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CHAPTER I 

THE FILESEARCH SYSTEM 

A. STORAGE AND ·RETRIEVAL PROCESSES 

The operation of FileSearch system at an installation involves three primary 

functions: storage of documents, file maintenance, and retrieval. The FileSearch 

System General Information Man.ual., available. from FMA and its representatives, 

. contains a ge·neral description of these processes and i~ recommended as supp,lementary 

reading. 

J 
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\ 1 • Storage of Documents . 

The flow of processing documents into th~-system is shown in ·Fig. 1- L 

Documents are indexed by writing their descriptions or index terms on an index form. 
" ; \ 

The indexing process is described in more detail in Chapter Two. The index terms, key-

punched into one or more cards'on the FileSearch Flexowriter (Fig. 1-2) are transcribed 
" 

into machine-readable codes (Fig. 1...;3). The keypunching ca~ be, verified by reading . 

, the cards on the Flex9writer and comparing the typed copy with the terms on theindex 

form. 
..... , " 

Next the document, index form and cards are,recorded using the FileSearch 
• I 

Record Unit (Fig. 1~4). The first page of the docum'ent is positioned on the table of the 
, , 

Record Unit, and the first index ~ard is inserted into the card reader, ca~sing the docu-" 

ment and code to be imaged onto 35mm microfilm (Fig. 1~5). The film is automatically 

advanced so that" succeeding pages and index cards can be recorded. 'The last page to 

be photographed is the index form: If there'are more pages than ca'rds, a blank 'card is 

used to trigger the camera. Recording. is discussed'n more detail in Chapter Four. 

When the film in 'the Record Unit magazine bprocessed and editec.;i (viewed 

and spliced), the master film, containing the current document acquisitions, is ready for 

processing into the file. ,'It is a negotive film, so called because the dark and light 

areas of the original appear reversed. 

The documents, index forms and cards are held until the fi 1m has been 

verified .. 

* The index form can be used to monitor retrieval. 

\ ' ' 
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,....-REEL OF CURRENT ACQUISITIONS 

VERIFICATION 

CHECK MODE r> (RETRIEVAL UNIT) 

Figure 1-1. STORAGE OF DOCUMENTS 
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Figure 1-2·, FI LESEARCH FLEXOWRITER 
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Figure 1-3, FI LESEARCH INDEX CARD 
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Figure 1-4. FILESEARCH RECORD UNIT 
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Figure 1-5. TYPICAL FRAMES OF FILESEARCH FILM 
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2 ~ File Maintenance 

Thefi Ie maintenance_ operations (Fig~ -1-6}-i'nclude-thedistributionof Fi le­

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. 1-7) is used to check the film (Check 

Mode) and duplicate the film either by copying every frame (Copy Mode) or by auto~' 
. . . , 

matically s~lect'ing documents matching a request (Expand Mode). ' 

In the Check Mode, th~ first page of a documenJ is''displayed on the viewer 

of the Retrieval Unit if the document' contains an error. The error ~an be caused by: 

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

b. An index term having more than seven characters, that is, a tab error. 

c. A document whose indexing does not match the request •. ~For example, 
the request used to check the master film could ask for all c;locuinents " 
classified Secret or less which are indexed with a source, document number, 
date of document; date of indexing arid indexing unit. Since it is assumed 
thataH the current acquisitions.should be so indexed, only error documents 
will b_e displayed 'on the screen. 

In the Copy Mode, an exact dupli cate (1: 1 copy) of every frame on the 

.:master film is made. In the Expand Mode, all pages of each documentmatching 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 master 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. 

.,' 
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DISTRIBUTION' 'Y EXPAND MODE 

(RETRIEVAL UNIT) 

FILM 
·PROC.ESS I N G 

& EDITING 

V E R I F IC A T I ON 

(RETRIEVAL UNIT) 

~----..----

-.-.~---.--.. -----.-.-.--- .... 
i 

EXPANDED FI LE FILE EXPANSION CHRONOLOGICAL FILE 

JI.IL 1967 

INTO CATEGORIES ...... -.! 

(RETRIEVAL UNIT) 

FI LM 
PROCESSING 

& EQITING 

VERIFICATION 

(RETRIEVAL UNIT) 

~ 
~ 
~ 
~ 

Figure 1-6. FILE MAINTENANCE 
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Character Binary Fi 1m Negative Fi 1m Posi{ive 

" 0000001 
1 0000010 
2 0000100 I 

3 000001111 
----------<--~ o-cmTOOO -

.; 0001011 I 

6 0001101 , 
--··-'----7---'- .. ·-OOOl+10~·· 

8 0010000 
9 0010011 - . . 0010110 
/ 0011010 

0011111 
space ... 0100000 

A 0100011 
B 0100101 
C 0100110 
0 0101001 
E 0101010 
F, 0101100 
G 0101111 
H 0110001 
I 0110010 

or 0110111 i. 
J 1000011 
K 1000101 
L 1000110 
M 1001001 ; . N 1001010 i 

0 1001100 
p 1001111 
Q 1010001 
R 1010010 - 1010100 

car. ret. 1011101 
and 1011110 

S 1100100 
T 1100111 
U 

\ I 
1101000 

V \ , 1101011 
W I 1101101 
X 

, 
1101110 

.y 1110000 
Z 1110011 

stop code 1110110 
• 1111001· 

tab I 1111100 
delete 1111111 

Figure 1-8. FILESEARCH BINARY CODE 
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Just as film is distributed to other FileSearch sites, film is received from 

oth,~Lsites., This film, when combined wi.!~--"~~f~~tive copy of th~ film you have 

\ 
\ 

l' . 
1 

),' ',I, ; 

recorded, contains documents arranged in approximate chronological o~der." It is usea~,~c-, ~~~-:-------;-->"~~----

--to form-the working files-whLch_an'LgnJ_~tured into categories so as to minimi~e access 
, ----~.~--.-------------~-----."-~---------

------- ---------- ------- ... ---

time to requested documents.' These .categories will i!1itially reflect the same organiza-

tion as your present manual files. 

I 

-By requesting all documents pertaining to Cuba, for example, and searching 

the positive film in the Expand Mode, all documents concerning Cuba will be copied, 

via' the 1:1 camera, onto film. This process is then 'repeated 'for, other categories of the 

working files. The processed film is cut into strips, and each sfrip spliced onto the 

appropriate reel of the· working I ib'rary. The file expansion operation can be checked' 
. . .. ,' 

by searching each reel in the Check' Mode with the corresponding request used for file 

expansion_ 

The term IIfile expansion" derives. from tbe fact that the volume of film in the 

working files isincreased. One document could appear on several reels such as Cuba, 

The Dominican Republic and Government and Politics •. ' File, expansion is analogous' to 

cross "fil in9, dup'licatedocuments in a manual system. -

The working files contain' thirq gen~ration negative film. Within one reel, 

, the documents are arranged .in approximate chrono,logical order, and latest acquisitions 

are the· first se~rched 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 processing 

requests, but are used if it becomes necessary to reform a working reel. 
I 
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ACQUIRED 
DEC 31 

ACQUIRED 
. DEC 30 

ACQUIRED 
DEC 29 

, LEADER ¢ NEVfER OLD'ER p" . 

LEADER 

LA TEST 
ACQUISITIONS' 

.' 

PREVIOUS 
ACQUISITIONS 

OLDER P 

~----------.--------~-------------------------~-

PREVIOUS 
ACQUISITION'S 

, DEC 1965 (2P) 

CUBA 1965 To PRESENT 

Figur~ 1-9. C -fRO NO LOGIC/\ !"ARR/\!'JG!:MENT OF DOC!)MEI'-lTS 
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3. R~trieval 

The flow of processing ~ request for d~cuments is'shown in Fig. 1-10. 

Retrieval techniquesare-presEmted in more detail in Chapter Four. 

A request can be received in person~ via the telephone, or in writing. It 

can take several forms: for example, it can ·ask for a specific document or a series of 

"documents which require searching several reels;- it can ask foro_verbai answer (such' as 

II No message has been received"),a haro copy 'of the documents~ or a statistical count. 

Whatever its f~rm, it m~st bet~qriscrib~d into FileSearch language anal~gou~ to indexing, 

bY)Yrifing the request terms on a form. The request is then entered into the Manual 

Entry Retrieval Console or ~ request card is punc~ed, and the proper r~el sele~ted from 

the working files. 

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

a. In the Browse Mode, the firstpcge ofa 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 the Retrieve Mode, hard copies of each page of matching documents 
are automatically produced, and'search is automatically cQntinued.. 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 Hi,ts Mode~ the Hit Counterdisplays the number of docu­
ments which match the request. 

In all of .these modes, the Retrieval Unit automatically rewinds the fi,lm when 

the reflective marker at the end of the ~ilm is sensf!8. 
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WORKING FilE 

• 
'COUNT HITS MODE 

"" ' SEARCH AND OUTPUT 

(RETRIEVAL U'NIT) 
~---DI I 0 1 0 I 0 1,2151 ' 

RETRIEVE 
BROWSE MODE MODE 

0 

IMAGE 
ON 

SCREEN 

CONSOLE 

swrrc; HES ,.1 

." 

\ 

\ . 

0 0 

HARD 
COpy 

Figure·l-JO. RETRIEVAL OF DOCUMENTS 
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, So~e: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 res,t~ting the reque~.t and repeating the retrieval procedures. 

It is usually most. desirable to search negative film; negative i~ages of 
.. textuaLmaterdals-are .. lessfatiguing tov'iew-:--cm~'result-in-pOsitivEd,arCi copies. , This is 

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

4. Control Procedures 

During all of the operations involving FileSearch, system controls (e.g., 
" 'verification, identificat,ion, security) are used. Some m~thods for applying these 

controls are discussed in the following chapters • 

. ' 
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B. THE MACV SYSTEM 

Mission 

The Automated Document Storage and Retrieval System has been estab-: 

, I ished as an automatea 'orcnival repository for :cnlraw-intelltge'nce 'dc5cuments-;'-As-'!-'-'~" .. _) 

s\,Jch it receives these documents from the producing agencies,indexes them in depth, 

and records both the documents and the indexing on microfilm. This data base is then 

available to all intelligence organizations in Vi~t Namfor selectiv~ retrieval·to meet 

their specific needs. 

2. The I.nput Cycle 

Documents are indexed as they are received by the Coding Section. 
I ' 

They are then transferred to the Machine Room where the indexing information is . . 

keypunched on flexowriters into paper tape. As the paper t~pe is verified, it is a Iso 

conyerted to edge-punched cards. These cards are recorded along with the original 

documents on,to 35mm microfilm us ing the Record Un it. The paper tape is stored for. 

future interface with digital computer systems. 

3. The Retrieval eyde 

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' fo~m 

of specific requests run for individual analysts. These may be submitted by any 
" ' 

intellig~~ce' organization, either in person, or by telephone, letter or message. 

E,ach question is coded as it is'received. Th:is will normally be done directly on the 

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

" 
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Requests with limited outP~t will be run using the browse mode in 

which documents retrieved are displayed o~ t~e reading screen of the Retrieval Unit, --~ 
\ 

and hardcopy may be made as desired. 'On the other hand, when extensive output is' 

expected, ,the Retrieva I Unit will b~()per~t~d ir'l,the _e_xpand m()cI~ with _the output in 
~ f"_ _ - • - - --- _. __ -0-- ----.------ ••. - I '" 

th~ form of 16mm microfilm for ,use on an' off,:"line reader or reader-printer. 

. b. Dissemination. For installations that have microfilm readers 

avail~ble, routine dissemination of all documents on a partic,ular area or subject of 

interest can be ma'deat regular intervals. For this type'of output a standard query 

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

the last dissertl.ination was .made. Output wil,l be in the form of 16ml11 microfilm. 

j 
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c. RELATED PUBLICATIONS 

, ,I 

1. The reader is referred to the~e FMA publications: 

a. Operat'ingManuals , \ 

1) The FileSearch System Gener~1 Information Manu~1 - describes the 
'storage/file maintenance and retrieval processes; includes picfures and speci- ' 
fications of the equipment; gives examples whic;h do not use IDHS indexing; 
lists defil1itions of terms. 

2) FileSearch Flexowriter Instructions - describes the operation of the 
Flexowriter; punching, reading, and duplicating cards. 

3) FileSearch Record Unit Instructions for Models 122SA and 123 -
describes the operation of the Record 'Unit; making leaders and trailers; 
choosing exposures; setting the frame counter; loading and unloading the 
magazine; correCting errors. 

4) FileSearch Film Maintenance I~structions ;., describes the storage 
and processing of'film; splicing; form!ng reels; special leaders and trailers. 

5) FileSearch Retrieval Unit Instructions for Models 'l12SA and 113 -
describes the operation of the Retrieval U!1it; functions and terms related t<:> 
retrieval; use of the console s~itches; mounting film; loqding the printer; 
loading and unloading the file expansion transport module; procedures, for 
interpreting and correcting indicated error or alarr:n conditions~ . 

b. Application Notes 

"FMA has established a series of bulletins concerning' various aspects of. 

the application of the FileSearch system (Application Notes). ' At the present 

time, the following list of titles is available. In'formation concerning the 

latest additions can be obtained from FMA or its representatives. 
" 

,1) Tags (ANPB65102) - describes the significance of th~use of taQs to 
identify index or request terms. 

2) Variable Length Descriptors (ANPB65103) ;.. describes the use of 
variable length index terms al1d the corresponding retrieval techniques. 

" 

1-19 
- ' ." ... 

~i·~.:'J;;~ 



L , 
! . . , 
I , 

! . , 

, : 
I 

\ 

3) The Uses of the Continued Function (ANPB65104) - describes the 
use of continued index terms and the correspmding function of the Retrieval 
Unit. 

2. The reader is als~ referred to these govemrl,'lent pUDlications, which are ref­

erencecfthrougnouf ,this guide~---Theyare--available'thr~ughappropriate channels from:-

Defense Intell igence Agency 
Washington D.C. 20301 
ATTN: DIAMS-1 

a. Automated Document Storage and Retrieval Guide, Intelligence Data 
• I 

Handling Systems (lDHS), June 1965, Defense Intelligence Agency: describes the 

Minicard and FileSearch systems; prescribes. the standard cod~s and .. indexing rules; 

appends detailed: indexing. instructions for certain types of infonnation; inCludes the 
., 

Area Classification Code and~Department. of State Post Locator Numbers; classified 

Confidential. (Ref. 1) 

b. The Intelligence.Subject Code, latest e~ition, United States Intelli­

gence Board, Committee on Documentation: describes the hierarchic classification of 
r 

/ . 
subjects; gives the six-digi.t codes; lists applic:oble modifiers; notes application of 

primary and secondary area rules. (Ref. 2) 
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CHAPTER II 

.'. -
~---~~~~-~-~~--~~-----...... ~-----... -.--.. -, 

INDEXING 

A. GENERAL 

Each document must be properly de~cribed or indexed in order for it to be 

pro~erly retrieved. Indexing consists .9f analyzing a document to select the proper 

descriptors and encoding these d~scriptors as index terms. The guide issued by QIA 

(Ref. 1) contains a lucid description of the indexing process. Indexing is critical' to 

accurate operation of the system. An incorrectly indexed document might be 'c;;ver­

looked during search when it. contains vital information, or it might be retrieved when 
~ , . 

it contains irrelevant information (a false drop) • 

.' ' 

.J 
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B. INDEXING IN DEP.T~ 

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

number of index term~ (descriptors) which can be assigned to a document. To illustrate, 
_-'--~_ . ____ ~ ___ . __ . _~. __ ~ ____ . -- --- --------~- ... . .--...... .-...•• .2.-..... __ ~ __ . ____ ... ______ .~ ___ • __ . __ ._ ...• 

a State Department publication on Cambodia (the first two pages are shown in Fig. 2-1r 

might be described in depth as follows. 

DESCRIBING A DOCUMENT 

KIND OF DESCRIPTOR· 

About the docum,~nt: ' 

Reporti ng Agency • 0 0 0 0 0 0 0 0 

Publication Number 0 '0 0 • 0 0 0 • 

Date of Document 0 0 • 0 0 0'; 0 • ., 

Enclosure (~ot shown) 0 00 • 0 0 0 

Security CI~ssifi cation 0 0 • 0 • 

The document is about: 

i . '. 

DE'SCRIPTOR IN .cLEAR TEXT 

Dep't. of State, Office of 
Media Services ' 
7471 
June, 1963 
Map of Southeast Asia 
Unclassified 

Country 0 0 0 0 • 0 •• 0 0 

City • 0 • • 0 0 • . • • 

· . . . Cambodia, in Southeast Asia 
~ • ~, Phnom P~l"lh 

City . . . . · . Personality. • 0 

Installation • 0 

Subjects 0 . \. • 

COl,Jntries ••• 

• • • · · · 0 · • • 
• • • · • • · • 0 • 

• · • • · • · • • • 

· · • · • • • · 

• • • • • • • • • • 

Sihanoukville 
Prince Norodom Sihanouk, chief 
of state , 
Khmer-Ameri can Friendsh ip Highway 
Cambodian language and culture 
Constitutional form of .government 
Agricultural economy 

tice; crop .' 
rubber, exported 

Foreign aid 
United States 
Communist China 
Russia 

" 
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:,MQre than 4 million of the Kingdom's 5 
mi,IUon people are Cambodians, or ethnic 
Khmers, showing, however, traces of Chinese, 
Malayan, and Indian physical chara'cteristics. 
Minority groups conl?lst ,of some 400,aoo 

---'-------I----eAM-BO.f,.IA---~~-,,--Vletnamese,300,OOO-ehinese,85;OOO~ehams:-I--'----­
(Moslems of, early Indonesian stock), and 

) 
~ 

" 

, I 

The Kingdom of Cambodia is the r~maining 
partion of the once vast and powerful Khmer, 
empire which, at ,its height some 60r 7 
centu~ies alo, extended across the' breadth 
of Southeast Asia, froin the South China Sea, 
possi~ly as far west as the Bay of ' Bengal. 

, TodaY-Cambodia: has an 'area 'of about 67,500 
square miles (approximately the size of 
Missouri), i~ bQ.unded on the south and east by 
the Republic of Viet-Nam, on the north by 
Laos and Thailan?, and on the southwest by the 
Gulf of Siam. ' 

Cambodia is uniqu~ in Southeast Asia in 
that it is relatively underpopulated and less 
than one-fourth of all the arable land is under 
cultivation. 9ver half of the country is covered 
by tropical hardwood forest; The central area 
is level and forms a basin for the Mekong 
River ,and the great lake of Tonie-Sap" 
creating ideal conditions for rice production. 
Near the bOrders of the country there are 
several lowimoh,ntain chains. In gener8.l, th,e ,. 
inhabited pans of the country' are of a 
savanna-type terrain not unlike the flat inland 
parts of F lorida. The climate is 'generally 
warm and humid • 
.. Phrio'm-Penn~-tne nadon I s capital' and 'its 

pOlitical, ep 0 nom ,i c, and' transportation 
center, serves ,also as an inland port and' 
dis t rib uti on center for goods, shipped 
overland to and from the new deepwater 
port of S i han 0 uk v ill e on the Gulf of 
Siam. J, 

2 

" 

4~OOO Europeans. ' 
, The cambodians are, a notably integrated 

arid 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 o'r Khfuer~ and French is tlie" prinCipat, 
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, while the' Chinese 'and . 
Vietnamese 'are ,important in commercial 
activities. Educ,ate<l Cambodians have tradi­
tionally ,entered government 'serVice, but an 
increasing number of Cambodiaris trained 
under the recently expanded educational sY,s-
ten;l are now going into other' fields as well. , 

--In:the Ca.moodili"nsoCialtradidon-manuir- , . '.,. ,., 
labor of' any kind, even skilled labor, was 
looked down upon. However, Cambodian 
workers hired by the American construction 
firm building the Phnom Penh-Sihanoulcville 
highway proved efficient and quick to learn 
the use of modern tools and to o,perate heavy 

3 
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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 "subj'~ct" 
and denotes a topic or .concept, as contrasted with names of countries, cities, people; 

etc. 

1. ' Classification 

Some kinds of descriptors can be ~Iassified to show hierarch.ic relationships 

by using codes. For exdmple, Cambodia can be classified 'as a country in Southeast 

Asia by using positional, notation: 

Continent Country 

C B 

(Asia) (Cambodia) 

Continental 
Subdivision 

. S 

(Southeast Asia) 

• 

, . 
Another example encodes the relationships between the general category of commodities . \ 

and ri ce crops: 

Commodity Agricul-
, tural Crops 

'I· 6 

Grain 
Crops 

1 4 

Rice 

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 6 

Retrieval is facilitated if certain kinds of index terms are, coded to indicate 

hierarchical relationships. For example, the document on Cambodi~ 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 • 

. , 
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In the IDHS system, several kinds of descriptors are encoded. The c1assifi-

! cation codes for countries and areas are given in Appendix 12 of the DIA guide (Ref. 1). , 

- Cod ing·schemes usedi ~ i nqexi ng' items: such asdatesand-Ul'M coord i natesqreexpl~ i ~ecL 

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

2. Clear Text 

Other kinds of index terms are names of p~ople, places, and things. Nothing, 

is gained by cJassifying these descriptors, so they are indexed in "clear text," e.g., 

. Sihanoukville. The formaf of clear-text terms entered'on the index form is standClrdi~edi 

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.l). 
, . ' 
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C. TAGS i' 

1 • Kind of In formafi on 

,Each indexterm'entered_onthe ind,ex formhasa_tag_whic~ i,ndicates the 

kind of index. The tag is the first character of the encoded term and is used to dif­

ferentiate .categories of information. To illustrate, the ISC subject codes are numeric 

and are tagged with an II A. II A document deal ing with steam turbines would be indexed 

with the cpde A631025. The date of an occurrence is tagged with (] II J," i an event 

occu'rring 25 October 19.63would be indexed J631025. During retrieval, tags are 
, \ ' , . . . 

always co,:"pared for an exact match, so that the subject A631025 could not be con-. 

fused with the date J631025~ 

2. Role Indicator 

The document on Cambodia illustrates another use for tags. Certain kinds of 

subjects (such as foreign aid) involve two or more' countries (su~has Cambodia and. the 

.United States). Ambiguity can oc;cur unless the indexing specifies the role played by 

the countries; that is, which country granted aid and which ~ountry ~eceiv~d it. The 

IDHS document indexing system defines the two roles by assigning two different tags. 

The. primary area ( i.e., the granting cOllntry) is tagged with a "B" 'and the related area 

( i.e., the recipient country) is tag~ed with an.1I R. II The classification code remains 

the same (i.e .• , Cambodia is indexed BACB,0,0S orRACB".0'¢S).' The use of the B-

. and R-tags is defined ,in the ISC (Ref. 2) for each of the subjects which might ,imply 

ambiguity. 

3. Tag Assignments 

The assignment of tags to a parti cular kind of descriptor is standardized 

thrbughout the DIA Automated Document Storage arid Retrieval System. Most tags are 

l.Js~g,lJrlLy.~r~gJJY,_.whUe_gJ~w __ haveR~~n assigned for special or local use. Documents 
4- \ l, . 

indexed with these local-use tags are not usually distributed to othercommands. Fig. 

2-2 shows the current tag assignments. .~ 
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Character 

fl· 
1 
2 
3 

.- 4 
5 

r 6 
7 
8 
9 

-
/ , 

'v A 

\r B 
C 

\0 
\,E 
, F 
,'vG 

H , 

I 
J 
K 

vL' 
"M 

N 
0 

'p 
Q 

.... R 
S 

<. T 
U· 
V 

W 
X 
y 

• Z 

-' 
NOTE: 

./ . 
-JUL 1967-

... --" ~.--.~--.. -.--.-- ... ~.-.--.---.. --.--'-.-.--.. -.-.... _----._-----!--,--,. 

Kind of Descriptor Field 

..... • < 

(Originator's OfficeSy~bol) Factored, 
(Addressee) I . Factored 
(Administrative Subject Code) Phrased 

- - ,--

(DGZ Designator) Phrased 

Time (Date/fime) Factored 
Continuation Either 
Date of Keypunching Factore~ 
Intelligence Subject Code Phrased 
Country/Area Code 

., 

Phrased 
Personality Phrased 
Geographic Place Name- Phrased 
Ship Name 

, 

Phrased 
Organization Phrased 

' Keyword Phrased 

.. 
J 

Date of Intelligence Phrased 
Mission Number Phrased 
Geographic Coordinates Phrased 
Subject Modifier Phrased 
BE Number/Chart Nu~ber Phrased 

-. 
I 

Collection A-oject Number,SICR Factored 
Phrase B'oundary Contro I 
Related Country/Area Code Phrased 
Source/Originator Factored 
(Route Slip Number) 'Facfored 
Document Number Factored . 
Security classification, restriction Factored 

Indexing unit, document type Factored 
Report Date Factored 
Date of Capture \ 

I 
. Fqctored 

Batch number 
\ 

Tags enclosed in parentheses.will not be used at MAfV. 

Figure 2-2. 'IDHS TAG ASSIGNMENTS 
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D., CONTINUEDDESCRIPTORS* 
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\ 
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, \ 
'r 
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. The maximum length of an encoded index terTii is seven characters, corresponding­

to the seven-character .Iength of a request register. Sometimes it is necessary to con-
, , , 

---:----:----tl-nu~e-a-term into a second-group-orse~en-hharactej.s (word). Fo~ex~~ple" the tag for 

names of geographic places is a liD," and the indexing. of the city of Copenhagen 

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

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

10 Ie lolp IE INIHII-IAIGI E INI· I 

* The Minicard system and some DIApublications refer to these as extended 
descri ptors. ' 
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E. FACTORED AND PHRASED DESCRIPTORS 

. * 
1. The Factored and Phrased Field 

The-document-on-eamb-odia-illu~ttatertwo-cl~sses--of-descriptors:--thosewhich-c-~--~~-
. . 

tell about' the doc~ment and those which tell what the document is about • The first 

class comprises the factored descriptors whiCh must. always appear first or i~ the factored 

field of a document's index. The second class comprises the phrased descriptors which 

must appear next, or in the phrased field of a document's index. 

Each tag, identi fyi ng a type of descriptor, has been as~igned to either the 

factored or phrased field. 'Although the factored descriptors'must always appear before 
, 

the phrased descriptors, within eac~ field the descriptors can appear in any order-with 

the exception of continued. descriptors. The order of the words constituting a continued 

index term must be preserved ~ 

2. . Phrase Boundaries 

One tag, the IIQII, has a special' use. It does not identify a kind of descrip­

tor; rather, it is a control code. .A Q~tag, followed by a tab or carriag~ return, is a 

phrase boundary. It is used in the phrased field to group related index tlO'rms nna dic-
. , 

as~ociatethem from unrelated terms. For example, the document deal ing with a 

hospitdl in East Germany and a tracking station in France would be a false drop if 

~etrieved in response to the request fo'r tracking stations in East Germany. During 
" ... . 

indexing, 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. 

I . 

* The Minicard ~ystem and some DIA publicatiol'1s refer to these as fi?<ed . (factored) and 
open-.(phrased)-field ... -,_., __ ... ,_, ____ ~ .... __ , ' ..... __ .... _ .. _ ........... ______ ... _ .... _ . 

JUL 1967 
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If a document's inC/ex 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 phrased field; this is not a requirement of the FileSeardl system*, but:can be done 

_«__________ _ _Jor, conven i ence. . 
, r •. ~"~~_.~_. ________ • _____ ~ __ ~_. _~._"' ___ ._ •• ,~ __ _ 

" 

,Factored descriRtors, as contrasted with phrased descriptors, can' always be 

a~sociated with any ()f the other index terms. For example, assume the above document 

was o"riginat.ed by the Air Force on 17 'No~ember 1965. The factored terms AirF,orce 

, and 17 November 1965 can be related to hospital and East Germany or tracking stations 

and France without causing false drops. They are analogous Jo a mathematical factor. 
" . \ 

For example, the factor (ab) when multiplied with (cd + ef) forms the product 

(abed + 'abef). 

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

~~. ~~ __ . __ ~ ____ . __ . __ .. _. __ .. _._.~ __ .. ___ -,-_.~ __ . __ .¢~.r.ta!!1.g~.n~f(:JtJ()pics cJis~lJ~s~~t inQ9cumel'lts canbe used to"modifY_5ubjects.in 

: . 

order to more preci~ely describe a document's content. The document on Cambodia, 

for example, discusses crude rubber as the principal Cambodian export. In th is case, 

crude rubber (a subject) is more precisely described if export of (a modifier) is inclu~ed 

in th~ index. Genera.i .modifying terms such as export (of), organization (of),. construc­

tion (of),' can be ~pplied to a wide variety of subjects. The IDHS.document indexing 

system uses an M-tag to identify. these modifiers. Their codes and the subjects they 

can mOdIfy areliste~ in the ISC {Ref. 2). Ntodifiers may also be us·ed to indicate the 

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

. 1 
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G •. ENCODING PROCEDURES ~) 

The encoding procedures used through the various commands are compati~le, i. 

although some will vary slightly with individual needs.- Some general rules for 
encoding can be stated: -

1.' Alphcilietic codes are positioned to the left, next to the tag. Numeric ,-

codes are positioned t~ the right, and .Ieft-hand positions are fi lied with zeroes. 

____ 1 ___ -- ---- - -~~ •.. -. --- -~-----c-_ .. -.-~ ·--·-~--a~. ~The-name-jeNES--isc-indexed:--·~~~·-\ -~- ... -. 

ICIJIOINIElsl.1 

b. Latitude 1°2'Nisindexed: 

c. By positioning-numeric codes in this manner, the position of the 
decimal point is implied. Thus the latitude in the above example cannot be 
confused with lO

o
20'N: 

2. - Whenever an index term is continued i C":1 dnsh-tag is used for the second 
or following words. 

a. The name EISENHOWER is indexed: 

'1 _ 
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H. . THE I NDEX FORM '. 
-,. 

1. Informational Entries 
. . . i 

_: ____________ 8._sample,index.Jorm .. isshown . ..in£i'g •.. 2-3.-~Informat·ional·-entries-can-·be'·'-~~-~-~. ~--~---.. --

made by the indexer at the foot of the form. These entries include instructions for 

photograph i ng the document. 

2. Index Terms .,' 

The coded index terms are entered in the seven-character format {lower) 

portion of form}. If is assu~ed that- the first six index terms are always u~ed, so the. . . 
tags and'identifications are pre-printed~ Addition~l.index terms with appropriate tags 

are!entered as required. The Flexowriter operator p,unches a tab.or carriagT return 

following each word; the carriage of the Flexowriter moves accordingly: 

;-. 

3. Phrase Boundaries 

Phrase boundaries are indexed by writing a IIQ II in the tag positio~ of ~ 

descriptor an,dleavirg the remaining. positions blank. The Ffexowriter·operator 
J 

punches a IIQ II followed by a tab or carriage return. 

4. Symbols 

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

JUl1967 

, 
Enter 

, 

% 
o 
~ 
1 
I 
Z 

To Represent. 

zero 
letter 0 . 
letter S (sometimes mistaken for a 5) 
one 

., letter I 
. letter Z (sometimes mistaken for a 2) 

2-13 
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.' . . 
0, Top Secret 

\ . o Secre~ 
\ 

o O£cial Use Only 

gJ Unc1aasiied 

. \ 

. No. of Doc. 
1 Pages ... 
12.. '. 

o Conidential 0 Other __ '--~-.I 

Page--taM~ 

Indexer 
~~ 

Entry Date ~/~~~ 

. Ori inator Nwnber Class. Yr. Mo. Day . 

• ,,_., ". ". , ..••..• 'u,' ~ ',$:r: A- T E' 0 ~"'-I ul ~1~'liI4'17li'I:I'lvI51¢@lzl~I~lil-I'x'~131~WI¢I~1~ 1----
.-- -~ 

~MAt1't...., 

[wI4ILI~lpl~'141~1 IBIAI~ll~+pl¢\~I$I~ Stop Code 

IDf1'IHI~o IMlpl~I·I-IEINIHI.141¢1~· 1l?lil;lrtIA 1~I'ol~1 .1- kd ~I vlrldd~1 
, : 

f!,- '''''' rlH "lice Ca..,~ • ., e",,~ , 

IL>IKI~I~€IRIAI~I 1-IMIEIRI~cdlfl~1 A cb2~'I¢~ rAI~"¢13Ircl¢I~1 
C'omlifuitDnai QD"~ 1Ht1f> . 

'IAtd/131/1¢1~'I~1 If (p cP I I 4 5 ~ 1M 1~01¢121.7-1¢~ I . Stop Code . 

-- - - - & ... 6«1,"- 2106., &-.4 - -. ~r ef 

Iql I I 1IIIil 115llflcl~¢I¢I$I,il IAI~I¢lil;j~I~~1 1t1lI?ojI01$~I~lil 
~r /ltd, I...m - u_ s.FI. 

I~I / 1111, I~ 1~111;31;d¢I~I~I/II.3IHllllil¢I~~I~1 Stop Code 

-IBI~tHkD~HI fifl:kl¢I¢~lil IKI~;I~~t~lil li1'~gl~jij2~l~-
~ 

. I I I ~ I : 11~1111 ! ! I I. !~1111 : .1'1 i II~! Stop Code 

,.I; . ' 

, ' 
_ ,_,",-._. _._.~ __ . ,,' ___ ·_'F' 

: ' i' 

i 

-~) i 

- ' 

, -
, ) 

Figure 2~3. SAMPLE INDEX FORM (Reduced Size) ., ') 

.- .. ' 'v' 

.J 

~~. - _____ _. ____ __ ___ - __ ." '0. ' __ " ___ ~_.""."" ____ .~:;-' __ _ 

" , 

\ 
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The indexing of the document on Cambodia is fshown in Fig. 2-3. Three 
• " t ,. 

phra!!es have been used. The first phrase includes ,the descriptors Cambodia; Phnom 
) . 

Penh; Sihanoukville; Sihano~k, N'.; chief of state; Hhmer-AmericanFrie~dship; rela~ 
__ ___ _ _____ _ ___ :.,__ ._ .. _____ ./~_.,.-----.:..._----i_-~_~ __ ~ _ . ___ ._ ... "l._ ~'L ___ ~_. __ : __ '" ___ ._~~~~._ .. ____ -" .,_~ ~ __ J --- -.- - .----.-.-"~~ - .~ .. - .. "';-~«~ .• <-.-,,--~:~~-~.--.-~-~-.-~-.---~~--.- ---'-.------~- ~ --. 

rl 

tive importance of highway; Cambodian culture; constitutional government; and rice 

crop. In order to avoid_associating the modifier export with rice crop, a second phrase 

is used; it inc'ludes Cambod.ia; rubber, crude; and export of. The third phrase is needed 

bec~use' the subject foreign aid, loans requires that the' lender {U.S .A, Re,d China and 

. Russia) be tagged with a II~II, the recipient (Caf!lbodia) tagged with an "R": 

It. should be pointed out that the document on Cambodia isinde~ed in depth 

for illustratiye purposes~ This document presents a general discussion of Cambodia~ 

serving o.nly as a reference work. In practice, it might not be entered into the File­

Search system. 

J/ 

.J 

( , 
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CHAPTER III 

INDEXING PROCEDURES 

A. DESCRIBING THE DOCUMENT (FACTORED FIELD) , 

The first step in indexing is to describe the features l that identify a specif~c, 

document. These descriptors comprise the factored field. Sort:le descriptors treated, 

here (such as the P-tag for S ICR numbers) do not truly describe the document, but ar~ 

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

,L S-Tag. Originator 

The S-tag will be used to identify the originatQr of a document. For 

all input e~cept information reports (DO Form 1396) the abbreviations contained in 

a separate list will be tJ~ed. The first character of the abbreviation indicates the 

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

, , 

JUl 1967 3-1 
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Code National Affi I iation 

A \ South Vi~t Nam government ,\ and Binational 
. 

organizations 

B I SouthVi~t Nam, non-government 
, . 

, 

C North Vi~t Nom government . 
-,~ 

".-,~~~ .. -~- -..... ---. =-, 
, 

~" 

D i\f~~th Vi~t-Nam~"non-governme nf'--~---' 
._., -."--'-"~~-~---~-~-~-~.-.--.-

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

E Communist China 
" 

F Viet CSng 
• • , 

G Union of, Soviet Social ist Republ ics ." ~. 

H Cambodia 

J Thailand 

K Korea 
, -

" 

l Laos 

M Malaysia 

N· New Zealand 
" 

P Ph ill ippines 

R Austral ia 

U United States 

For a II but Vi~t Cgng documen~s th is letter.4i11 be followed, by an 

.abbreyiation for the specific agency 'that generated the document. A complete I ist of 

establ ished S-tags has been issued separate Iy. 

Information reports carry a special coding for the orig'inator of the report 

as part of the IR number. Thus, in MACV IR 6-075-5463-66, the 6-075 stands for 

MACV. The first four digits of an IR number will be entered in the S-tag, right 

justified: 

-----~---------- ----~- -~--------~-

3-2 
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. ' -----.. _-- -- ------. ---,------_ .. ---------- ------- ---

\' \ 
\ 

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

\., 

2. U-Tag. Document Number 

, The repOrt number will be entered in the U-tag. For the exact procedures 
, , -

on indexing- report' numbers for specific ~ocuments' see Se~tion III-B ~Iow. ' 
II" -" 

The ~ite numberf~r messages will be entered in the U-tag~ 

The log number assigned 'by the Combined Document Exploitation Center r 

when given, will be entered in the U-tag. Th~'month will be entered in the-first two, " 

positions, and the serial number a~signed within' the m~rith will be entered in U 3-6 • 

For exdmple, log'number 4-1765 would be et:ltered , 

3. 

I ulfSI411 17'16151 
\ 
V-Tag. 

, The six positions of the V-tag 'wi II be used independently for' the following 

information. 

a. Classification. A single numeric entry will be entered in V1 to 

identify the classification of the document, using the following table: . " 

Code English 

1 . Top Secret 

2 Secret 

3 Confidential or Confidential, 
Modified Handling Authorized 

" 

4 For Official, Use Only' 

5 . Unclassified r 

JUL 1961' ~ 
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Vietnamese 
, 

I Tffi Iv\&t 

, 

I 

Mat . 
" 

K(n 

i 
. \ 
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b. Control Markings. A single alphabdic code will be entered in 

V2 to indic~te' control rnarki~gs appeari~g on the documr>r.t. Codes ~ill be taken 
, 

from the following table: 

f 
- .~~.-. 

Code 
. 

Control Marking 
-

¢ No control marking 

A Warnrng Notice- Sensitive Sources and Methods Involved 

B Controlled Di~semination 

C No Dissemination- Abroad 

D Background Use Only 

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

.', ~ 

c. - Release Restrictions.: E.nter any release restrictions appearing on 

the document in V3
, using codes frqm the following .table: 

Code 

¢ 

D 

N 

Release Restriction 

No'release restrictions 

Department of Defense Onl~ 

No Foreign Dissemination, 

Documents re I~aseable to other Free World Mi I itary Assistance Forces in Vi~t Nam, 
, I 

but otherwise considered No Foreign Dis;emination, will be coded with a "¢. II 

Documents not releaseable to these countries will be coded with an liN. II 

d. Type of Information. Enter the type _of information in VJ.. Raw 

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

with a "2. II 

,j 

- -

I ___ _ 
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