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Customizing 
Print Forms
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Locations using Aeon at NYPL

● Billy Rose Theatre Division
● Jerome Robbins Dance Division
● Music Division
● The Rodgers and Hammerstein 

Archives of Recorded Sound
● Theatre on Film and Tape 

Archive
● The Reserve Film and Video 

Collection

● Henry W. and Albert A. Berg 
Collection

● Manuscripts, Archives, Rare Book
● Dorot Jewish Division
● Lionel Pincus and Princess Firyal 

Maps Division 
● Carl H. Pforzheimer Collection 
● Wallach Division, Print and 

Photography Collections

● Art and Artifacts
● Manuscripts, Archives 

and Rare Books
● Moving Image and 

Recorded Sound
● Photographs and 

Prints
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Call Slips
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Customizing Callslips: Considerations

● Walk-In versus Appointment Only Policies
● How are items being paged?

○ What is information that staff need to know, to retrieve 
materials?

● What access policies are considered for the reading room?
● Transference of materials between staff - tracking
● Saving paper!
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Manuscripts, 
Archives and 
Rare Books 
Division

To consider:
● Requires 

appointments
● Actively uses 

Activities
● Item in Use and 

General Callslip
● 1 page = 1 

request
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Appointments and/or 
Activities Information

Appointments and/or 
Activities Information
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Stays with Staff

Only relevant for staff: 
Security!

Stays with Material

“Removed On”: Paging related info - tracking!



The New York Public Library  |  8 

Brooke Russell Astor 
Reading Room for 
Rare Books and 
Manuscripts

To consider:
● Requires appointments
● Requires Signatures
● Uses customized fields
● 1 sheet = 2 requests
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In lieu of Notes 

whitebox - not visible 

on patron account

Container types: helpful in Reading 

Room serving 2 divisions 
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Each division has own site location - helps to 

determine which division when sharing a 

reading room

Requires patrons to 

sign beforehand
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Lionel Pincus and Princess 
Firyal Map Division

To consider:
● Does NOT require appointments 

- has a walk-in policy
● Does not split callslip for slip to 

stay with material and one to 
stay with staff

● Materials are not organized by 
call number

● Uses customized fields
● Emphasizes transfer of material
● 1 sheet = 3 requests
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Many teams are handling materials and not all 

have Aeon accounts. Helps with accountability.
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Div. has many different storage units - required to 
determine who can access material and where

949 MARC fields are now having “Filed as” notes 

listed

Materials are file
d by geographic region 

(MARC 651). H
elpful, if 

there isn’t a “Filed as” 

note.
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Many materials are still accessed through the 
Dictionary Catalog/Card Catalog system. Helps to 

make requesting accessible.
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Print Request Forms
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Customizing Print Request Forms: 
Considerations

● What are the situations, where you would need a list of 
materials? 
○ Refiling materials
○ Paging a lot of materials
○ Searching for missing materials
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Lionel Pincus and 
Princess Firyal 
Map Division

To consider:
● Mainly for Refile
● Helpful to print for 

Second Search 
● Utilizes the main 

identifiers on the 
maps (similar 
names)

● Filed by geographic 
region

● Tracking
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Manuscripts, 
Archives and Rare 
Books Division

To consider:
● Use for both 

paging and refiling
● A lot of box-level 

information 
needed

● Tracking - not all 
staff have Aeon 
accounts



The New York Public Library  |  21 

B
ox

-le
ve

l i
s 

im
po

rta
nt

 in
 th

is
 d

iv
is

io
n.

A
pp

oi
nt

m
en

t r
eq

ui
re

d 
- n

ec
es

sa
ry

!

H
el

pf
ul

 fo
r d

et
er

m
in

in
g 

on
-s

ite
 v

er
su

s 
of

f-s
ite

 m
at

er
ia

ls
.

Id
en

tif
ie

r.

Id
en

tif
ie

r.

Tr
ac

ki
ng

 - 
W

ho
 re

tri
ev

ed
? 

W
ho

 
re

sh
el

ve
d?



The New York Public Library  |  22 

Questions?

Laura Leone | Associate Director, Access and Discovery Systems 
lauraleone@nypl.org 

Jo-Ann Wong | Special Collections Access Coordinator
joannwong@nypl.org 


