M 1000000 | W W} oo o: o
* N 1001010 . |} | . o0 o @
o) 1001100 | H©HE oo o0
P 1001117 = EBEER oo o-00e
Q 1010001 B - N e0o o - o
R 1010010 W e0 o - o
- 1010100 |m" o o 0
car. ret. 1011101 B [ ] o0 e00 o
and 1011110 | oo oco-00
S 1100100 | 066 - o
T 1100111 IR eoe 000
~u -, 1101000 | oo o
vV | 1101011 ] eee o: o0
‘W 1101101 (il eee o0 o
X 1101110 o0 o-00
Y 1110000 eoeco -
y4 1110011 eoce : oo
‘stop code 1110110 e00e 00
/. oo - 1111001 . esece: o
tab 1111100 000066°0
delete | 1111111 . e0000.000
’ ' T
Figure 1-8, FILESEARCH BINARY CODE
JuL 1967 S
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Just as film is distributed to ol'her’FileSearch sites, film is received from

other sites.: This film, when combined wﬁh the posmve copy of the film you have

ritres kb s e e

e i

" recorded, contains documents arranged in opproxrmate chronologlcal order. It is used

~—to form the working. files. whuch are sfructured into categories so as to mlnlmlze access

N

time to requested documents, - These fcategorles will |n|’r|a||y reflect the same orgcmlzu-

tion as your present manual flles.

By requeshng all documents pertcnnmg to Cuba, for exumple, and searchmg
the posmve film in the Expand Mode, all dOCUmenfs conceming Cuba will be copled
via the 1:1 camera, onto film. This process is fhen repeafed for. other categories of the
working files. The processed f||m is cut into sfnps, and each strip spllced onto the
appropriate reel of the working ||brary. The file expans:or\ operation can be checked -
by searching each reel in the Cheéck Mode with the corresponding request used for file

expansion.

The term "file expansion” derives. from the fact that the volume of film in the
workmg files is increased. One documenf could appear on several reels such as Cuba,

The Dominican Republlc and Government cmd Pollhcs. F||e expansron is analogous to

cross filing duplicate documents in a mcmucll system. -

The working files contain rhi-rc!. generation negative film. Within one reel,

- the documents are arranged in opproximcte chronolqgical order, and latest acquisitions

are the first searched during retrieval. (See Fig. 1=9.) The positive film and master
negative are held in the retention files. These reels are not normally used.in processlng

requests, but are used if it becomes necessary fo reform a working reel.

S e e e

e gm0 s e
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3. Retrieval

The flow of processing a requesf for documents is shown in Flg. 1-10.

Refrlevol fechnlques are presented in more detail in Chopfer Four. ~~

A request can be recerved in person, via the felephone, or in wrlflng. It
can take several forms: for example, it can -ask for a specrfrc document or a series of
documents which require seorchlng several reels; it can ask for q verbai answer (such as

"No message has been recelved"), a hard copy ‘of the documenfs or a statistical count.

by writing the request terms on a form. The request is tien entered into the Monuol
Entry Retrieval Console or o\requesf card is punched and the proper reel selecfed from

the working files.

The operator of the Retrieval Unit mounts the reel and selects the output mode:

a. In the Browse Mode, the first page of a document matching the request
is projected on the viewing screen. By depressing the proper switch, the
operator can view succeeding or previous pages, make a hard copy of any
page he wishes, and continue searching or rewind. In this mode, the Unit .
operates as it does in the Check mode, except that matching (not erroneous)
documents are recovered

b. In fhe Retrieve Mode, hard copies of each page of mofchlng documents
are automatically produced, and search is automatically continued. In this
mode, the Unit operates as it does in the Expand Mode, except that hard
-copies (not film copies) are produced. :

c. In the Count Hits Mode; the Hit Counter d|sp|oys the number of docu-
ments which match the request.

In all of these modes, the Retrieval Unit oufomohcolly rewinds the film when

the reflechve morker at fhe end of the film is sensed

-

e |  JuL 1987

, _Whafever its form, it must be fronscrlbed into F||eSeorch language onologous to mdexmg, «.

&



DR TR
s TN

REQUEST

CODING

KEYPUNCHING
(FLEXOWRITER)

WORKING FILE

"COUNT HITS MODE
, <
SEARCH AND OUTPUT - , Se—
‘ ———2{[0]{0{0[2{5]}
L (RETRIEVAL UNIT) ) [0{0[2]5]

RETRIEVE
MODE

BROWSE MODE ,
. EXPAND

2 g < >
.- . MODE
IMAGE : '
i ON HARD ‘
SCREEN COPY REQUESTOR
. . . l‘ ‘/

S
b

JUL 1967

Figure-1-10, RETRIEVAL OF DOCUMENTS

| . 1-13
. :

o
4 4
i . %
ey
i
.
i
i
N
i
\
e e



B

Some requests may require modification in order to recover the requested

documents. The request can be altered by changing switches on the console of the:

Unit, or by restating the request and repeating the retrieval procedures,

It is usually most desirable to search negative film;

negative images of
textual_ materials_are: less- fatlgumg to view: cmd result-in positive hard copies.  This is

o)

JUSIPURNTHITOR I

a major reason for using negative film in the working files.

L3

4.

Control Procedures

‘During all of the opercutlons involving FileSearch, system controls

(e. 9.,
verification, identification, securlty) clre used. Some methods for applylng these .-
controls are discussed in the followmg chapters. |

‘

J/x
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B.  THE MACV SYSTEM .

1. Mission |

The Aufomafed Document Sforage cmd Retrieval System has been esfab—

“Tished as an automated archival repository for all raw" mfelllgence documents? 'As“‘*““’w e

such. it receives these documenfs from the producing agencies, indexes them in depth
and records both the documents and the mdexmg on microfilm. This data base is then

available to all intelligence organizations in Vléf Nam for selective retrieval to meet

* their specific needs.

2, The Inpr Cycle /

Documents ¢ are indexed as they are received by the Codmg Sechon.
They are then transferred fo the Machine Room where the indexing information is -
keypunched on flexowriters into paper tape. As the paper tape is verlflad, it is also
converted to edge=punched cards. These cards are recorded along W|i'h the original
documents onto 35mm microfilm using the Record Unit. The paper tape is stored for .

future interface with digital computer systems.

3. The Retrieval Cycle

Two basic types of retrieval will be run, analyst queries and film dis-

semination. Figure 1-12 is a flow chart representing the complete retrieval cycle.

a. Queries. The standard output from the system will be in the form
of specific requests run for md|V|dua| analysfs These may be submlffed by any
mfelllgence organization, either in person, or by telephone, letter or message .
Each question is coded as it is received. This will normally be done directly on the

request console,; although a request may be entered using an edge-punched card.

,FEBIS.SB B} : : ‘\ i ,v, — .-;_..,,_Am_».l,,_dls-, ,.,-, e
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Requesfs with llmrfed output w:lI be run using the browse mode in
which documents retrieved are dlsplayed on the readmg screen of the Retrieval Unit, -

and hardcopy may be made as desnred On the other hand, when exfensnve output is’

: expecfed fhe Retrleval Unit wrll be operafed in fhe ‘expand mode with the output in

fhe form of 16mm mlcrofllm for use on an off-lme reader or reader-printer.

b. Dlssemmahon. For mstallahons that have mlcrofllm readers

available, rouhne dissemination of all documents on a parhcular area or subject of
interest can be made at regular intervals. For this fype of oufpuf a sfandard query

will be prepared on an edge-punched card, and then run against all new film since

 the last dissemination was made. Oufpuf W||| be in the form of 16mm microfilm.

FEB 1968 | 1-17
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C.  RELATED PUBLICATIONS

].

The reader is referred to these FMA publiaafions:

a. Opérafing Manuals » \
1) - The FileSearch System General lnformahon Manual - describes the

- storage, " file maintenance and retrieval processes; includes pictures and speci=

fications of the equipment; gives examples whlch do not use IDHS indexing;
lists deflnmons of terms,

2) FileSearch Flexowriter Instructions - describes the operahon of the
Flexowrlfer, punchlng, reading, and duplicating cards,

3) FileSearch Record Unit Instructions for Models 1225A and 123 -
describes the operation of the Record -Unit; making leaders and trailers;
choosing exposures; setting the frame counfer, Ioadmg and unloading the

magazme, correcting errors,

4) FileSearch Film Mamfenance Instructions = describes the storage

" and processing of film; splicing; forming reels; special leaders and trailers.

JUL 1967

5) FileSearch Retrieval Unit Instructions for Mode|§ 1125A and 113 -
describes the operation of the Retrieval Unit; functions and terms related to

“retrieval; use of the console switches; mounting film; loading the printer;

loading and unloading the file expansion transport module; procedures, for
interpreting and correcting indicated error or alarm conditions, -

b. Applicaﬁon Notes

FMA has established a series of bulletins concerning various aspects of,
the appllcaflon of the FileSearch system (Application Notes). Af the present
flme, the following list of titles is available. Information concerning the

latest additions can be obtained from FMA or its representatives.

1)  Tags (ANP865102) - describes the significance of fhe use of tags to
identify index or request terms. '

2) Variable Length Descrlpfofs (ANPB65103) - des.cribes the use Of
variable length index terms and the corresponding retrieval techniques.

é



B erencedthrobghaﬁf \fhis gUidéoﬁ The')""cre“avai|ab|e*‘fhréugh***appropriqtev chqnne'ls frome

3) ‘The Uses of the Conhnued Function (ANP365104) descrlbes the
use of continued mdex terms and fhe corresnmdmg function of the Retrieval
Unlf : { . .

i

2. The reader is also referred fo these government publications, which are ref-

| Defénse Intelligence Agency
Washington D.C. 20301
ATTN: DIAMS-1

' a. Automated Document Sforoge and- Refrlevol Guude, Infelllgence Dafc

Handlmg Sysfems (IDHS), June 1965 Defense Infelllgence Agency: describes the

Minicard and FileSearch sysfems, prescribes, the standard codes and.indexing rules;
appends detailed: indexing instructions for certain types of information; includes the

Area Classification Code and- Department of State Post Locator Numbers, classified

" Confidential. (Ref. 1)

b. The Infelligence Subject Code, '|afesf edition, United States Intelli-

gence Board, Committee on Documentation: describes the hierarchic classification of
subjects; gives the six-digit codes; lists applicable modifiers; notes apphcchon of ,

primary and secondary qrea rules. (Ref. 2)

.1-20 -

- JuL 1967

‘r.?:‘.’




ety

OPERATIONS

MACHINE
OPERATIONS

EXPAND

.'Q'

MANUAL
OPERATIONS

KEYPUNCHING

DECISION \

- - BROWSE -

8
MERC

SELECTIVELY
PRINT -
'HARD COPY

U FILM SPLICING

"~ | DOCUMENT OR
| cope sHeer

EDGE-PUNCHED

| carD-
y |
| EAM CARD
- PUNCHED
PAPER TAPE

 MEDIA

Negative

1000 FOOT
REEL OF
35mm FILM

1000 FEET
OR LESS OF
35mm FILM

16mm F".M
: ¢

’

JUL 1967

Figure 1-13.

- 1-21 -

Flow Chart Symbols



CHAPTER I -

* INDEXING

A. GENERAL

\

Each document must be properly described or indexed in order for it to be
properly retrieved, Ivndexin‘g consists of analyzing a document to se‘le-cf the broper
descripfors and envc(:odi_nvg these descrip-fors as index terms. The guide issi.Jed by DIA
(Ref. 1) contains a lucid description of the indexing process. Indexing is critical to

. accurate operation of the system. An incorrectly indéxeﬂ document mighf be ‘o’vér-
looked during search when it contains ‘vifcl ‘informqfion’, or it might be retrieved when

it contains irrelevant information (a false drop).

-

{

CoduLtssr -
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" B.  INDEXING IN DEPTH

The FileSearch system permits indexing in depth; there is no restriction on the

" number of index terms (descriptors) which can be assngned to a documenf To illustrate,

a State Department publication on Cambodia (Ihe first two pages are shown in Fig. 2-1):

might be described in depth as follows.

DESCRIBING A DOCUMENT

~ KIND OF DESCRIPTOR - -
" About the document: -

Reporting Agency .. . e e

Publication N'u.mber e o
Date of Document . . . . .

Enclosure (nof shown) . . . .

Security Clcssmcahon. -

The document is about:

COU““’Y o s c' 0‘0 .. e o e ¢ o

City . .
City .

Persona“f}’.. o'.o e o o ¢ o o o

Installation + 4 ¢ ¢ ¢ o ¢ ¥
sUbieCts [} .l. [] [ ] L] [ ] 1 2 ] [ ] o L]

Counfries e o & o o .t o o o o

e & o o -~ o =

- 2-2

 DESCRIPTOR IN CLEAR TEXT

. Prince Norodom Sihanouk,
- of state

{

Dep't. of State, Office of

Media Services

7471 : : ~ e
June, 1963 : ' ' -

. Map of Southeast Asic
. Unclassified

" Cambodia , in Southeast Asia

Phnom Penh
Sihanoukville o _
chief ; ‘

Khmer-American Friendship Highway
Cambodian language and culture

Constitutional form of government

Agricultural economy
fice, crop
- rubber, exported
Foreign aid
United States
Communist China
- Russia

I 1987



.More than 4 million of the Kingdom's 5
-million people are Cambodians, or ethnic

: Khmers showing, however, traces of Chinese,
Malayan and Indian physical characteristics

Minority groups consist of some 400,000
Vietnamese;—300;000-Chinese;-85;000-Chams

CAMBODIA-

The Kingdom of Cambodia is the remaining
portion of the once vast and powerful Khmer -

empire which, at .its height some 6 or 7
centuries ago, extended across the breadth

of Southeast Asia from the South China Sea, |

possibly as far west as the Bay of: Bengal

. Today ‘Cambodia has an area of about 67,500
~ square miles (approximately the size of

Missouri), is bounded on the southand east by

" the Republic of Viet-Nam, on the north by

Laos and Thailand, and on the southwest by the
Gulf of Siam, - :
" Cambodia is unique in Southeast Asia in
that it is relatively underpopulated and less
than one-fourth of all the arable land isunder
cultivation, Over half of the country is covered

by tropical Rardwood forest, The centralarea

is level ‘and forms a basin for the Mekong

River and the great lake of Tonle-Sap,

creating ideal conditions for rice production,
Near the borders of the country there are

several low mountain chains, In general, the *

inhabited parts of the country are of a
savanna-type terrain not unlike the flat inland

parts of Florida, The climate is generally
warm and humid,. -
~ Phnom Penh, the nation's capital ‘and its -

political, economic, and transportation
center, serves: also as an inland port and’
distribution center for goods shipped
overland to and from the new deepwater B
port of Sihanoukville on the Gulf of
Siam, :

it
(L2 N .

(Moslems of .early Indonesian stock), and -
'4,000 Europeans,

" The Cambodians are, a notably integrated
and homogeneous people, unified by their
‘long history and ancient culture, a common
religion (Hinayana Buddhism), a single lan-

~.guage, deep reverence for the throne, and a

strong nationalism, The people speak Cam-

“bodian or Khmer, and French isthe principal |
secondary language. ("Khmer" means ""Cam-

bodian' in the Cambodian language.)
Buddhism exerts a pervading influence and
conditions the daily life of the people, There
are over 2,400 Buddhist temples and monas-
teries in the kingdom. As in most parts of
the world, many of the most common activi-
ties are carried out according to custom or
ritual, The teachings of Buddhism are partly

responsible for the Cambodian's tranquil and .

tolerant-nature,

Most Cambodians are farmers and live in
small villages,
Vietnamese ‘are .important in commercial

activities, Educated Cambodians have tradi-

tionally entered government service, but an
increasing number of Cambodians trained
under the recently expanded educational sys-

tem are now going into other fields as well,
“In ‘the' Cambodian social tradition “manual

labor of any kind, even skilled labor, was
looked down upon, However, Cambodian
workers hired by the American construction
firm building the Phnom Penh-Sihanoukville
highway proved efficient and quick to learn
the use of modern tools and to operate heavy

3

while the "Chinese “and °

Figure 2-1
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Several different kinds of descriptors are listed, some telling about the document,
others telling what the document is about, One of the latter kinds is called a "subject" .
‘and denotes a topic or concept, as contrasted with names of countries, cities, people,

etc.

1. Classification

Some kinds of descripférs can be classified to show hierarchic relationships
by using codes. For example, Cambodia can be classified ‘as a country in Southeast

Asia by using positional notation:

o o Continental
Continent Country - . . ¢ Subdivision S
A C B B J/] S | .
" (Asia) , (Cambodia) - (Southeast Asia)

Another example encodes the relationships between the general cafégory of commodities .

and rice crops:

Commodity .Agricu'l- o Grain’ - Rice
. tural Crops  Crops h
6 | g 1 4 5

Dates can also be arranged to show the hierarchy between year, month and day. For”

example, 16 September ,1965 is coded:

Year Month | Day - |
6 5 [/ 9 1. 6 |

Retrieval is facilitated if certain kinds of index terms are coded to indicate
hierarchical relationships. For example, the document on Cambodia could be retrieved
_in response to requests for Southeast Asian countries; for agricultural crops in Asian

countries; for documents on Cambodia published in 1963; etc.

ot o
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~ In the IDHS system, several kinds of descriptors are encoded. The classifi-.

. cation codes for countries and areas are given in Appendix 12 of the DIA guide (Ref. .

et rr—rrCodingmschemesrusedr,.i‘nwindexingfi"rvemsfsuch as dates and-UTM coordincl'res,qré,,expl.aiﬁedw '

in this Manual, as well as.the DIA guide (Ref.1).

2. Clear Text - . ‘ : o \
Other kinds of index terms are names of people, places, and fhings'. Nothing -
is gained by ;ldssifying these descriptors, so they are indexed in "clear text," e.g.,
“Sihanoukville. The format of clear-text terms entered on the index form is standardized,
however. Electronic brains are not smart enough to decide that a request for San .

Francisco, for example, is satisfied by a document indexed with Frisco. These formatting

procedures are also given in this Manual and the DIA guide .(Ref. n. -

I JUL 1967
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C. TAGS - | o B

1. Kind of Information

__Each index term-entered on the index .formn,has,,c,,fqg,th,ch 'i_ndiccfes the
kind of index. The tag is the first character of the enc.oded.ferm and is used to dif-
~ ferentiate categories of information., To illustrate, the ISC sub]ebf codes are numeric
and dre tagged wifh'cn "A" A docume’nt decliﬁg with steam turbines would be indexed
with the code A631025 The date of an occurrence is tagged with a "J"; an event
occurring 25 chober 1963 ‘would be indexed J631025. During refrleval ‘tags are
.clways compared for an exact match, so that fhe-sub|ecf A631025 could not be con-,.

fused with the date J631025,

2. Role Indicator

The document on Cambodia illustrates another use for tags. Cerfain kinds of .
vsub|ecfs (such as forelgn aid) |nvo|ve two or more countries (such as Cambodia and the

" United Sfafes) Ambiguity can occur unless the indexing specnfles the role played by

the counfrles, that is, whlch country granfed aid and which counfry recewed it. The -
IDHS document indexing system defines the two roles by assigning two different fcgs.
The primary area ( i.e., the granting cou,nfry) is tagged with a "B" ‘and the related area
(i.e., the recipient country) is tagged wffh an."R." The classification code femains

the same (i.e., Cambodia is mdexed BACB@AS or RACBRES). The use of the B¥

_and R-tags is defmed in the ISC (Ref 2) for each of the sub|ecfs which mlghf |mp|y
ambiguity.

3. Tag Assignments

The assignment of tags to a particular kind of descriptor is standardized

throughout the DIA Automated Document Storage and Retrieval System. Most tags are

used umversally, while a few have been assigned for specnal or local use. Documenfs

indexed wufh these Iocal—use tags are not usually dlstrlbufed to other commands. Flg.

2-2 shows the current tag assignments. , o -
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Kind of Descriptor -

~ Use.

Character. Field
g .
1 - (Originator's Offlce Sy}nbol) Factored - Special
o2 . (Addressee) 'Factored Special
3 (Administrative Subject Codq) ) Phrased | Special -
6 (DGZ Designator) Phrased
8 - |
9 Time (Date/Time) - Factored Special
- Continuation ” Either ' '
/- Date of Keypunching ~ Factored
VA Intelligence Subject Code | Phrased
\,B Country/Area Code " Phrased
\ C Personality - : Phrased
v D Geographic Place Name. Phrased
\; E Ship Name " Phrased
VvF - Organization Phrased
NG - Keyword Phrased
e )
L -
J Date of Intelligence Phrased
K Mission Number Phrased
vl ’ Geographic Coordinates - Phrased
v M Subject Modifier Phrased
N -BE Number/Chart NUmber Phrased
O . o :
P Collection Project Number,SlCR . Factored Special
Q Phrase Boundary Control ' .
« R Related Country/Area Code Phrased
S Source/Originator - Factored .
T (Route Slip Number) ~ Factored Special
u Document Number Factored
\% Security classification, restriction Factored
w Indexing unit, document type Factored
X Report Date -~ Factored
Y Date of Capture | - Factored ’ .
Z Batch number “  Special

NOT_E: Tags enclosed in éarenfheses'_will not be used atMA\CV

JUL 1967
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D.  CONTINUED DESCRIPTORS™
EOT : . . ‘ ’

i

- The maximum length of an encoded index term is seven characters, corresponding

to the seven-chardcter Iength of a request register. Somehmes it is necessary to con-

~ tinue a term info a second group of seven characters (word). For exqmple,_ the l'qg for R
names of geographic places is a "D," and the indexing of the city of Copenhagen

requires continuing into a second word, tagged with a dash (=):

(PjclofP JEINIH| |- JAIGIEIN] T ]

Descriptors that do not use all available positions will terminate with a period.

PO [EINH] HE]A]QET\H.[

* The Minicard system and some DIA pubhcahons refer to these as extended
descrlptors ‘

o - JuL1gg7
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 E. . FACTORED AND PHRASED DESCRIPTORS

~

1. The Facrored\and Phrased Field*

LN

Th “da'i:um'en'f‘on“C”amb‘o‘d‘ia“i‘l‘l‘Ust'r‘a‘f‘e's“fwo*cI’asseS“of'descripfors-“4fhose’whi*ch -

tell abouf the documenf and those whlch feII what the document is about. The first
- class comprises the factored descrlptors wh|ch must. always appear first or in the factored
field of a documenf's index. The second class comprlses the phrased descriptors which

usf appear next, or in the phrased field of a documenf's index.

Each tag, identifying a type of descrlpfor, has been assrgned to elther the
factored or phrased field. Alfhough the factored descriptors- must always appear before |
the phrased descriptors, wrthm each field the descriptors can appear in any order——wrfh
the exception of _conhnued.descrlpfors. The order of the words constituting a continued

index term must be preserved.

2. Phrase Boundaries .

One tag, the "Q"', has a special usé. It does not identify a kind of descrip-
tor; rather, it is a control code. A Q-.fag, fallowed by a tab or carriage return, is a |
phrase boundary. It is used in the phrased field to group related index terms and dic-
associate them from unrelated tefms. For example, the document dealing with a
hospital in East Germany and a tracking station in France would be a false drop if
retrieved in response to the request for tracking stations in East Germany. During

lndexrng, a phrase boundary is used to separate the index terms hospital and East Ger-

many from tracking station and France, thereby avoiding the false drop

7

* The Minicard system and some DIA publications refer to these as ﬁxed (factored) and

open. (phrased) field.

o
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If a document's index terms are all related, no phrase boundaries are

required in the indexing. A Q-tag is sometimes used to separate the factored field from

the ph‘rased field; this is not a requirement of the FileSearch system”, but:can be done.

for convenience.

'Factored descriptors, as contrasted with phraséd descriptors, cah'always be

associated with any of the other index terms. For example, assume the above document

~ was originated by the Air Force on 17 ’Nolve‘m_ber 1965. The factored terms Air Force

“and 17 N_ovember 1965 can be related to hospital and East Germany or tracking stations

and France without causing false 'drops. They 'are\ analogous to a mathematical factor.

'For example, the factor (ab) when multiplied with (cd + ef)._for'ms the product

(abed + -abef).

1

* The Mmlcard system uses a Q-tag followed by six zeroes (a phrase gate'), and -
requires a phrase boundary following the fixed field. '

gy : Ry
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F.  SUBJECT MODIFIERS B

Cerfaiﬁ gmenerq["_,tppicé discussed in. documents can. be-used,fdjmodify_subiecfs in .

~ order to more precisely describe a document's content. The document on Cambodia,
for example, discusses crude rubber as Atl"me principal Cambodian export . In this case,
crude rubber (a subieéf) is more precisely described if export of (a modifier) is included
in the i"ndex’. General modifying terms such as export (of), organization (of),_consfrbc-
“tion (of), can bé applied to a wide variety of subjects. Thé IDHS_ddcumenf‘indeking
system uses an M-tag to identify. these modifiers. Their codes and the subjects they
 can médi_fy are listed in the ISC (Ref. 2). Modifiers may also be used to indicate the

type of document (yearbook, agenda) or enclosures (photographs, maps).

JUL 1967



G. ' ENCODING PROCEDURES

The encodmg procedures used through the various commands cnre compatible,
although some will vary slightly WIfh individual needs. . Some general rules for

~ encoding can be stated: -

1. Alphabehc codes are posmoned to the left, next to the tag. Numerlc

| codes are posmoned to the right, and left~hand positions are filled with zeroes.

s ihdexed:

CDIOINIETST,

b. Latitude 1°2'N is indexed:
L N‘ﬁ gli1lg] 2]

c. By posmonmg numeric codes in this manner, the position of the
decnmal point is implied. Thus the latitude in the above example cannot be

confused with 10° 20'N:

N FARRTA AT

2. Whenever an index term is continued, a dash-tag is used for the second

or following words.

" a. The name EISENHOWER is indexed:

ACHE] S JEINGH] | -]olw] ETRT.

1
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H. . THE INDEX FORM'

1. Informational Ehtries

'
\

e A sample index_form.is shown in. Flg. 2-3. -~|nformotlona| entrles -can-be-
made by the indexer at the foot of the form. These entries mclude instructions for

photographing the document.'

2. lndex Terms

- The coded index terms are entered in the seven—charocter format (Iower)
portion of form). It is assumed that the first six index terms are always used, so the
“tags and-identifications are pre-printed. Addmonql.mdex terms with appropriate tags
- are entered as fequired. The Flexowriter operator punches a tab or carriage return

~ following each word; the carriage of the Flexowriter moves accordingly.’

3. Phrase Boundaries

Phrase looundaries are indexed by writing a "Q" in the tag position of a
descriptor and leaving the remaining. positions blank. The Flexowrlter operafor

punches a "Q" followed by a tab or carriage return.

| ' ‘ 4, Symbols

" In order to avoid confusion, certain symbols can be used on the index form:

Enter - To Represent
zero

letter O ,
letter S (sometimes mistaken for a 5)
one

letter I

"leHer Z (somehmes mlstaken for a 2)

MH =% O

M

JUL 1967 - T
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D.; Top Secfef O Oficial Use Only | No. of Doc.|" ‘ Indexer

R

Page __; / /

, Pages

D Secret - B Unclassified | / 2 . Entry Date ../5
[(] Confidential [C] other :
. Originator Number - Class. Yr. Mo. Day
|\=1s(${T{AT[e LS| | vl8|#17|al ] A |V[slelelz ¢|¢J§ X|6|310 |elola |
T Combotinr S |
wigleRlplol4|o] |B|Alc|slelgt|x] stop code
!
oe[iNolP[d [ EINH.Jeleld [Plslc]HalNols] [-lu]d vzl ]z
e ' Chief of State |
clslz[alalnlols] |- lulk].lolelelz] [4li]1]s]e]oteln] stor coue |
Highiony, Lomporhimce Cumbodion Culbre,
plk[llelelald) [-Inelklclclal) [4lslslel=lilolx] [Al2igl3klpl]
Conshitutional Govk Bre Crop ' Map _ | , '
Alil131186lSl [Aleldi|il4lslsl [n]slelg|2l2léla| stor code

o
. /

auﬂbodt‘au R&lr‘ &‘u/c -t fxparé =

bl

hY)
3
A

I EN
&
N
Q
s
2
EN

r (Blalcladels] [Alelbisl/ ol (eleelokls
L —
b

Stop Code

~
L
)
A=Y
& -
190
xR
=
= | w
< | .
A
e

sc£ Cambodia_- Date of 'I(eqpuncél.ﬂcq ,

LED
= =
= In R

wldelewlsl [Rlrlclsleleldlal 1/1416)/|/12BlR]

TTTEl

x Q
F——‘

30

R ‘ Stop Code

\

Figure 2-3. SAMPLE INDEX FORM (Reduced Size)
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The indexing of the document on Cambodia is shown in Fig. 2-3. Three

phrases have been used. The first phrase includes the descriptors Cambodia; Phnom

Penh Slhanoukwlle, Slhanouk N., chlef of state; Hhmer-Amenccm Fruendsh|p, rela—

hve |mporfcmce of hlghwcy, Cambodlcm culfure, conshfuhonal ‘government; and rice

crop. In order to avoid.associating the modifier exEor with rice crop, a second phrase
is used; it includes Cambodia; rubber, crude; and export of. The third phrase is needed

because the subject foreign aid, loans requires that the lender (U.S.A, Red China and
Russia) be tagged with a'B ", the recip”ie'nf (Car_nbddia) tagged wufh an "R"

It should be pointed out fhat the documenf on Cambodia is mdexed in depth

for |||usfraf|ve purposes. This document presenfs a general discussion of Cambodla,
serving o,}nly as a reference work

In practice, it might not be entered into the File-
Search system. . -

4
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CHAPTER Il

INDEXING PROCEDURES

A.  DESCRIBING THE DOCUMENT (FACTORED FIELD) =

The first step in indexing is to describe the fecnfures that ldenhfy a specific.
document. These descrlpfors comprise the factored field. Some descrlpfors treated
here (such as the P-tag for SICR numbers) do not truly describe the document, but are

treated as factored descriptors in retrieval, and are considered here for convenience.

B P S-Tag. Originafor

) The S-fag will be used to identify the originator of a documenf For '
~ all input except information reports (DD Form 1396) the abbreviations contained in
a separate list will be used. The first character of the abbreviation indicates the

nationality of the originating organization, and is taken from the following table:

. *
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. Code

National Affiliation

A

" North Vlef Nam, non-governmenf T

B
C
D
E

.
G
H

J
K
L
M
N
P

R

U

Sbufh Viét Nam government, and Binational organiziafions -
' South Viét”Nam, non-gove'rnmenf -

North V|ef Nam governmenf

Communlsf China

Viét Cong

~ Union of Soviet Socialist Repubhcs )

Cambodia
Thai Iahgl

Korea

" Laos

Malaysia

New Zealand
I&'hillippines '
Australia

United States

.abbreyiation for the specific agency that generated the document.

* For all but Viét Céng documents this Ieffer}vill be followed by an

esfabllshed S- fags has been issued separately

Information reports carry a special coding for fhe originator of the reporf
as part of the IR number, Thus, in MACV IR 6-075-5463-66 the 6-075 stands for
MACV. The flrst four digits of an IR number will be entered in the S- fag, rlghf ‘
justified: .

i SO

A cbmpléte list of

3-2
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2, U-Tag. Document Number

o The report number will be entered in the U=tag. For the exact procedures .

* on indexing. report numbers for specific documenfs.s'ee Section 111-B below.

_identify the classification of the document, using the followfng table:

T

" For IR's the report number will be the last six digits of the IR number. .
The cite number for rrieésuge.é will be_.entered in the U=tag.

The log 'nu'.mbe'r assigned by fhejCombinéd Document Exploitation Cenfer,
wHen give“n,' will be entered in the U-tag. The month will be entered in the-first two. ..
positions, and the serial humber u’.;sighed nw:ii'hin'fhe,m-érith will be entered in U¥™ .
For exd‘rhple, ,Iog'numberl' 4-1765 Would be entered | |

vjgl41|7161]5

3. \V-Tug

The six positions of the V-tag will be used indepéndenfly for' the following

_information.

a.  Classification. A single numeric entry will be entered in V' to

Code S English _ Vietnamese
] « |Top Secret . * T8 Mt
2 | Secret o o - Mat
3 Confidential or Confidential, - Kin

Mbdifigd Handling Au’fhorized
For Official Use Only

| Unclassified 3

JUL 1967~



b, Control Markings. A singlé, alphabetic code will be entered in
" V? 1o indicate control markings appearing on the documrrt. Codes will be taken

from the following table: -

- Code o | Control Marking

o | No control markiﬁg f

A Warning Notice— Sensitive Sources and Methods Involved
B ‘ Controlled .Disseminafion |
C ) ‘No Dissemination: Abroad

D Background Use Only

For codes for combinations of these control markings
see Reference 1. ' ' '

c. = Release Restrictions. Enter any release restrictions appearing on

the doc;u_rhent in V?, using codes i"ro,'n'f:f1 the following table: _ J
Code | ,  Release iia:éforiéfion
g . | Np'r.elease' restrictions
D : Department of Defense Only
N . No Foreign Dissemination,

Documents releaseable to other Free World Military Assistance Forces in Vigt Nam,
but otherwise considered No Foreign Dissemination, will be coded with a "@." \

Documents not releaseable to these countries will be coded _wifh an "N.,"

d. Type of Information. Enter the type of informdfion inV4. Raw

intelligence information will be co_ded with a "1"; finished intelligence will be coded

with a 2.7
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