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These concepts outline the functionality of media asset management 
systems from a librarian’s and archivist’s perspective. 
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DESCRIPTION FUNCTIONS

Cataloging is the creation of a bibliographic record, which prescribes to each object the attributes associated with bibliographies (title, edition, publication information, physical description, filing entry, subject headings). Bibliographic records generally conform to national (AACR2R) and international (ISBD) standards.

Indexing is an operation intended to represent the results of the analysis of a document by means of a controlled or natural indexing language.
 Unlike cataloging, indexing documents the totality of the asset and is not limited to the criteria set for bibliographic description (see cataloging). Indexing media assets benefits the user.

Metadata literally means data about data. It is the aggregate of the fields that create a complete record for an asset.

Librarians are professionals who have advanced degrees in Library and/or Information Science. Their skill set includes organizing information for usability, knowledge of available resources, authoring searching strategies, with a strong dedication to service.

Archivists are professionals responsible for any aspect of selection, preservation, or use of archival material.
 Archivists usually have advanced degrees in library science, information science, history, or archival administration.

VOCABULARY FUNCTIONS

Controlled vocabulary is a class of words agreed upon to represent preferred usage. A controlled vocabulary may include rules and conventions, like a thesaurus or a list of subject headings. A thesaurus is a little different from subject headings because in addition to alphabetical list of preferred terms, it has a hierarchical structure with related terms, broader terms, narrow terms, and scope notes. A controlled vocabulary is a visual representation of a subject and allows for browsing.

Natural language is simply the “language of discourse”
 used as the preferred terms for indexing.

Free text is searching through the entire text of a document or record.

Preferred Term is the term selected, for use in indexing, from the controlled vocabulary.

SEARCHING FUNCTIONS

Search query is a word or phrase input into a database-searching field by the searcher. Queries are typically command language, computer interface and database dependent.

Search strategies are techniques one can use to build better search queries. 

Boolean searching is best exemplified by searching queries containing operators “and,” “or” and “not.” Its purpose is to define a search by narrowing, broadening, or otherwise defining the relationship between the searcher’s words.

Relevancy & Word Ranking scores search results based on system specific criteria, the number of occurrences or hits of the words used in the search statements, or by number of search words in the search statement that match.
 It is used for improving accuracy in retrieval.

Retrieval is the result of the search query by accessing information from a database. 
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