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BIBLIOGRAPHIES - OVERVIEW

This course is offered for those that have come familiar with Amlib/Reports and would like to know
more about a specific element of reporting.

An Amlib Bibliography is the listing of a collection of resources in a Table or Report. These could
include:

e Simple listings for “easily defined” collections with brief details e.g. Video List, New Items.
Setting up reports within Reports, RepStockitem offer the advantage that they are set up and
ready for viewing at any time. They can report more than 1000 items

o Simple listings can be presented for particular topics (harder to define than “collections” —
usually defined as a result of a search in Stockitem) with brief details e.g. Olympics. ltems can
be saved to Files or reported from straight from a Table. Searches within Stockitems have a
maximum of 1000 per set.

e Detailed listings using Bibliographic information — full listing of new items just received with
Subject Headings and Notes etc.

e Detailed listings with Marc Tags — full listing with Marc information including Tag Nos

o The simple listings can be altered with Report Writer. The more detailed listings can be
customized by using the More Button associated with Fixed Layout templates. These allow
more Customisation to the end result of the Bibliography. If the User of the program has
some knowledge of Report Writer the Templates can be enhanced as desired

e Some Report Templates are designed to work well for exporting to Excel

e Usage reports for Borrowers and Stockitems
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STOCKITEM REPORT

Simple listings for “easily defined” collections with brief details for example DVD List can be created
in the Stockitem Reporting Module.

Item Report using RepStockitem

Setting up reports from here offer the advantage in that they are set up and ready for viewing at any
time.

There are several Stockitem template designs that can be used to generate such listings. In the
example below, the report template &STKTACT.QRP is used to generate a list of new Adult Fiction
items received in the last 3 months.

1. Launch the Amlib client
2. Go to Main > Reports > RepStockitem — the Stockitem Report screen will display
3. Click the FINew button — the Select Report Format screen will open:

Select Report Format
Cescription File Mame -
Stock Turnover 1 ESTETUR4.GRI
Stock Turnawver 3 Sthturd.rp
Stock Turnover 4 Stkiurd gqrp
Stockitem Inventory Report FHteminv.qrp
Stockitern with harcode, barrower Estithbgrp
Stockturnaover 2 Sthturz.r
Summary deletion - Histary Estkhisu.grp
Title, Author, Call Mo and Form act.grp
Title, Authar, Call Mo & Barcode Gstktach.arp
Title, Caost, Call Mo & Form Estktcefgrp
Title, # of Items, Author, Call Ko & Form by Location Estkltn.gqrp
title with reservation Estiktacr.grp
Turnaver By Authar - Stk Line 2 Gstkturd.grp
Wideo Cover KIMGYIDZ QRF

W

Preview Select | Cancel ‘

Highlight the Title, Author, Call No and Form template (&stktact.qrp) and click the Select button
Type in an appropriate Report Description — for example New Items

Click the F3 Save button

Click the F7 Where button — the Stockitem Report — Where screen will display

Include the following statement:

© N v e

1. Stats Code = AF (or whatever your Stats Code to select)
2. Date Received >= Current Date — 3 Months (select using the Special button)

9. Click the F3 Save button when completed
10. Press the F8 View button to preview the report — the Report — View screen will display:

Last Updated: 14 August 2014 Page 6



Amlib Bibliographic Reports Training Guide

"??5\ Report - View

oo =

ol 8] o D)

-

New ltem TM112012

Title Author Call Number  Form
That eye, the sky / Tim Winton. Winton, Tim, 1960-  A823.3 BK
Exploring Harry Patter / by Elizabeth D. Schafer. Schafer, Elizabeth D. 823.914 BK
Exploring Harry Patter / by Elizabeth D. Schafer. Schafer, Elizabeth D. 823.914 EBK
The Dylan Thomas omnibus : Under Milk Wood, poems, stories, broadca  Thomas, Dylan, 191 828.91 BK
Holy smoke : a novel / Anna Campion & Jane Campion. Campion, Anna, 195 823 BK
Perfume : the story of a murderer / Patrick Siiskind ; [translated by John E Siskind, Patrick 833.914 BK
Power and terror - conflict, hegemony. and the rule of force / Noam Chom  Chomsky. Noam. 32773 BK

Ideas for these format of Bibliographies where the results will be for codes or dates rather than

keywords include:

o New Items
e New Items by Form/s (for example BK only )
e New items by a particular Stats code/s (for example Junior)

e DVD list (or other Form codes like MP3 or EBK)

e Non Book items

e Items currently On Loan

e Items Overdue (or to be invoiced) for Shelf Check

e |tems currently Not For Loan
e Items received more than 10 years ago
e Items in a particular location with Cost shown and added as a total
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MS EXCEL FORMAT - STOCKITEM BIBLIOGRAPHY

Title, Author, Call No, Form and Stats Code - &xstkcsv.QRP (Stockitems (Default))

1. From Main > Reports > Application select RepStockitem

‘FT? Stockitem Reports - STAFF at Chelsea Library | = [
Application
Base > F3 Save F4 Delete F5 Query F6 Print F7 Where | F8 View F9 Order ‘
Authorities 3
Borrowers 3 ‘
Catalogue 3
rariEn ' Report Report Template =
Finance 4 Description Type
Orders 3
Ftodfels y LA St Michaels Junior Non-; MHF SP.QRP
Reports » RepAddNew St Michaels Senior Non: MNFSP3L.QRP
Stockitems v RepPrintProgress St Michaels Picture Boo; MPBspine5.qrp
i New 11 Wide Spine Lak SBspine11.qr
Supervisor 3 RepAuthority . P P! qrp
N t200 T - Audit Brief Details &sadbr.qrp
N 6.8, S Rl Spine Labels 6 Wide  &spine6.qrp
RepBorrower : -
N {Auc et Audit Full Details &STKAUD.QRP
t
N auc HHE Audit Medium Details &saddet.qrp
RepCirculation
N iBar S Red Cross Range of Bar: REDSTKCSV.QR
N Cal R Call Set Count Report i&callset.qrp
ReplLLS
N iCor REpO ; Title, Author, Call No ar &stktact.qrp
N Col A h2007 | Count by Date Publishe: & STKPDC.QRP
RepPeriodical
N :cou S \c.a : Count by Form &stkfs.qrp
N |Col TEpTEEEE Stockitem Count by Stat &STKCS.QRP
RepStatistics - -
N Coy ssibly titlé Count by Stats & Form |&stkesf.qrp
RepStockitem L %
Stock tem Reports NUM

2. Select New [F1]
3. The Select Report Format window will display
4. Highlight the MS Excel format — Stockitem List — Title, Author, Call No, Form, Stats

. Select Report Format lﬂhj

File Name

Description

&bib2432.grp
Bibliograpbic report 2 columns &bib2.qrp
Bibliographic Export csv EBIBCSV.QRP
Bibliographic ISBM BrmBib1.QRP
Bibliographic ISBM BMBIB10T.QRP
Card Format &bibcard.qrp
Catalogue & Formatted Tag &bibfull.grp
CD Cover Kwinana CDCOVE.QRP
DVD Cover &DVDCOV.QRP
Excel Report EBIBCSV.QRP
Fixed bibliographic report 10 lines &bibf10.qgrp
Fixed bibliographic report 2 columns 8 lines &Dbibf28.qrp
Fixed layout &BIBCSV.QRP
Fixed Layout Bibliographic report with Catalogue images &ctitermzx.grp =

Preview Select | Cancel |

Choose the Select Button

Type a Description — for example New Items 2013
Select F3 Save

Select F7 Where

O N w

9. Choose the relevant Column from Box 1. The choice will depend on what is required. For
example, select the Perm Location if you wish to report on only items from particular Location/s.
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Select DateReceived if you wish to reports on only those items received before/after a certain
date or select a File of items to display

10. Select F3 Save

11. The Order can be selected — for example Title. Select F9 Order and arrow the Title over to the
Sort

12. Select F6 Print

13. In the Print dialogue box, To Section, click the Radio button File, to save the report to a file

’Print lﬂ_hj
From To
f+ Database " Printer
= Query File .
Frequency Schedule

& Once Only First Print Date | 01/08/2014
" Daily First Print Time | 12:02 PM

& e & Al Page

© Montnly From To

£ Bvery Copies | 1 [ Draft
28 days [ Owerwrite Saved Files

Selected Printer

| e
OK | Cancel |

14. Press OK.

15. A Report - Save As Dialogue Box will display. Choose the Destination Folder for the Report and
ensure that the Report is saved as a .txt file (Text Document)

777 Report - Save As [&J
Savein: | | My Documents j I‘:j( E-
Mame . Date modified it

, AMLIB-SUPPORT-FILES 29/07/14 11:08 AM

| Apps 21/05/12 11:14 AM

J Custom Office Templates 02/02/14 4:09 PM

J DELL 21/05/1211:15 AM

) Desktop 29/05/13 2:44 PM -
] [T P
o |
Sawe as type: |Hjch Text Format (RTF) j Cancel
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16. This will set the Report ready to be saved to a File. To proceed, Report Scheduler must be

activated. Select RepStartSchedule from Reports/Application. Ensure Save to File is included in
the selections

Report Scheduler l&J

The Report Scheduler allows you to
print, e-mail and save reports to afile.
Please choose which of these tasks
you want the Report Scheduler to
perform.

[~ E-mail

[v Save to File

Ifareportis scheduled by another
user do you still want to print it?

" Yes * Mo

OK | Cancel ‘

1. The Report’s progress can be checked in Reports, Application, RepPrintProgress.

2. When the Scheduler has completed the task and the Report has been saved it can be
accessed in Excel.

3. Open a Blank page in EXCEL. Use File>Open to load the saved .txt file. The file was saved as a
.txt file. Ensure that ‘All Files(*,*)’ is selected from the ‘Files of type:” dropdown list

4. EXCEL will identify that your file is a data delimited file. Use the Text Import Wizard (3 steps)
to import your file.

| Text Import Wizard - Step 1 of 3 |i|£_h]

The Text Wizard has determined that your data is Delimited.

If this is carrect, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:

- Characters such as commas or tabs separate each field.

) Fixed width - Fields are aligned in columns with spaces between each field.

Start import at fow: |1 = File origin: | Windows [ANST) [~]

D My data has headers.

Preview of file GhUsers\allwrigrDesktoptAdult Fiction Collection. tt.

1

8312|2001 : 2 space odyssey / Arthur C. Clarke|Clarke, Arthur C._|351_058|
80042509|2010 odyssey two / Arthur C. Clarke. |Clarke, Arthur C. (Arthur
8004245312061 : odyssey three / Arthur C. Clarke.|Clarke, Arthur C. (Art]
ETOCEDD3e4215B150 first dates / Columbiz Pictures presents = Happy Madiso -
4 L

"

Next » ]l Einish

5. Press Next.

Last Updated: 14 August 2014 Page 10



Amlib Bibliographic Reports Training Guide

Text Import Wizard - Step 2 of 3

|_@ - |

preview below.
Delimiters
[CIiTab;
|:| Semicolon
|:| Comma
[ space
Other: ||

Text gualifier:

Data preview

This screen lets you set the delimiters your data contains. You can see how your text is affected in the

[] Treat consecutive delimiters as one

[

en netopc users

L120VD2zl

5]
L=

iy
-1
m
(=}

[ Cancel ‘[ < Back ‘[ Mext > ]I Finish

6. Select a Pipe (]) as this is the Delimiting character used for this report.

7. Press Next.

. Text Import Wizard - Step 3 of 3

L P [t |

Column data format

@ General

*) Date: | DMY [~

) Do not import column (skip)

Data preview

This screen lets you select each column and set the Data Format,

‘General” converts numeric values to numbers, date values to dates, and
) Text all remaining values to text.

4 L

.

001 : & space ocdyssey / RErthur C. Clarke

010 odyssey two / Arthur C. Clarke.

061 : odyssey three / Arthur C. Clarke.

=10 first dates / Columbiz Pictures presents a Happy Madison

Cancel ‘[ < Back

8. Select Finish

9. The data will be transferred into the EXCEL table. Use EXCEL Formatting tools to customise

the file as required
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PN T ST V-

-]

I
11
12
13
1
15

=1

=

A
58312
980042509
580042453
STOCK002364215B
STOCK00364223B
892199
980140352
580144150
330471039
980392963
980395769
580475005
1550
330386889
980160169

B C -
2001 : a space odyssey / Arthur C. Clarke Clarke, Arthur C.
2010 odyssey two / Arthur C. Clarke. Clarke, Arthur C. {Arthur Charles), 1917-
2061 : odyssey three / Arthur C. Clarke. Clarke, Arthur C. {Arthur Charles), 1917-
50 first dates / Columbia Pictures presents a Happy Madison Anonymous Content and Flowers Films production ; directed by Peter Segal ;
The 5th horseman / James Patterson and Maxine Paetro. Patterson, James, 1947-
Aborigines in colonial society 1788-1850 : from noble savage to rural pest / edited with an inWoolmington, Jean.
Accident / Danielle Steel. Steel, Danielle.
Accident / Danielle Steel. Steel, Danielle.
The accidental tourist / Anne Tyler Tyler, Anne, 1941-
Across The Sea Wall / C.J.Kach Koch, C.J.
Across The Sea Wall / C.J.Kach Koch, C.J.
Adam Steele: No.1The Violent Peace / George G. Gilman Gilman, George G
Adventure crazy [videorecording] : New Zealand. Keoghan, Phil.
The Affacombe Affair [ Elizabeth Lemarchand Lemarchand, Elizabeth, 1906-
After many a summer : a novel / Aldous Huxley. Huxley, Aldous, 1894-1963.

17. Adjust as required

18.

ITEM REPORT USING STOCKITEM TABLES

Item report can also be created from a resulting query performed within the Stockitem module in

Main > Stockitems > Stockitem.

Stockitem Query

1.

Launch the Amlib client

2. Go to Main > Stockitem > Stockitem - the Stockitem screen will display

3. Enter a keyword to search, and select one of the option in the Query Via box
Query Via
" Item © Cat  Keyword | Any
Previous Queries J J J J J
Item Browse search for data displayed within the Stockitem Application
Cat Browse search for data displayed within the Catalogue Application
Keyword | Searches any keyword within the Stockitem and Catalogue Application using the six
lines available within Stockitem: Title, Author, Subject, Series, Publisher or Call No.
Typing in the Subject line will search only Subject keywords.
Any Searches for any keyword within the Stockitem and Catalogue Application e.g. Even if
the Title line is chosen the keyword will be search in Title, Author, Notes, Subject etc.

4. Press the F5 Query button — the Stockitem List will display with all the matching results
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5. Highlight items from the Stockitem List to include in the report

& Stockitem List - 17 rows

= < |

Main Table XReferences File

larsden, John,

16 rows selected

Seq Title Author Call Mo Form Stats | On| Due |Rsv| Perm| Process |On
Loa Back Loc Ord

Series

Process Date Ec «

HUM

6. Inthe Stockitem List menu click Table > Report - the List Report screen will display

l 777 List Reports | = ﬁ] l

Stackitem Feview | Foorder |

| Report Name Template Name e

AuthorgTitle | &stktitl.qrp

: Author&Title&Call : &stktitl.qrp

EAuthur, Title, Call No and Form &stktaca.qrp

éﬁwerage counts by Stock tem Stats Code  &STKAVG.QRP

borrower list with barcode &5TKBCODE.QRP

Call Set Count Report &callset.qrp

Cat Ref - Stock inventory

&5TKTURZ.QRP

count of titles by collections

&5TKTCCF.QRP

Count by Date Published

4

&5TKPDC.QRP -

Caption |Marsden Collection
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11. Highlight a report template that has been setup, and click the F8 view button — the Report —

View screen will display:

€5 Report - View - o | E |
Y ETRTRINN :
Sstkuitlgrp Marsden Collection 0110814

Steckitem Title, Auther, Call Mumber, Stals%ﬂde and Form

Item Number: 980115974

The dead of the night / John Marsden.
Marsden, John, 1950-
YAPE MARS

Sts Code:

YAPB

Form: BK

Item Number: 980143027

Everything | know about writing / Jehn Marsden.
Marsden, John, 1950-
808.042 MARS

Sts Code:

ANF

Formi: BK

Iltem Humber: 980196380

Looking for trouble | John Marsden
Marsden, John, 1950-
JPB MARS

Sts Code:

Form: BK

Item Number: 980225479

Take my word for it : Lisa's journal / John Marsden.
Marsden, John, 1950-
YA MARS

Sts Code:

YAF

Form: BK
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Keyword Query

1. Launch the Amlib client

2. Go to Main > Stockitem > StockitemKeyword — the Stockitem Keyword screen will display:

oy Stackitem Keyword - STAFF at Chelsea Library (o] - ]
Main  Application
F1 Clear F3 Coun 5 QuiTy
T he Ki ! d TAB
1Ty e Kaywoeds an [Type Word Count
2 Select Keyword(s) From Table
To "Or together
3 Pase and join clauses
| Paste Delete ] anp_|
| ] Where Cat. Count
4 AND: Stats FormType Location Group
Reserved| =] ZF - AM BELMONT LIBRARY
- |ALP AV CHELSEA MOBILE
Ontoan| =] ELC BK HASTINGS
OnOrder | ~| |ATB = JcF_~| HOME -
| NUM

3. Enter the keyword and press the TAB key on the keyboard. The keyword table fills with a
count of the number of keywords found as a result of the search

4. Highlight the entries to query from the table. For example, a search for Animals resulted in
four types found for the word ‘Animals’ Series Title (E), Notes (N), (Subject (S) and Title (T),
BUT four types were also found for Animal Series Title (E), Notes (N), (Subject (S) and Title

(T).
## Stockitem Keyword - STAFF at Chelsea Library  (AMG DB v6.0) = i
Main  Application
F1 Clear
Type the Keywords and TAB
1 \;5IMALS U |Type Waord Count o
. E jANIMALS 5
. N iANIMALS 23
2 Select Key‘-wtl)rdls) From Table S ANIMALS 36
o UF ExeEiz T ANIMALS 12 ]
3 Paste and join clauses
- 2] AND |
{ Where Cat. Count o
I
4 AND: Stats FormType Location Group
Reserved| | 37 P I TR BELMONT ~| [UBRaRY
~| [ALP | AV [ CHELSEA ||| |MOBILE
On L B g 1
nLoan| | ANF BK HASTINGS
On Order | |ATB e CF - HOME 2
| NUM

5. To only select the Title result, highlight the line with Type T O
keyboard and highlight the entries you wish to select

R Hold the CTRL key on the
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| 48 Stockitem Keyword - STAFF at Chelsea Library (M5 DE v6.0} = s |
Main  Application
F1Clear F3 Count F5 Query
1 Type the Keywords and TAB
T Word Count o
ANIMALS | P o oun
. E (ANIMALS 5
i N ANIMALS 23
2 Select Keyword(s) From Table 5 iANIMALS 6
Te 'Or together 3 T
T ANIMALS

3 Paste and join clauses

[l _Delete | a1 AND
( Where Cat. Count =
-+ Where keyword is in T."ANIMALS' 1
4 AND: Stats FormType Location Group
Reserved| | [ = am - BELMONT ~| [OBrarY
~| |ALP AV CHELSEA MOBILE
On Loan| -] ANF BK HASTINGS
OnOrder| ~| |ATB M HOME ~
NUW
6. Select Paste after the relevant results have been highlighted
7. Select the F5Query button, the Stockitem List will display
& Stockitem List - 13 rows [ =l ihJ
Main Table XReferences File
Seq Title: Author Call Ne Form Stats |On| Due |Rsv|Perm| Process |On Series Process Date Ec =
Loa Back Loc Crd
2 |Dinosaurs and other prehisto; Zallinger, Peter J56T.9 ZALL | BK iNF N 0 CHEL N 3-0-86 19
3 | Farm Animals / Emilie Beaumot Beaumont, Emilie | E BEAU BK P N 0 CHEL! N i978-1-8 19
4|V for Vanishing: An Alphabet: Mulling, Patricia E MULL BK P N 0 CHEL N :978-0-947 19
5| The Animals’ Christmas / Cath; Gardam, Catharine ; E GARD BK (P N 0 CHEL! N i 978-0-86203- 19
6| Jungle Animals / Angela Roys: Royston, Angela. {E ROYS BK iP N 0 CHEL N {978-0-85438- 19
T | Australian marine life : the plag Edgar, Graham J ANF N 0 CHELE MISSING N {978-0-7301-0:9 Nov 2011 : 19
& | Bush animals / photographed { Atkinson, Kathie. ANF Y (100030260 CHELZ MISSING N My animal boo 8 Nowv 2011 :C1
9| Endangered animals of Austrg Pyers, Greg. ANF iN 0 CHELE MISSING N {Endangered ai9 Nov 2011 {20
10| Animals of the forests / Micha; Bright, Michael. ANF N 0 BELME MISSING N :Endangered a9 Nov 2011 :20
11 | Making crazy animals / Jen Gr; Green, Jen, 1855- NF N o CHELS AWAITING PEN i Why throw it £ 29 Sep 2011; 19
12| Making crazy animals / Jen Gr Green, Jen, 1855 NF N 0 CHELE AWAITING PEN  { Why throw it £ 2% Sep 2011 19
13| Making crazy animals / ,Jen, 1855 NF N 0 CHELE AWAITING PEN  ;Why throw it § 2% Sep 2011; 19
Note:
e When highlighting more than one entry from the Keyword table and selecting Paste, an
OR search is defined between Keyword codes e.g. N.Fish (Notes — Fish) or S.Fish (Subject
— Fish) or T.Fish (Title — Fish) . A count of the total catalogues found for the OR search will
list in the Cat.Count column. If an AND search is required, the Keywords can be chosen
separately from the Table and the AND operand is automatically selected
e This can be repeated for other Terms as required
e The Boolean operand can be manipulated independently by highlight the line from the

resultant table and selecting the relevant AND, OR or NOT buttons
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SENDING THE CONTENTS OF A TABLE TO MICROSOFT EXCEL OR WORD

The search results displayed in tables can be copy and then pasted into a MS Excel worksheet or MS
Word document?

e From the List of results screen (for example: Stockitem List) highlight the selected records

e From the menu, select Main > Base > Copy

e Open an empty MS Excel Worksheet and from the menu, select Edit > Paste (or Ctrl - V)
From a table of search results highlight the items for the report — there are 3 options : Press Ctrl +

Insert to copy the text (if you have Amlib Shortcuts) or Ctrl - C (if you have Windows Shortcuts) or
from the menu, select Main > Base > Copy.

In MS Excel or MS Word, paste the data in — all the columns will come across but you can delete
those items you do not want:

& Stockitem List - 13 rows [ —
Main Table XReferences File
Seq Title: Author Call No Form Stats |(On| Due |Rsv|Perm| Process | On Series Process Date Ex =

Log Back Loc Ord

11 | Making crazy animals / Jen Gr: Green, Jen, 1 { | | G | i Why throw it

12 | Making crazy animals / Jen Gr; Green, Jen, 1955 { | | LTING | i Why throw it

13 | Making crazy animals / Jen Gr; Green, Jen, 1955 7 { | | AWAITING | i Why throw it : 2% Sep 2011

H ©- s Bookl - Excel A S | %3
HOME ~ INSERT | PAGELAYOUT = FORMULAS ~ DATA  REVEW  VIEW  ADD-INS Allwright,Rosie - G

I B Colors - E ¥ = [‘— | eos Width: |Automatic - | Gridlines Headings [& =
| Fom:sv F-E ID r@ 1l E:El; e[lHe\ght: Automatic ~ | ] View vl View J D Uk e
Themes Margins Orientation Size  Print Breaks Background Print Bring Send  Selection Align
. [Oleffects~ - . v Arear - Titles % Scale  [100% Print Print  Forward - Backward= Pane -
Themes Page Setup ] Scale to Fit G SheetOptions Arrange -~
Al fe I Love Animals / Flora McDonnell v
A A B C D E F G H 1 J K L M N -
1 [ILove Animals / Flora McDonnell McDonnel EMCDO  BK P N 0 CHELSEA N 978-0-7445-2246-4 1994
2 |Dinosaurs and other prehistoric anim Zallinger, 1567.9 ZAL BK NF N 0 CHELSEA N 978-0-86272-141-1 1986
3 |Farm Animals / Emilie Beaumont BeaumoniEBEAU  BK P N 0 CHELSEA N 978-1-85361-301-2 1991
4 |V for Vanishing: An Alphabet of Endar Mullins, PEMULL  BK P N 0 CHELSEA N 978-0-947241-43-8 1993
5 |The Animals' Christmas / Catharine Gi Gardam, CEGARD  BK P N 0 CHELSEA N 978-0-86203-432-0 1990
6 |lungle Animals / Angela Royston Royston, fEROYS  BK P N 0 CHELSEA N 978-0-86438-144-6 1991
7 |Australian marine life : the plants anc Edgar, Gra 574.994 ECBK ANF N 0 CHELSEA MISSING N 978-0-730; s 1937
8 |Bush animals / photographed by Kath Atkinson, 591.9/095:BK ANF Y 10/02/14 0 CHELSEA MISSING N My anima ####H#### C1988
9 |Endangered animals of Australia's for Pyers, Gre 333.9542 BK ANF N 0 CHELSEA MISSING N Endanger: #i#EHH 2000
10 |Animals of the forests / Michael Brigh Bright, Mi 560 BK ANF N 0 BELMONT MISSING N Endangere s 2001
{111

Last Updated: 14 August 2014 Page 17



Amlib Bibliographic Reports Training Guide

In MS Word:
1.
2. Pasteo

r Ctrl -V

3. Select All (Home tab > Select > Select All)

Make the page a Landscape (Page Layout tab > Orientation > Landscape)

4. Select Convert Text to Table (Insert tab > Table > Convert Text to Table)

B H S- = Document2 - Word Fielal - CIEEEX
HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-INS Allwright, Rosie = g
B3 Cover Page~ D 1) TE SmartArt fi=) ] Header~ n B~ [~ T Equation ~
[ Blank Page o 1l Chart . 2] Footer - 4q - F.:L ) Symbol ~
L Table Pictures Online Shapes Appsfor  Online Links  Comment Text a
= Page Break - Pictures =  @+Screenshot™  Office  Video - [#] Page Number ~ Box~ -0~
Pages Insert Table Apps Media Comments Header & Footer Text Symbols A
L g 1 7 8 9 10 11 12 13 14 15 16 17 18 13 20 21 22 3 4 25
I Love Anir Donnell, Flora, E MCDO BK P N 0 CHELSEA N
N 97 4 CHELSEA 580378152 580378192
~ Dinosaurs, B Insert Table.. eter Zallinger Zallinger, Peter 1567.9 ZALL BK NF N 0 CHELSEA
N 1986 CHELSEA 580131430 580131430
- 4 Draw Table
g’ﬁ Conyert Text to Table...
- Farm Ani [& \ument, Emilie E BEAU BK P N 0 CHELSEA N 578-1-
g5361.30] 4 el Spreadshest ISEA 980384533 980384533
. E Quick Tables 3
V for Vanisring: an mipnaves un enuangereu Animals / Patricia Mullins — Mullins, PatriciaE MULL BK P N 0 CHELSEA
N 578-0-947241-43-8 1953 CHELSEA 580386977 580386977
5. The Convert Text to Table screen will display — click the OK button
Convert Text to Table |2 |3
Table size
MNumber of columns: 26 =
MNumber of rows: 10
AutoFit behaviar
@ Fixed column width: |Auto =
() AutoFit to contents
() AutoFit to window
Separate text at
(") Paragraphs () Commas
@ Tabs () Other: |-
QK ] l Cancel
6. It will look rather messy but set this way it is easier to delete Columns
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B H S
HOME

Document2 - Word

TABLE TOOLS ?

=

o x

INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW  ADD-INS  DESIGN | LAYOUT  AllwrightRosie - 2
| Header Row [+ First Column u‘ _ - .
Total Row Last Column - Vipt —— -
—1 Shading  Border — Borders Border
/| Banded Rows [_] Banded Columns i R Styles - K2 Pen Calor - © Dainter
Table Style Options Table Styles Borders m -~
[ B 1 8.2 @) 4 s# & & 7 & .8 9 #u 18 0 B3 #14 BB @817 15 8 B # 20 2 EBER g#gzaE 2
]
Ilove |McDo | EMCDO [B[P | N 0] CHEL N[ 978-0- 19 CHE 9803781 9803781
Animal | nnell, K SEA 7445- 94 LSEA | | 92 92
7 s/ Flora. 2246
Flora 4
iy MecDon
nell
by Dinosa | zalin | J5679 |B|N | N 0] CHEL N| 978-0- 19 CHE 9801314 9801314
urs ger, | ZALL K|F SEA 86272 86 LSEA | | 20 30
I and Peter 1411
other
w prehist
oric
animals
/ Peter
~ Zallinge
r
N Farm |Beau | EBEAU |B[P | N 0] CHEL N| 978-1- 19 CHE 9803845 9803845
Animal | mont, K SEA 85361 51 LSEA | |22 EE]
o s/ Emilie -301-2
Emilie
& Beaum
B ont
3 Vfor | Mullin[EMULL | B[P [N| 0] CHEL N| 978-0- 19 CHE 9802869 5803869
7 Vanishi | s, K SEA 94724 33 LSEA | | 77 77
N ng: An Patrici 1-43-8
Delete columns as required from
u
980378192
| Love Animals / Flora McDonnell McDonnell, Flora. E MCDO BK
Dinosaurs and other prehistoric
animals / Peter Zallinger Zallinger, Peter 1567.9 ZALL BK 980131430
F Animals / Emilie B t
arm Animals / Emilie Beaumon Beaumont, Emilie | E BEAU BK 980384533
V for Vanishing: An Alphabet of
Endangered Animals / Patricia Mullins Mullins, Patricia E MULL BK 980386977
The Animals' Christmas / Catharine
Gardam Gardam, Catharine E GARD BK 980386547
Jungle Animals / Angela Royston
e / Ang v Royston, Angela. E ROYS BK 580481555
Australian marine life : the plants and
animals of temperate waters Edgar, Graham J 574.554 EDGA BK 980385691
Bush animals / photographed by Kathie
Atkinson. Atkinson, Kathie. 591.9/0952 BK STOCKOO363552B
Endangered animals of Australia's
forests / Greg Pyers. Pyers, Greg. 333.5542160594 BK STOCKO0363560B
Animals of the forests / Michael Bright.
| / e Bright, Michael. 560 BK STOCKO0036391XB

make bold and italic.

After deleting columns, it is possible to edit the text in the columns — for example: Titles —

When completed, the table can be converted back to text (from Layout — Convert Table to

Text) and Portrait layout if preferred. You may need to tidy it up little to get it to display the
way you want it .
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Convert Table To Text M

Separate text with

() Paragraph marks

() Other:

Convert nested tables

[ OK ] [ Cancel

4 PRLL LAY N JUILTE WAL PLS LieS 85 L AP DG
" = T " - -+ = [[rugpe pmow [ = A ' "I_‘ ™ — .If.|'
o Drietr  beed el e I ’ a pmpron dealis - o e aw ryeed G o raada
- My Bapages o T [E} e pida P |=-r\ft..
™ 3 ] " ] L] L] o Camwvtrt 5 Tawr
| Livver Ardrrash 1 Nioen WaDonrsll | WeDorwwll, Ness. || EM0DD [ e
" Dt and ok pepelin |
wramuh | Pt Langer | Zaliryger, Peter | mara s B SBILILA
| = T | Bwarsn, v 6 REA B | sassasn
W Tor Wanahing: Ar Miphabet of
g AT ¢ | whlnn, Parricis | i [ E
The Ardral’ Chrira | Cothaons
Sunen | fiardam, Catanra | § GARD | SR
I Love Animals Mcoonnell, Flora. E MCDO BK SBO3TELOZ
Dingsaurs and ather prehistoric animals Zallinger, Pater 1587.5 ZaLL BE SE0131430
Farm animals / Emilie Beaumont Beaumont, Emiliz EBEAL BK SED3E4533
W for vanizhing: An Alphabet of Endzngersd Animals wiullins, Patricia E MULL BE SEO03E8077
The &nimals” Christmas Eardam, Catharine EGARD BE SE0335547
Jungle &nimals / Angela Royston Royston, angela. E ROYS BK SE0481595

9. Pictures, Cover images or symbols can be added too, if required and extra formatting done

etc.

ﬁﬂﬂ? 3301121‘ a EUS an @rffﬂﬂfhﬂ.& Rowling ; Maire Nic Mhaoldin a d 'aistrigh.

\ Rowling, J.K. 1965- F ROW BK ANF

Barry Potter and the chamber of SECrets 1.k rowling. Rowling, .K. 1965-

FROW BK ]
@
(_ -

Barry Potter and ﬂ]BlEBEIﬂJIp Ballows rowling).k.195  rROW  BK

- J
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BIBLIOGRAPHIC REPORTS WITH CATALOGUE DATA

Catalogue data such as Subject Headings can be used to generate Bibliographic reports. These

reports are generated using a saved catalogue file.

A saved catalogue file can be created in various ways — for example a list of catalogue entries has

been created via the Cat keyword search in the Catalogue

Alternatively it is possible to search and find items in the Stockitems module first, and XReferenc to

the catalogue for the items found in the query. This is the method shown below.

Step 1: Create a Saved File

1. Launch the Amlib client

2. Go to Main > Stockltems > Stockitem — the Stockitem screen will display

oW

Enter a keyword to search, and select one of the option in the Query Via box

Press the F5 Query button — the Stockitem List will display with all the matching result

& Stockitem List - 17 rows

[E [ |

Main Table XReferences File

Seq Title Author

Call No Form Stats |On

Due
Loa Back

Rswv | Perm

Loc

Process

On Series Process Date Ec
Ord

5. Highlight items from the Stockitem List to include in the report

1 X

2| Creep street : you make it hap Marsden, John, o BELM -0-330-35

3 | Darkness, be my friend / Johni Marsden, John, o CHEL! 1 1878-0-7328-0 19
4| The dead of the night / John K Marsden, John, YWAPB Y 140080280 CHEL N 878-0-330-35 15
5| Dear Miffy / John Marsden Marsden, John, 195 YWAF N 0 CHELS PROCESSING N | 978-0-7329-0¢ 1 Apr 19597 {18
6 | Everything | know about writii Marsden, John, 185 ANF iN 0 CHELE MISSING N 978-1-86330-; 9 Nov 2011 19
7| The Great Gatenby / John Mat Marsden, John, WAF PN o CHEL! N -0-330-27 19
8| The journey / John Marsden {Marsden, John, AF iN o CHEL! N -0-330-27 19
9 | Letters from the inside / John { Marsden, John, 195 APBIN 0 CHEL! N -0-330-27 19
10| Locking for trouble / John Mar: Marsden, John, 195 J N o CHEL! N 19
11| Out of Time / John Marsden | Marsden, John, YAF N 0 CHEL! N 19
12| So Much to Tell You / John M& Marsden, John, AF N 0 CHEL! N 19
13| Take my word for it : Lisa's joé Marsden, John, AF iN o CHEL! N 19
14| The third dav. the frost / Johni Marsden. John. 185 AF EN 0 CHEL N 1978-0-330-35 19

& Stockitem List - 17 rows

=R x

Main Table | XReferences | File
Seq Authorities

Borrowers

Catalogue

Order Stockitems

Periodical Copies

Call No

Form Stats | On

Due

Rsv | Perm

Loa Back

Loc

Process | On Series

Ord

Process Datg Ec =

Stockitem
7 | The Great Gatenby / John Mar Marsden, John, 195 YA MARS N 0 CHEL: N i 978-0-330-27 19
8 | The journey / John Marsden ;Marsden, John, 19 . MARS BK iWAF iN 0 CHEL! N {978-0-330-27 19
9| Letters from the inside / John { Marsden, John, 195V APE MARS (| BK (YAPBiN 0 CHEL! N {578-0-330-27 19

6. From the menu, select XReferences > Catalogue — the Catalogue records for the selected

items will then display in a Catalogue List:
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ﬂ Catalogue List - 16 rows I. = dhI
Main Table XReferences

Oper |LastUpdate

Sawve All I:}

Save Marked
Save Mot Marked

YAPB MARS

2| MARSDEN, JOHN, 1950 Remove Marked CATE  i12M12/96 8"
Creep street: you make Remove Mot Marked
Sydney : Pan Macmillan Austrang, 990
YAMARS

3| MARSDEN, JOHN, 1950- CATE  [10/05/97 9-

Darkness, be my friend / John Marsden
Sydney : Pan Macmillan Australia, 1996
AF MARS

7. From the menu, select File > Save All — the Catalogue Saved Query Results screen will display

8. If a file does not exist that you may wish to add these records to click the F1 New button and
create a new file, enter in the Details of the file, and click F3 Save button

Catalogue Saved Que

Fitew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7copy | F8Paste | Fo select |

Sort @ Asc (" Desc Operator: |ST,AFF j
Details Qty Owner Last File -
Updated MNo

'k i 41

catfile 100 iSTAFF 15/05/2014 42018 PM : 4284
bib cricket 81 [STAFF 06/05/2014 42408 PM : 4259
ebooks city vincent 34 [STAFF 15/04/2014 33915 PW ¢ 4234
scis files 5 STAFF 31032014 4:0732PW | 4182
new March2014 4 STAFF 31/03/2014 35903 PM | 4209
IMPORT 21MARCH 10 STAFF 210372014 24615 PM | 4184
King Books ] STAFF 18/03/2014 43642 PM | 4183
Spot PRC books 7 STAFF 03/03/2014 34237 PM ; 4181
AMF stat code 851 (STAFF 04/10/2013 41940 PN : 4176

9. Highlight the file and click the F9 Select button —a prompt with the following message will
display: The ‘XXX’ file contains XX catalogues.

Catalog - Saved File Count L—S_."hJ

[o:l The 'MARSDEN BOOKS ' file contains 17 catalogues.

10. Click the OK button and close out of the Catalogue module
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Step 2: Create the Report

Now the report must be setup in the RepBibliographic screen.

Data included

TEMPLATE DESCRIPTION REPORT TYPE
&BIB.QRP Full Bibliographic without Tag Bibliographic (Default)
Numbers
&BIB2.QRP Full Bibliographic without Tag Bibliographic (Default)
Numbers (in 2 columns)
&BIBFULL.QRP Tag description, Tag No and Bibliographic (Default)

1. Go to Main > Reports > RepBibliographic — the Bibliographic Reports screen will display

2. Click the F1 New button — the Select Reports Format screen will display

3. Highlight the Full Bibliographic without tag # (&BIB.QRP) template and click the Select
button

4. Type in a Report Description — for example: Accession List

5. Click the F3 Save button

6. Click the F7 Where button — the Bibliographic Reports — Where screen will display:

7. Enter in the following Where statement:

a. Tags to Display — for example: TAGS to Display IN 020,082,100,245,650

(Only the tags listed will display. If you wish all tags to show you would not list
specific tags)

b. Auth Tag —for example: Auth Tag = 100

(In this context the Auth Tag is used to control the sort order of the items set in F9

Order — for example: 100 will list items by the Author, 245 will list the items by title
and 082 will list items by Call Number)

8. Click the F3 Save button when complete
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Bibliographic Reports - Where u
e |

1 cChoose Search Column 2 Choose Operator
AL Key s CUKE CLE CIN O
Tags to Display £ o _ r
Operataor - =
Date fe < 2 >
Catalogue Mumber 2

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

I Paste |
ﬂ Optional Multiple Brackets j Ml

( Column Oper Where ) -

Tags to Display: [N :020,082100,245 650 AND|:|
Auth Tag = 100

Maolota I

9. Click the F9 Order button — the Bibliographic — Order By screen will display
10. Use the arrow keys, to move Auth Key from the Columns box to the Order By box

11. Use the arrow keys to highlight and move Auth Key from the Columns box to the Order By
box (the Auth Key using the Auth Tag set up at 7b)

Bibliographic Reports - Order By ﬂ
T save |
Columns Order By
Auth Key ASC DESC |
Operator
Date

Col
Catalogue Number oumn

Catalogue Opac Restrict

ol

Auth Key

ENg TR I

UpP | DOWN |

12. Click the F3 Save button when complete

13. Click the F8 View button —a prompt with the following message will display: This type of
report may use a Saved File as the Source. Do you want to select the file now?

Select File for View ot

| This type of report may use a Saved File a5 the Source. Do you want to
select the file now?
|

|
Yes | No | Cancel |
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14. Click the Yes button —the Select Saved File list will display:

Select Saved File

(X

one ofthe valid Saved Files below, then press OK.

This report can only use Saved Files that are not empty. Please choose

Cwner File Mame Cluantity -
STAFF ADULT FICTION 11
STAFF AMF STAT CODE 851
STAFF BIB CRICKET 81
STAFF BOXRECORDS 1 g
STAFF CAT FILE 100
STAFF CATTESTI 2
STAFF CB 19/05/M11 2
STAFF CHAMGE CALL 30
STAFF COMPLAINTS 12
STAFF DB 19/058/11 2
STAFF DEL 30
STAFF EBOOKS CITY VINCENT 34 -

DK | Cancel ‘

15. Highlight the Saved File (in this example: Marsden Books) and click the OK button

16. The list will display in Report — View:

) 777 Report - View |£|E|éj
Bl 8] W] »
Full Bibliography - Marsden Books
3170714

9781741756678
813/.54

Kacer, Kathy, 1954-

The diary of Laura's twin / Kathy Kacer.
Holocaust, Jewish (1939-1845)

Jewish girls

War diaries

Bat mitzvah

0330274864 (pbk.)
AB2

33
Marsden, John, 1950-
Tomorrow, when the war began / John Marsden.
War staries.
Friendship - Fiction.
Fantasy fiction.
Sunvival after airplane accidents, shipwrecks, etc - Fiction.
Guerrillas - Australia - Fiction.

0732907659 : $19.95
Marsden, John, 1950-
Take my word for it : Lisa's journal / John Marsden.

1863302379 - $16.95

Marsden, John, 1950-

Everything | know about writing / John Marsden.
English language - Rhetoric.

Creative writing.

033035647X (pbk_) - 59.95

Marsden, John, 1950-

The dead of the night / John Marsden.

Sumvival after airplane accidents, shipwrecks, etc. - Juvenile fiction.
Guerrillas - Australia - Juvenile fiction

Interpersonal relations - Juvenile fiction.

17. Use the print button to print off the report

Full Bibliographic details (&bibfull.qrp)

Useful for checking Cataloguing Details
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&bibfull.qrp Details 210313
Cat No. Last Updated/Operator
TAG DESCRIPTION TAG Indicators Bibliographic Details

40371 Jun 22, 2012 4:56 PM STAFF

Leader information 0 01545nam a2200217 a 4504

Control number 1 31177857

Fixed Length Data Elements 8 12053152012 meu 000 0engd

ISBN 20 §781416205545 (pbk.)

20 141620654X (pbk.)

Cataloguing source 40 WLB

Dewey with Suffix 89 54675

89 S

Title statement 245 0 0  685things to do when you retire : more than 65 notable achievers on how to make the mest of
the rest of your life / edited by Mark Evan Chimsky.

“aring Title 248 3 Sixty five things to do when you retire.

Publizsher (Imprinty 260 South Portland, ME : Sellers Pub., c2012.

Physical description 300 400 p. ;22 cm.

Summary 520 LEISURE. Retirement is no longer just about recreational activities like shuffleboard and golf
nowadays, t's eften about re-creation: reinventing oneself and having the time to do allthe
things that got deferred while working 9 to 5 andior raizing a famity. 55 Things Te Do When You
Retire is a fun, lively, and inspiring guide to how to make the most of the years ahead. This book
includes 65 essays, with practical advice from noted authors, retirement experts, and people
who have used their retirement as an epportunity to turn their personal dreams inte a reality,
whether it's starting a nonprofit, writing a novel, or inventing new technologies to help others.
Contributors include President Jimmy Carter, Gloria Steinem, Ernie J. Zelinski, Jeri Sedlar and
Rick Miners, and Mancy K. Schlossberg.

Subject - Topical term 650 00 Retirement

650 o Retirement - Psychological aspects.
850 1] Retirees - Psychology.

Added entry - Perzonal name Tooo o1 Chimsky, Mark Evan.

Converted ttem Details 845 31111045738048 516.35

40384 Jun 22, 2012 4:56 PM STAFF

Leader information 0 01070cam a2200265 a 4504

Control number 1 228577

Fixed Length Data Elements 8 12052582012 enk b 0001engd

ISBN 20 §751407130354

Cataloguing source 40 UKMGE

Call Number 82 00 82394

Dewey with Suffoc 99 JF

99 CRO

Author - Perzonal name 100 1 Cross, Vince.

Title statement 245 10 Berlin Olympics / Vince Cross.

Publisher (Imprint) 260 London : Scholastic, 2012,

Physical description 300 155 p. ; 20 cm.

Series Statement 450 1 My story.

Summary 520 As 2012 Olympic fever takes over London, My Story winds the cleck back to 1938, the year thi
Otympics took place in Nazi Germany. London born Eleanor Rhys Davies' dream comes true
when she is gelected to represent Britain as a swimmer. But Berlin under Hitler can be a hostile
place, and Eleanor is witness to the murmurings that will finally erupt into WAIL

520 9yre+

Subject - Mestin/Conference 811 20 Olympic Games

name

Index Term - Genre 655 T Diary fiction.

Converted tem Details 945 31111049837628 81277

Can also use Auth Key > LIKE if you want to be more specific of what is returned on these Marc tags
chosen like a specific title, author or subject perhaps.

Bibliographic Reports - Where

=

T mm

1 cChoose Search Column

Auth Key

Tags to Display
Operator

Date

Catalogue Mumber

2 Choose Operator

— O LKE  LiE N [T
‘E * = [
< o< > [l

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

I Paste |
ﬂ Optional Multiple Brackets j M
( Column Oper Where ) -
Auth Key | LIKE | Cric anp L ap
Aith Tag = 50 AND
Tags to Display: IN 182.100.245.500 650 856 a

Delete

H
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FIXED LAYOUT REPORTS

A Bibliographic report can use a fixed layout templates to enable users to customize the output of a
report by mapping required Catalogue data to Marc Tag fields in a report using the F10 More
parameter.

It takes a little while to understand how the parameters are set up but once you command it, this
becomes a useful way to present the information from Catalogue records. It enables you to
determine:

e The exact Content of the report — by picking specific Marc Tags
e Allows you to Order the sequence of the data displayed
e Report over 250 characters if required — for example from the Notes fields

e Report only one Subject Heading or every Subject Heading contained in the Catalogue

e Allows you to display or hide certain Subfields
e If you can edit Report Writer Templates it allows for specific layouts of how the data is
presented — for example, a DVD cover or Line 1 always in bold, Line 2 always in italics etc.

Set Up F10 More Parameters

1. Click the F10 More button — the More screen will display
2. Click the F1 New or F2 Insert button
3. Enter the following parameters (see examples below)

4. Click the F3 Save button when complete

Note: A report that uses the F10 More Parameter must run via the Scheduler.

Bibliographic (Fixed Layout Reports)

This function is used for mapping data to fields in Fixed Layout reports — for example: the DVD Cover
template (&DVDCOV.QRP).

Each row of this table may be used to collect 1 of the 20 fields on the report template. These first 20
fields contain Tag or Subfield data (Fields 1-20), and the next 20 fields (Fields 1A — 20A) contain the
associated Tag Descriptions (Go to Main > Authorities > MarcTags to see a complete list of Tag Nos
and Tag Descriptions). The report outputs all the MARC data to the report. The inclusion of Fields 1A
—20A in the report is optional.

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING | Report Line | Tag Number eg + or blank blank or and Not used
Number or and sf in cat_sfin ('a',
(a', b )
EXAMPLE 1 100
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2 245
3 082
4 650
COMMENT | Can be any MARC Tag field Specify which Specify which
number number — for part of the MARC | part of the MARC
between 1 example: 245 tag to send - see tag to send - see
and 20 (Title) table below for table below for
more details more details
Any Tag can be
matched to ant
Line Number

The table below explains how the user can specify which parts of the MARC tag to send:

OPERATOR

DESCRIPTION

EXPLANATION

blank (Default)

The entire MARC tag is printed

If the column is left blank, then the entire

MARC tag is printed

All data in the specified tag is
printed no matter how many tags
are included in the record

All Subject listings are printed, where

there is only one or several or hundreds!

and sfin ('p', 'n')

Only the subfields specified to be
printed within this Authority Tag

If 490 | Series statement tag, only the

Series name and number printed

and cat_sfin ('c')

Only the subfields specified to be
printed within this Non-Authority
Tag

If 260 | Publisher tag, only the 'c' (Date)

subfield printed (and not Place or
Publisher)

DVD Cover (using F10 More) and saved File - More

Fitiew | Fzinsert | F4 Delete ||| F5 Query

| DVD Cover (using F10 More) and saved File

Mote: Mo validation can be perfomed on these parameters - take care.

Some assistance is given by the column titles below

Report Line MNu
egl2 3

Tag Number

eg + orblank or and s1 blank or and cat_sf| =

245

082

520

650

600

tit it

651

260

mi=imimisiwimfs

300
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A fixed layout template displaying the Tag (or Subfield) data (Fields 1-20), and Tag Descriptions
(Fields 1A —20A):

FIELDS 1A - 20A _ FIELDS 1 - 20 display
display Tag T~ELD1A FIELD1 the actual data for
Descriptors held in FIELDZA FIELDZ <« the relevant Marc
Mai Authoriti FIELD3A FIELD3 T held in th

ain > Authorities > FIELDAA FELDA ags held in the
MarcTags Authority Module

Setting Order

Sorting of Bibliographic reports is different to normal reports. The Tag that you wish to sort by is set
in the Where Parameters - for example Title (245 Tag) and the sort order is set using the F9Order
function and AuthKey.

In the following example the Auth Tag in the Where parameter is used to control the sort order of
the items set in F9 Order — for example: 100 will list items by the Author, 245 will list the items by
title and 082 (or 099 — whichever Tag you use) will list items by Call Number

|

Bibliographic Reports - Where

1 cChoose Search Column 2 Choose Operator

Auth Ta -
g CLKE CLKE CIN  Cm

Tags to Display ‘:

£ v = -
Operataor &
Date B < < > s
Catalogue Mumber 2

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| 100 Paste
ﬂ Optional Multiple Brackets J Special

( Column Cper Where ) o
TagstoDisplay; IN  :020,082,100,245,650 © ianp

Delete

FlE EE
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Bibliographic Reports - Order By Iﬁ
Columns Order By
Auth Key
Operator
Date Column

Catalogue Number

Catalogue Opac Restrict Auth Key { ASC B

ENg TR I

UpP DOWN

Note: Once this is set, when you run the using F6Print or F8View button, you generally must
remember to click ‘Yes’ when the following message display as you usually have a File to choose,
rather than setting the Where parameters: This type of report may use a Saved File as the Source.
Do you want to select the file now?

New items

It is possible to use this style of Format to display New Resources

In this case Date is available from the Where parameters

1. Launch the Amlib client

2. Go to Main > Reports > RepBibliographic — the Bibliographic Reports window will open

3. Select F1 New

4. Highlight the Template required — for example Fixed Layout report with 10 lines (it is possible
not to use all 10 lines) and press the Select button

Select Report Fermat [t S

Description
Bib csv

File Mame
AL AmIib\Rem

Bib. Summary

&bib2432.grp

Bibliograpbic report 2 columns

&bib2.qrp

Card Format

&bibcard.qrp

Catalogue & Formatted Tag

&bibfull.grp

DVD Cover

EDVDCOV.QRP

Fixed bibliographic report 10 lines
i nibliographic repo
Fixed Layout Bibliographic report with Catalogue images

&bibfli10.qrp
nibfl28.grp
Ectitemx.qrp

Full Bib. List

&bib2431.grp

Full Bibliographic without Tag #

&bib.qrp

Video Cover

Evidcov.grp

-

Preview

Select |

Cancel ‘
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5. Enter a description into the Description column

( 77 Bibliographic Reports - STAFF at Chelsea Library  (AME DE v6.0) | EI_IQ |
| Main  Application )
F1 New F2 Modif F3 Save F4 Delete F5 Query F6 Print F7 Where F8 View F9 Order F10 More
Repo Report Report Template -
Stats Description Type L
Code
| Lexile export ‘Bibliographic Export ¢ &BIBC SV.QRP
bib records bib records &BIB2.QRP
Bib summary test Bib. Summary &bib2432.qrp
Brimbank ISBN, Title, Author - Report :Bibliographic |SBN BMBIB10T.QRF
Brimbank I1SBN list Bibliographic ISBN BrmBib1.QRP
Catalogues This Month Catalogue & Formatte: &bibfull.qrp
CD Cover CD Cover Kwinana CDCOVK.QRP
DVD Cover (using F10 More) and saved { DVD Cover &DVDCOV.QRF
Full Bibliography - Marsden Books Full Bibliegraphic - Nc &bib.qrp
Full catalogue Catalogue & Formatte: &bibfull.qrp
New ltems Biblicgrapbic report 2: &bib2.qrp
new items 10 lines Fixed bibliographic re: &bibfl28.qrp
Number Cat records Bibliographic Export ¢ &BIBCSV.QRP
Premier Reading Challenge List Series Bibilographic K &BIB1.QRP
Series TEST Fixed bibliographic re &bibfl10.qrp
: Series Test i Bibliographic Export c: &BIBC SV.QRP 7
| o [

Repori Report Report Template -
Stats Description Type [
Code

Catalogues This Month Catalogue & Formatte: &bibfull.qrp

DVD Cover (using F10 More) and saved { DVD Cover &DVDCOV.QRF

Full catalogue Catalogue & Formatte: &bibfull.qrp

ISBN Bib csv JLLAmlibiRe

Notes Fixed bibliographic re &bibfl10.qrp

Order records Fixed bibliographic re &bibfl10.qrp

Subject - 740 Catalogue & Formatte: &bibfull.qrp

- Mew in the Library/| Fixed bibliographic re; &bibfl28.qrp

6. Press F3 Save

7. Select the F7 Where button
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Bibliographic Reports - Where

=
1 Choose Search Column 2 Choose Operator
Auth Ta P
Auth Koy i CLUKE CLKE O O
Tags to Display = & — -
Operator U - ==
(ol o< C > [ap
Catalogue Number -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

I Paste
ﬂ Optional Multiple Brackets j Special
( Column Oper Where ) s
Tagsto Display: IN :245440,490 AND || AND
Auth Tag: = 100

OF:

flhE Ep

Delete

8. Choose Date from the Search Column
9. Select 2 from the Operator box
10. Click the Special button

11. Enter the required No of Days or Months and ensure the — (minus) button is clicked as we are

looking back in the past

Where M
Tags to Display
Catalogue Number
Sy
Faste | Cancell

12. Click Paste

13. Click Save F3

14. Now set the F10 More button as required
15. Click Save F3
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CVD Cover (using F10 More) and saved File - More ﬁ

F1 Hew F2 Insert F3 Save F4 Delete F5 Query

| DVD Cover (using F10 More) and saved File

Note: No validation can be perfomed on these parameters - take care.
Some assistance is given by the column titles below

Report Line Nu Tag Mumber eg+ or blank or and s{ blank or and cat_sf| »
eg12 3 3

1 245

2 052

3 520 +

4 650 +

5 G600 +

i} 651 +

7 260

g 300

< |l F

16. Click View
17. Because this is set by Date, say No to the message about the File

oot Ele for Vi "

' select the file now?

@ This type of report may use a Saved File as the Source. Do you want to

The Report will display:
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&bibfl10.qrp

Title statement

Author - Personal name
Dewey with Suffix
Publisher {Imprint)
Summary

Subject - Personal name
Subject - Topical term
Index Term - Genre
Subject - Geographic term
Added entry - Personal na

Title statement

Author - Personal name
Dewey with Suffix
Publisher (Imprint)
Summary

Subject - Personal name
Subject - Topical term

Index Term - Genre

Subject - Geographic term
Added entry - Personal na

22/01/2013
New in the Library!

After the war is over [ Maureen Lee.

Lee, Maureen.

F LEE

London : Orion, 2012.

Three women, the strongest of friends, return home, trying to fit
back into their old lives after they've been demaobbed after the
Second World War. - Cover.

Female friendship - Great Britain

Liverpool (England)

Avengers. [writers, Mark Gruenwald ... [et al.] ; pencilers, John
Romita Jr. ... [et al] ; inkers, Pablo Marcos ... [et al] ; colorists,
Andy Yanchus ... [et. al]].

Gruenwald, Mark.

F GRU

MNew York : Marvel Worldwide, c2012.

Time and again, the Grandmaster sets heroes against heroes in
cosmic games with billions of lives at stake!l Daredevil vs. Iron Fist!
Captain America vs. Mockingbird! Iron Man vs. She-Hulk! Black
Knight vs. Moon Knight! Wolverine vs. Black Panther! Thor vs.
Wonder Man! Plus: Bucky, Mar-Vell, Dracula, Dax, the Green Gobilin,
the Red Guardian and so many more!

Avengers (Fictitious characters)
Good and evil.

Graphic novels.

Superhero comic books, strips, etc.
Young adult fiction.

Marcos, Pablo.
Romita, John.
Yanchus, Andy.
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Some Notes about the Report

Order is attained by:

Choose a Marc Tag that all records will have (for example Auth Tag = 245 for Title) in the Where
parameters as well as having the Date)

Auth Key

Tags to Display

Operator
Date

Catalogue Mumber

3 Type the WHERE Condition and Press PASTE QR Press SPECIAL

2 Choose Operator

" = [
< (<

© LIKE  LkE

[ |
| L

Optional Multiple Brackets

Paste |
Special |

(

Column

Oper

Where

Date

==

Current Date - 1 Week

Auth Tag

245
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CUSTOMISING FIXED LAYOUT TEMPLATES

Using the Report writer application REPWIN fixed layout templates can be altered as required. For
detailed instruction on how to edit report template using REPWIN — please contact Amlib Support.

The table here provides a list of fixed layout template that can be altered:

TEMPLATE DESCRIPTION REPORT TYPE
&BIBCSV.QRP Bibliographic Export Fixed layout Reports
&BIBFIXD.QRP Fixed Layout Catalogue Print Fixed layout Reports
&BIBFIXS.QRP Fixed Layout Catalogue Print Fixed layout Reports

with Subject Headings
&BIBFL10.QRP Fixed Layout 10 fields Fixed layout Reports
&BIBFL28.QRP Fixed Layout 2 columns 8 fields | Fixed layout Reports
&DVDCOV.QRP DVD Cover Fixed layout Reports
&VIDCOV.QRP Video Cover Fixed layout Reports

Note: Before altering any of the above templates, duplicate the template and rename it. The general
practice of renaming a report template is to remove the ampersand (&) and add in a few letters
indicating your library name for example:

e &BIBFL10.QRP > EBIBFL10.qrp (Modified template name for Eldorado Library)

Once a fixed template has been modified, the template needs to be loaded into Amlib (Main
>Report>RepAddNew)

Loading Fixed Layout Template (RepAddNew)

1. Launch the Amlib client
2. Go to Main > Reports > RepAddNew — the Report Files window will open
3. From the Report Entity down box select ‘Bibliographic’

4. Click the F1 New button — the Bibliographic — New Report File screen will display:

. Bibliographic - New Report File... &J\
F3 Update | ‘ F5 Query
Description |
Template | Browse

Message ( may be split in 2% 60 or 3 x40)

Default Stats Code Default Detail Stats Code

Update History (Y/N) |— Update Entity (/M) |—
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5. Type in an appropriate Description — for example: Author List — Fixed Layout 10 Lines with
Author in Italics

6. Template — click on the Browse button —the Choose Report window will open

77 Choose Report M
Lock in: I . Reports j - &5 B
Mame = Date modified il
. Letter 04/06/14 11:11 AM L4
1 1LBFAX.QRP 29/03/11 5:50 PM
¥ 2AddLabl.gif 29/03/11 5:50 PM
| #AddLablini 29/03/11 5:50 PM
1 #ADDLABL.QRP 29/03/11 5:50 PM -
< 1 | 3
File name: &BIBFL10.QRP Open
Files of type: | Al Files (") =] Cancel |

7. Navigate to the Amlib/Reports folder on your Amlib Server (if the template has been loaded
onto your PC —then navigate to the local folder)

8. Files of type:

a. Select Custom Report Templates (*.qrp) for customised templates

b. Select System Report Templates (*.qrp) for all standard system templates

9. Locate the template to be loaded and highlight it &BIBFL10.QRP
10. Click the Open button — the template will be selected the Choose Report window will close

11. Choose Type — it is essential that the appropriate type be chosen that this will inform how
your template operates and the information that is sent to it — in this example: Fixed layout
Reports has been selected. Note that the Type will be the same as the original template the
edited version was based on

Bibliographic - New Report File.. [

F3 Update F& Query

Description | Fixed Layout 10 Lines with Author in Italics
Template | &BIBFL10.QRP Browse |
Choose Type | Fixed layout Reports j
Bibliographic (Default
Fixed layout Reports
| Bib with Image + stock
Default Stats Codel Default Detail Stats Code I
Update History (Y/N) [~ Update Entity (Y/N) [

12. Message — leave blank
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13. Click the F3 Update button

14. Close out of the Report Files window. The template is now loaded and available for use in a

Report.

Adding Template to Reports Module

Now that the template has been loaded into Amlib it will need to be added to the Bibliographic

Reporting module.

1. Launch the Amlib client

2. Go to Main > Reports > Bibliographic

3. Click the F1 New button — the Select Report Format screen will display:

Select Report Format

Description File Mame -
Author List - Fixed Layout {&BIBFL10.QRP
bib records &BIBZ.ORP
Bib. Summary &bib2432 qrp
Bibliograpbic report 2 columns &bib2 qrp
Bibliographic Export csv &BIBCSV.QRP
Bibliographic ISBM BrmBib1.QRP
Bibliographic 1SBN BMBIB10T.QRP
Card Format &bibcard.qrp
Catalogue & Formatted Tag &bibfull. grp
CD Cover Kwinana CDCOVE.QRP
DVD Cover &DVDCOV.QRP
Excel Report EBIBCSV.QRP
Fixed bibliographic report 10 lines EbibM10.grp
Fixed bibliographic report 2 columns 8 lines &bibfl28.qrp
Fixed layout EBIBCSV.QRP =
Preview Select | Cancel ‘

4. Highlight the report you would like to use and click the Select button

5. Your selection will appear at the bottom of the Report table in red:
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( 777 Bibliographic Reports - STAFF at Chelsea Library  (AM6 DB v6.0) = |
Main  Application
FiNew | |F2Modifyl | F3 Save F4 Delete|  F5 Query

Reporl Report Report Template o

Stats Description Type

Code
Brimbank ISBN list Bibliographic ISBN BrmBib1.QRP
Catalogues This Month Catalogue & Formattei &bibfull.qrp
CD Cover CD Cover Kwinana {CDCOVK.QRP
DVD Cover (using F10 More) and saved DVD Cover &DVDCOV.QRF
Full Bibliography - Marsden Books Full Bibliographic - Nc &bib.qrp
Full catalogue Catalogue & Formatte{ &bibfull.qrp
New ltems Bibliograpbic report 2: &bib2.qrp
new items 10 lines Fixed bibliographic re: &bibfl28.qrp
Number Cat records Bibliographic Export ¢ &BIBC SV.QRP
Premier Reading Challenge List Series Bibilographic R &BIB1.QRP
Series TEST Fixed bibliographic re: &bibfl10.qrp
Series Test Bibliographic Export ¢ &BIBC SV.QRP
Subject - Cricket Catalogue & Formatte: &bibfull.qrp
Test Bibliographic to Excel Excel Report &BIBCSV.QRP

—+ Author List &BIBFL10.QRP K
NUM

6. Typein an appropriate Report Description — for example: Authors Like King

e This description often serves as the heading of the report as well

”—b Authors LIKE King

éAuthor List - Fixed Lay

&BIBFL10.QRP

7. Click the F3 Save button
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EXPORTING BIBLOGRAPHIC DATA

Bibliographic reports can be saved to a windows file and imported into application such as MS Word
& Excel. These files can be used for a variety of purposes for example:

e Enhancing the Report by adding graphics, changing fonts, adding text in a Word document
etc.

e Save it for a later date to view

e Avoid using paper if the Report is for “In-house” purposes
The following template needs to be added to Amlib to export Bibliographic data
e BIBCSV.QRP

Step 1: Load the Template

1. Launch the Amlib client
2. Go to Main > Reports > RepAddNew — the Reports Files screen will display
3. From the Report Entity drop-down, select choose Bibliographic

4. Click the F1 New button — the Bibliographic — New Report File screen will display:

Bibliographic - New Report File... o |

Descrigtion | Bibliographic Export

Template | &BIBCSV GRP Browss
Choose Type | Fixed layout Reports j
Message ( may be split in # x 60 or 3 x40 )
H }
Default Stats Coda Defauli Detal Stats Code
Jpdzte Histony (Y/M) |_ Updata Entity (/1) |_

5. Enter the following details:

a) Description: Bibliographic Export

b) Template: click on the Browse button, change the Files of Type drop-down to System
Report Templates (*.qrp), select the &BIBCSV.QRP template and click the Open
button

c) Choose Type = Fixed layout reports

6. Click the F3 Update button when complete
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Step 2: Create the Report

1. From the Report Files screen choose Main > Reports > RepBibliographic — the Bibliographic
Reports screen will display

2. Click the F1 New button — the Select Report Format screen will display
3. Highlight the &BIBCSV.QRP (Bibliographic Export) template and click the Select button
4. Type in a Description — for example: Bib Data Export

5. Click the F3 Save button

% Bibliographic Reports - STAFF at Chelsea Library  (AM6 DB v6.0) p— i [

Main  Application

rrvew Jlr2woanfll 73 save [ vees]

Repo Report Report Template ol
Stats Description Type |

EB”:I Data Export Bibliographic Export |: &BIBC SV.QRP

Where Statement
1. Highlight the new Report and click the F7 Where button — the Bibliographic Reports — Where
screen will display

2. There are three unique parameters:

o Auth Tag: Search for a particular MARC tag
o Auth Key: Check for particular data contained in the MARC tag

o Tags to Display: MARC tags to display in report

Bibliographic Reports - Where ﬁ
1 Choose Search Column 2 Choose Operator

CLKE € LKE N [

Tags to Display = & — ~
Operator ‘ ‘ - =
Date I [l (ol <4 C > ()

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL
I Paste

ﬂ Optional Multiple Brackets j Special

{ Column Oper Where ) o
AuthTagi = (245 ano U anp
Auth Key : LIKE (HARRY POTTER AND
Tagsto Display: 1N :020,245100,650 AND fa]=]
Auth Key {15 NOT; NULL

fll BB

Delete
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3. The statement can include the following settings:

a)

b)

f)

Auth Tag — for example: Auth Tag = 245 (Title)

Auth Key — for example: Auth Key LIKE Harry Potter (looks for all matching items where
the Title BEGINS with Harry Potter)

Please Note: If you want to export ALL holdings: Auth Key IS NOT NULL (pastewithout a
value in 3)

Tags to Display — for example: Tags to Display IN 020,100,245 (will display ISBN,author
and Title in report)

Tags to Display — for example: Tags to Display IN 020,100,245 (will display ISBN,author
and Title in report)

(optional) Enter a finish date: Date <= enter a date in DD/MM/YYYY format — forexample:
10/10/2010 (a finish date is optional — if not inserted, the report will go up to the current
date).

You may also want to limit by Catalogue Number(s)

4. Click the F3 Save button when complete

Map the Output

It is possible to export up to 20 fields or subfields (Fields 1-20). Go to Main > Authorities > MarcTags
to see a complete list of Tag Nos). This F10 More screen allows you to determine the order in which
the fields will be output and the format.

1. Highlight the report and click the F10 More button — the More screen will display:

Bib Duta Export - Mo [

Vrlln- l 2 inwert ' iNDnhh ﬂ IS Query ,:
= — Raged

Eo Doa Emont

Note Nowidylon can bs parfomed on hieas paraneiecs - f3ee core
SOINE A5EHIAN0T 15 phean Dy tha Calm IENE Delw

Regort Line Ny Tag Mumbar &g+ orbiankorands! s or and o 3t -
ag1.2 3
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COLUMMN 1 COLUMMN 2 COLUMN 3 COLUMN 4 COLUMMN 5
HEADING Report Line | Tag Number eg + or blank blank or and Not used
Number or and sf in cat_sfin (‘a’,
(a', 'b") 'b')
EXAMPLE 1 100
2 245
3 082
4 650
COMMENT | Can be any MARC Tag field Specify which Specify which
number number — for part of the MARC part of the MARC
between 1 example: 245 tag to send - see tag to send - see
and 20 (Title) table below for table below for
more details more details
Any Tag can be
matched to any
Line Number

The table below explains how the user can specify which parts of the MARC tag to send:

OPERATOR

DESCRIPTION

EXPLANATION

blank (Default)

The entire MARC tag is printed

If the column is left blank, then the
entire MARC tag is printed

All data in the specified tag is
printed no matter how many tags
are included in the record

All Subject listings are printed, where
there is only one or several or
hundreds!

and sfin ('p’, 'n’)

Only the subfields specified to be
printed within this Authority Tag

and number printed

If 440 (Series) tag, only the Series name

and cat_sfin ('c')

Tag

Only the subfields specified to be
printed within this Non-Authority

If 260 (Publisher) tag, only the 'c'
(Date) subfield printed (and not Place
or Publisher)

2. Use the F1 New button to insert export lines

Bibr Data Export - More

F1 New | F2Insert

ot

| Bib Data Export

Mote: Mo validation can be perfomed on these parameters - take care.

o |

Some assistance is given by the column titles below

Report Line Nu Tag Number eg+ orblank or and 1 blank or and cat_sf| =
eg 1,23 [

1 020

2 245

3 100

4 490

5 650

« [
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3. Click the F3 Save button when complete

Order the Report
1. Highlight the report and click the F9 Order — the Order By screen will display:
( Bibliographic Reports - Crder By ﬂ
Columns Order By
asc | Desc
Operator —l
Date

Column
Catalogue Mumber

Catalogue Opac Restrict

o »

Auth Key

2 |« [

UP | DOWN |

2. Select Auth Key and use the arrow to move it to the right column

3. Click the F3 Save button when complete

Step 3: Run the Report

Start the Scheduler

1. From the Reports screen, select Application > RepStartSchedule

”‘E’\ Circulation Reports - STAFF at Chelsea Library

(=] & ==
Main EApplication
FIN ReportChangelser 5 Quel FG Print | F7Where || F8View || F9Order || F10 More
ry

ReportLogOff Ctrl+L
Rephthites Manage Email Attachments |
RepPrintProgress
RepStartichedule

: : Report Report Templa *
Community Info/Bookings Description Type (

2. The Report Scheduler screen will then display

3. Select your printing options: Ensure Save to File is ticked

4. Also decide If a report is scheduled by another user do you still want to print it? = Yes/No
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-y

Report Scheduler @

The Report Scheduler allows you to
print, e-mail and save repors to afile.
Please choose which ofthese tasks
you want the Report Scheduler to
perform.

v Printing [~ E-mail

If a reportis scheduled by another
user do you still want to print it?

™ Yes * Mo

0K | Cancel ‘

5. Then click the OK button

6. After clicking OK, if you go back into the Application menu you will see that
RepStartSchedule is now greyed out with a tick next to it — this indicates that the Scheduler is
now running

#77 Circulation Reports - STAFF at Chelsea Library o] @ =
Main | Application
F1N ReportChangeUser 5 Query F6 Print | F7 Where [ F8 View | F9Order [ F10 More [
ReportLogOff Ctrl+L
RepAddNew ‘

RepPrintProgress

¥  RepStartSchedule
i Report Report Templa +
Community Info/Bookings Description Type

Please Note: If you need to restart the scheduler at any point, you will need to log out of all Report
screens (Ctrl + L) and start at the beginning of these instructions.

Scheduling the Report

1. With your report highlighted, select the F6 Print button — the Print dialogue box will display
2. Select from the following options:

a. From:

e Database (to search the entire database)

b. To:

e File (to save the report as a file)
c. Frequency:

e Once Only (if this is the only time you’re going to print this report)
d. Schedule:

e First Print Date (defaults to current date)
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e First Print Time (defaults to current time)

e. Selected Printer:

e You can specify any active printer on the network to print to — including
virtual printer drivers such as a third party software that allows you to print
to PDF (For example: CutePDF Writer)

Print @
From To
+ Database " Printer
" Query File t'"
Frequency Schedule

 Once Only First Print Date | 12/08/2011

" Daily First Print Time | 715 PM

@ G & Al Page

" Monthly Bo T

" Every Copies |1 [ Draft
o dais I~ Overwrite Saved Files

Selected Printer
oK | Cancel |

3. Once you have selected all of your settings, click the OK button —the Report — Save As...
screen will display — navigate to the location where you want to save the file, enter a File

name (for example: bibexport.txt), change the Save as type to Text Document and click the
Save button

#E Report - Save As @
Savein: Saved Files j L] =5 ERv
Mame = Date modified Ty
| harryp.tt 3/06/2011 1:35 AM Te
__ onloan.bdt 30/05/2011 1:57 PM Te
|| testl.bet 11/05/2011 5:33 PM - T

4 T 3

File name: |biba:q30rt.bd
Save as type: |Text Document ﬂ Cancel

The report will then be sent for processing.

Check Print Progress

1. You can check the progress of your reports at any time by going into Main > Reports >
RepPrintProgress
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#7¥ Print Progress - STAFF at Chelsea Library o] @ (==
Main  Application
F3 Save F4 Delete F5 Query F6 Print
| [ ¢ Running ¢ Printed Filter I All -l
Description Date To | Frequency Req By File =
Print
Bib Data Export 12/08/2011 Once STAFF C:\Users\prenticji\Documel
7:20 PM

2.

the Filter drop-down menu at the top

Filter

il

All
) -
Daily

Weekly
Monthly

i m sli_

3. Your report will show up in Printed when it is complete

If your library uses the scheduler for a lot of reports, you can select a frequency type from

#77 Print Progress - STAFF at Chelsea Library o] @ ==
Main  Application
F3 Save F4 Delete F5 Query F& Print
| ¢ Waiting ¢ Running Filter I All j
Description Date To Date Frequency| Req By File ~
Print Printed
Bib Data Export 12/0812011 12/0812011 Once STAFF | C:\Users\prenticji\Docume

7:20 PM 7:21 PM

Step 4: Open in Excel

1. Launch MS Excel

2. Select the Data tab and then the From Text button:

- Bookl - Exce E

INSERT PAGE LAYOUT FORMUI.AEWEW VIEW ADD-INS

L, L5Y =, [2]Connections 4 [TTR W Clear s N = E 3
s & M5 AN g e B B X B [
Properties Reapplh -
om Other Existing Refresh Z] Sort Filter e Textto Flash Remove Data  Consolidate What-If |
ources~  Connections  All~ Edit Links Vo Advanced  Columns  Fill Duplicates Validation - Analysis -
nal Data Connections Sort & Filter Data Tools
Al M f
A B C =] E F G H I J K L M N L8]
]
2
3
4
3

3. Navigate to the text file you’'ve saved — ensure that the Text Files = (*.prn;*.txt;*.csv)
highlight it, and click on the Import button
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Import Text File @

== -

@-v;vlm Desktop » v|‘}H Sea 2|
QOrganize + New folder =~ |0l @
Microsoft Excel Narne Size Ttem type Date modified

i Libraries
[ Favorites 2 Allwright,Rosie
& Downloads % Computer
=] Recent Places E &i Metwork
OCLC Website Files- Amlib Docs . For Susie File folder 07/08/14 7:02 PM
. Netopacs Towork on File folder 11/08/14 9:11 AM
. Amlib Monthly Reports | Adult Fiction Collec... 96 KB Text Document 01/08/14 12:32 PM
% iCloud Photos | OpenNetOpac User... 1KB Text Document 10/10/12 9:07 AM
PDFs 04 March 2014 || Tested_Environmen... 1KB Text Document 06/08/14 7:09 PM
& Google Drive
[ Pictures
Bl Desktop
= Libraries
3 Documents
A Music =
File name: Adult Fiction Collection.txt v [TeFiles Comotres) -
Tools ~ [ Impot |v] [ Concel |
4. The Text Import Wizard will open:
Text Import Wizard - Step 1 of 3 |. ? &I

The Text Wizard has determined that your data is Delimited.,
If this is correct, choose MNext, or choose the data type that best describes your data,
COriginal data type

Chag e that best describes your data:
- Characters such as commas or tabs separate each field.

wrtdth - Fields are aligned in columns with spaces between each field.

Start import at row: |1 | File prigin: | Windows (ANST I

|:| My data has headers,

Preview of file C\Users'\allwrigr\Desktop\Adult Fiction Collection.txt.

-
SSlZIZfJle : a space odyssey / RZrthur C. Clarke|Clarke, Arthur C.|351.058| |
80042509|2010 odyssey two / Arthur C. Clarke.|Clarke, Arthur C. (Arthur [
E 80042453 |20€1 : odyssey three / Arthur C. Clarke. |Clarke, Arthur C. (Art|
TOCK003E=12153|50 first dates / Columbia Pictures presents = Happy Madiso -
4 UL} 3

5. Ensure that Original data type = Delimited, and then click the Next button

6. Delimiters: deselect Tab and add a pipe | in the Other box (it is possible to use both if you
don’t know which one the report is using but this may cause cell contents to be misaligned —
so check carefully!)

7. Click the Next button and then the Finish button
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-

Text Import Wizard - Step 2 of 3 |i|éj

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below,

Delimiters
[¥] 130
|:| Semicolon |:| Treat consecutive delimiters as one
|:| Comma

- Text gualifier: |~
[T space E
[¥] other: ||

Data preview

58312 001 : = space odyssey / Rrthur C. Clarke

800425035 010 aodyssey two / Rrthur C. Clarke.

80042453 081 : odyssey three / BRrthur C. Clarke.

TOCKO0364215B B0 first dates / Columbia Pictures presents a Happy Madison
L m

3

cancel | | <Back | [ Med> || Finish

8. Your data will be transferred into the Excel sheet and you can now use the formatting tools
to customise it:
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FIXED LAYOUT REPORT WITH IMAGES (&CTITEMX.QRP )

This report also automatically includes some Stockitem data. Allows stored catalogue images to be
printed (max 5 per catalogue with max 10 tags). A File is generally select to display the Catalogues
with images. As this is a Fixed Layout Report, the FLOMore button is used to select the Catalogue Tag
information to be printed in the first 6 lines of the Information about each image. Just ensure the
template has the image placeholder size set to ‘size for best fit’ so you images display well.

There is a special Report Type to use for this Template.

Bibliographic - Mew Report File...

Description

Fixed Layout Bibliographic Report with Catalouge images

Template | &CTITEMX.QRP

Choose Type |Bibliographic (Defautt)

Message ( may be split in 2 x 60 or 3 x40 )

Default Stats Codel Default Detail Stats Code I

Update History (Y/N) [ Update Entity (Y/N) [

The Order can be set to e.g. Auth Key

Bibliographic Reports - Order By M
Columns Order By
Auth Key ASC DESC |
Operator
Date

Catalogue Number
Catalogue Opac Restrict

Caolumn
Auth Key

N S K

UP | DOWN |

This reports needs to be run on a saved catalogue file, no Where statements are required.

The Item information is hard coded into the Report and cannot be customised without programming
changes.
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It includes:

e Barcode

e Description

e Perm Location
e Received

e Current Cost
e Original Cost
e Memo

e History

e (Cat Reference

The data to become the relevant Fields are determined using the F10More button.

Bibliographic with Image - More ﬁ

FiHew | F2Insert | FiSave | F4 Delete F5 Query

I Bibliographic with Image

Mote: Mo validation can be perfomed on these parameters - take care.
Some assistance is given by the column titles below

Report Line MNu Tag Mumber eg+ or blank or and sfir blank or and cat_s:
eg12.3 ]

1 245

2 100

3 856 +

4 520 +

5 650 +

G 651 +

T 600 +

< | 3
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&ctitemx.grp Bibliographic with Image 11 Aug 2014

Cat Reference: 37301

Title statement The curious garden / Peter Brown.

Author - Personal name Brown, Peter, 1979-

URL Link

Summary Liam discovers a hidden garden and with careful tending
spreads colour throughout the grey city.

Subject - Topical term City and town life - Juvenile fiction.
Gardening - Juvenile fiction.
Gardening.

Barcode STOCKO00384038B

Asset No.

Current Location

Date Acquired 07 Aug 2014

Current Cost $0.00

Original Cost $0.00

Memos:

History

Last Updated: 14 August 2014 Page 52



Amlib Bibliographic Reports Training Guide

APPENDIX 1: EXAMPLE FIXED LAYOUT REPORTS

e Fixed Layout Catalogue Print (BIBFIXD.QRP)

The F10 More lines must correlate with the Report Template. The template is set with only 3 lines

available. Therefore the F10 More option can only have 3 lines set. If more lines are wanted, the

template will need to have more fields added.

Catalouge Records (3 lines) - More

S

Filew | F2insert | F4 Delete ||| F5 Query

| Catalouge Records (3 lines)

Mote: Mo validation can be perfomed on these parameters - take care.
Some assistance is given by the column titles below

Report Line Nu Tag Mumber eg+ or blank or and 51 blank or and cat_sf| =
eg1,2,3

1 245

2 100

3 650

&bfixd.grp

Title statement
Author - Personal name

Subject - Topical term

Title statement
Author - Personal name
Subject - Topical term

Title statement
Author - Personal name

Subject - Topical term

Title statement
Author - Personal name

Subject - Topical term

Title statement
Author - Personal name
Subject - Topical term

Title statement
Author - Personal name

Subject - Topical term

11/08/14
Catalogue List - 3 Line

Blood trail / C.J. Box.
CJ Box

Game wardens

Blue heaven / C.J. Box.
CJ Box
Child witnesses

Free fire / by C.J. Box.
CJ Box

Game wardens

Out of range / C.J. Box.
CJ Box

Game wardens

Savage run / C.J. Box.
C.J Box

Conspiracies

Force of nature / C.J. Box.
CJ Box

Game wardens

o Fixed Layout Catalogue Print with Subject Headings (BIBFIXS.QRP)
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The template itself has been set to display a single subject heading. Again only 3 lines of display are
available; therefore the F10 More screen can only be set for 3 lines.

Series Statement

Title statement
Author - Personal name

Series Statement
Title statement

Author - Personal name

Series Statement

Title statement
Author - Personal name

Series Statement

Title statement
Author - Personal name

&bfixs qrp 11/08/14
Marsden Books
Title statement The dead of the night / John Marsden.
Subject - Topical term Death
Author - Personal name Marsden, John, 1950-
Title statement The third day, the frost / John Marsden.
Subject - Topical term Courage
Author - Personal name Marsden, John, 1950-
Title statement Out of time [/ John Marsden.
Subject - Topical term Time travel
Author - Personal name Marsden, John, 1950-
e Fixed Layout — 10 fields (&BIBFL10.QRP)
The Template allows for up to 10 lines to be set in the F10 More screen.
&bibfl10.qrp 11/08/14

Series TEST

A Capucine culinary mystery.

Death of a chef / Alexander Campion.
Campion, Alexander.

A classic collectible pop-up.

The little mermaid : a pop-up adaptation of the classic fairy tale /
Robert Sabuda.
Sabuda, Robert,

A Cupid, Texas novel.

Somebody to love / Lor Wilde.
Wilde, Lori,

A Detective Inspector Horton mystery.

A killing coast / Pauline Rowsan.
Rowson, Pauline.

e Fixed Layout — 2 columns 8 fields (&BIBFL28.QRP)

The report displays in 2 columns, without the Marc Tag descriptors. Eight lines are available to set
within the F10 More window.
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bib28.qrp

11/08/14

SPORT Books

The footy coach from hell /
Hyde, Michael 1945-
878-0-12-360237-4 (pbk.)
Australian football

Bob Rose : a dignified life /
Strevens, Steve.
978-1-7411-4093-4 (pbk.)
Australian football

Football yearbook 2003-4 : the complete
guide to the world game /

Goldblatt David.

978-1-405-30053-7
Soccer - Tournaments.

Exercise management for persons with
chronic diseases and disabilities

Brown, Peter, 1979-

978-0-7360-7433-9 (hard cover)
Chronic Disease - rehabilitation

NFL official encyclopedia of American
football /

Smith, Don R.

978-0-600-56634-2
Football, American.

American football : a complete guide to
playing the game /
Namath, Joe.

978-0-330-30115-2
Football, American.

Football is for me ; photographs by Alan
Oddie.

Dickmeyer, Lowell A.

978-0-8225-1087-1

Football, American.

American football /

Barrett, Norman.

978-0-86313-685-6
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APPENDIX 2: WHERE STATEMENT AND SPECIAL BUTTON

Where Statement

These are the set conditions that the report uses to determine the data to be sent from the database
to the report template. In general, they are just search terms — for example: All borrowers, all
borrowers except library staff, members at particular locations, etc

A good way of getting familiar with Where statements is to perform Where searches in the Borrower
and Stockitem modules (see below).

1. Highlight the report in the Reports table and click the F7 Where button — the Reports -
Where screen will display:

i |

Circulation Reports - Where

F3 Save

1 Choose Search Column

‘ F5 Query

2 Choose Operator

lssue Date Due Back & &
Issue Location &

Issue Date Issued -

Bor Barcode ‘o ‘o ‘o ‘o
Bor Type -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| Paste
J Optional Multiple Brackets J

Where )

Special

( Column Oper

3 oo |

2. You can then enter one or more search conditions:

a. Choose Search column: The options differ between Report Categories and Report Types.
If you’re not sure which of these is the correct one, it can help to have a look at the

corresponding module screen you want to get information from — for example: the
Borrower screen

OPERATOR DESCRIPTION EXAMPLE
LIKE Where the required data in this field LIKE ELD (for Eldorado)
begins with the text entered
LIKE Where the required data in this field does | LHE ELD (for all except Eldorado)
not begin with the text entered
IN Useful for selecting multiple codes IN A,J,YA (for all of these types)
N Useful for multiple codes not to be N ILL,LS (to exclude these types)
included
= Where the text entered is exactly equalto | = A (borrowers with a code of A for
the data required Adult)
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#* Where the text entered is not equal to the | #J (borrowers who do not have a
data required code of J)

Useful for NOT EQUAL TO NULL — choose
this operator, do not enter any data and
click the Paste button

< Where the text entered is less than the <01/10/13 (less than 1 Oct 2013)
data required
< Where the text entered is equal or less <01/10/13 (less than or equal to 1
than the data required Oct 2013)
> Greater than >01/10/13 (greater than 1 Oct 2013)
> Equal or greater than the text entered >01/10/13 (greater than or equal to
1 Oct 2013)

b. Choose operator — select from the above list:

c. Type the WHERE condition - this could be letters, numbers, dates, codes, etc (see
also the Special button below)

Circulation Reports - Where é
_F3 save |

1 Choose Search Column 2 Choose Operator
Always use Address 1 (YiN) -
Issue Date Due Back [l T LIKE  LkE N N
Issue Location & ) -
Issue Date Issued
Bor Barcode o« Co< o= o

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| r"‘l Paste

d. Once you have entered the Where (or Search) condition, click the Paste button —the
condition will be added to the table at the bottom of the screen:

3. You can then add in further conditions:

e Join conditions together using the AND and OR Boolean operands buttons.

e Delete unwanted items by highlighting the line and clicking the Delete button

4. Click the F3 Save button when complete
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Special Button

The Special button can be used for a number of things including the creation of relational dates
(dates that aren’t fixed but operate from the concept of a Current Date or the Start of Month).

For example: if you would like to look at dates for items received since 3 months ago you could select
the following

Issue Date Due Back >= Current date — 3 Months (minus sign before the 3 months)

1. Select Date Received from the 1 Choose Search Column box

2. Select the 2 operand from the 2 Choose Operator box

3. Click the Special button —another Where window will open
4. Select the Special operand from the table — for example: Current Date

5. Adjust the relational value of the selected operand by using the + or — buttons and the Days
or Months boxes — for example: - 3 Months

6. Anexample of the expressed condition will be visible in the box at the top of the window:

( Where ﬁ ]

Issue Date Due Back = Monday, 11 Aug
2014

Current Date

Start of Week

Start of Month

Issue Date Issued
Bar Birth Date

Bor Registration Date
LastChanged
LastActive =

J Days
J Months

Paste | Cancel |

lom | »

7. Click the Paste button when complete

Stockitem Reports - Where Iﬁ
1 Choose Search Column 2 Choose Operator
Call Set Reference -
ExtCatRef e e & ©
Description |_| _ ~

ForLoan?

DateReceived
DateAcc v

A
1A
B
A
-
W

| Paste
H Optional Multiple Brackets J M

( Column Oper Where ) |-
: Stats Code! = iAF . ianp L

DateRece == iCurrent Date - 3 Months
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APPENDIX 3: USEFUL COMMON REPORTS - BORROWER HIGH USAGE COUNT

There are several report templates to count high Borrower usage. The report templates are designed

to show items used more than 3, 6, 10 or 100 times within a specified period (using the F7 Where

statement). The report templates will list the title and the number of times used.

&BORH3.QRP - Shows count where transactions > 3
&BORH6.QRP - Shows count where transactions > 6
&BORH10.QRP - Shows count where transactions > 10
&BORH100.QRP - Shows count where transactions > 100

The reports are run against the Borrower History. Users that delete data from the Borrower History

table need to be aware of the limitations of results.

Load/Check the Template Type

8.
9.

Launch the Amlib client
Go to Main > Reports > RepAddNew
The Report Files window will open.

From the Report Entity drop-down menu, select the Report Screen (module) you would like
to load a template for — for example: Borrower

Highlight a borrower history report (see list above) and click the F2 Modify button — the
Borrower Modify Report File window will open

(To load a new report template: click the F1 New button instead)
Type in a Description — for example: Borrower History Count
Choose Type: — ensure that Borrower History is selected

You can leave Default Stats Code blank

Update Entity (Y/N) =N

10. Click the F3 Update button

11. Close out of the Report Files window

The template is now loaded and available for use in a Report.
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Borrower - New Repert File...

(S5

F3 Update
Description | History Count >10
Template | &BORH10.QRP Browse |
Choose Type M

Message ( may be splitin 2 x60or3x40)

Default Stats Code I

Update History (Y/N) [

Default Detail Stats Code I

Update Entity (Y/N) [

Create Report

1. Go to Main > Reports > RepBorrower
2. Select F1 New — the Select Report Format screen will appear
3. Highlight the Stockitem History report template you would like to use — &BORH3.QRP (Usage
Count > 5), &BORH6.QRP (Usage Count > 10 ), &BORH10.QRP (Usage Count > 10) or
&BORH100.QRP (Usage Count > 20)
4. Click the Select button type in a Description — for example: Usage Count > 10 Issues
(% Borrower Reports - STAFF at Chelsea Library  (AM6 DB v6.0) L] o s
| | Main  Application
FiNew || F2Modify | F3Save | F4Delete F6 Print || F7Where | | F&View | F90Order | F10 More
q
1 Text for Letlerl Manage Email Attact t |
Reporl Updat Report Report Template -
Stats | Entity Description Type
Code | (YIN)
N New Borrower Data Borrower Data Report | &BORDATA.QF
N iNew Borrowers Borrower Card &borcard.qrp
N Newsletter Borrower Letter by Emi&nladdem.qrp
N :Northham RFID Export Borrower RFID Export { NthXBORCSV.(
N ioverdrive Overdrive CSV report | &XBARCDPIN.(
N :iPIN & Bor Number export Borrower Number & PIEPCPIN.QRP
N {Popular book Count =3 Popular Book Count  {&BORH3.QRP
N Popular Titles Popular Titles by Class &BORHPOP.Qf
N iS5 tablelands receipt southertablelands rece; $BFINREC.QRF
N i Student Export Export C5V 1 &borcsvl.qrp
N itest borrow card test borrowoer pic & Lc &BORCRDPtes
N itesting barcode with picture Borrower Images &BORCRDP.QF
N Total Loans by class count Borrower History Couni &BORHCNT.QF
: ' 1
XKXX {Export CSV 2 i&bordata.qrp =
| how [
5. Ensure the Update Entity (Y/N) column is set to N

6. Click F3 Save
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Where Search Parameters

1.

2.

Highlight the report and select the F7 Where button —the Borrower Reports — Where screen

will open

Enter the following Where search:

a.

History Type LIKE READ

(Use the Paste button to insert the parameter into the list at the bottom of the

screen)

Bormower Reports -Where

EEm

]

Report Mame &

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

1 Choose Search Column 2 Choose Operator
Ref 1 Field -
Ref 2 Field FLUKE CLKE CIN O
ltern Mo
. i W= (8-
Item Title o
< < C > [alpe

| READ|
ﬂ Optional Multiple Brackets j
[ Column Oper Where )

]

Enter a start date: History Date >= enter a date in DD/MM/YYYY format — for

example: 01/01/2010

Enter a finish date: History Date <= enter a date in DD/MM/YYYY format — for

Paste |
Special |

AND

example: 10/10/2010 (a finish date is optional — if not inserted, the report will go up

to the current date).

Borrower Reparts - Where

2t

=
1 Choose Search Column 2 Choose Operator
BorBarho
- - CUKE CUKE OIN Cm
* = o
< < L2 [l
3 Type the WHERE Condition and Press PASTE OR Press SPECIAL
H Optional Multiple Brackets D]
{ Column Oper Where ) &
History Type | LIKE READ anD L
( History Date! == {Wednesday, 1Jan 2003 AND
History Date: == {Current Date ) )

Paste

Special

ARD

OR

E e

Delete

d. When using a range of dates, you should use the brackets to enclose the date range.
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e.

You may want to add other restrictors — for example: Borrower No = or Borrower

Class =

3. Click the F3 Save button when complete — this will close the Borrower Reports — Where

screen and return you to the Borrower Reports screen

-

Borrower Reports - Where

1 Choose Search Column

2 Choose Operator

===

Sex
BirthDate
BorType
BorGroup

BorClass
BorStatus

© LUKE  LKkE &N [
("= (";e
[l © < (8- [

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

i)

>

[ 2438, 44, 48,54, 50
ﬂ Optional Multiple Brackets j
( Column Cper Where ) o
History Type: LIKE iREAD anp |
( History Date! == {Wednesday, 1.Jan 2003 AMD
History Date; == {Current Date ) {AND
BorStatus = DK AMND

i

H

Baste

Special

ARD

OR

Delete

Order By Parameters

1. Click the F9 Order button —the Borrower Reports — Order By screen will open

2. Select BorBarNo from the Columns list and arrow it across into the Order By list

3. Click the F3 Save button when complete — this will close the Borrower Reports — Order By

screen and return you to the Borrower Reports screen

-

Borrower Reports - Order By

Columns

BorBarMo

FIM

Surname
Given

Sex

BirthDate
BorType
BorGroup
BorClass
BorStatus
Location
RegistrationDate
Owing
LastChanged
LastOperator

2 [ |

| »

m

Order By

DESC |

ASC

=

Column

BorBarMo

ASC

up | DOWN |
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View/Print Report

1. Highlight the report you wish to run and select the F8 View button

2. The following message will appear:

Select File for View

===

% This type of report may use a Saved File as the Source. Do you want to
' select the file now?

Yes | No |

Cancel

3. If you would like the report to run using the entire database (rather than a Saved List) then

select No

4. The report will then display:

77 Report - View |ilﬁli—hj
(& ¢ €| »r|0p x
&borhG.qrp Borrower Count Usage >6 - >6 Issues of Same ltem
13/08/14
Bar Code Name Entries

BO01 STILL, Judy 13
B2345 GEORGE, Freda Maree 14
B260 HILL, Wendy L 15
B270 MORMAN, Peter D 12
B300 DYKSTRA, Jordan B 23
B301 DYKSTRA, Taylor A 13
B302 DYKSTRA, Melissa F 20
B303 DYKSTRA, Trevor A 51
B304 DYKSTRA, Jemma G 19
B309 BROWN, Nathan 13
B4552 SMITH, Debbie P 18
B8O OUTLOOK GARDENS NURSING HOME, 6

B9988 SMITH, Sarah Jane [

4 [ 3
5. Select the print button to print the report
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APPENDIX 4: USEFUL COMMON REPORTS - STOCKITEM HIGH USAGE COUNT

There are several report templates to count high Stockitem usage. The report templates are designed
to show items used more than 5, 10 or 20 times within a specified period (using the F7 Where
statement). The report templates will list the title and the number of times used.

e &STKH5.QRP - Shows items where count > 5
e &STKH10.QRP - Shows items where count > 10
e &STKH20.QRP - Shows items where count > 20

The reports are run against the Stockitem History. Users that delete data from the Stockitem History
table need to be aware of the limitations of results.

Create Report

7. Launch the Amlib client

8. Go to Main > Reports > RepStockitem — the Stockitem Reports screen will open

9. Click the F1 New button — the Select Report Format screen will appear

10. Highlight the Stockitem History report template you would like to use — &STKH5.QRP (Usage
Count > 5), &STKH10.QRP (Usage Count > 10) or &STKH20.QRP (Usage Count > 20).

11. Click the Select button
12. Type in a Description — for example: Usage Count > 5 Issues
13. Ensure the Create Fin (Y/N) column is setto N

. 777 Stockitem Reports - STAFF at Chelsea Library (M6 DB v6.0) | — i ]
Main  Application
F1 New | F2 Modify F3 Save F4 Delete F5 Query F& Print F7 Where | F& View F9 Order |
|
Repori Create Report Report Template o
Stats | Fin Description Type
Code | (Y/N)
N |5t Micheals Grammar weeded Title, Cost, Call No & Fo: &stktccf.qrp
N : Stockitem by location Average counts by Stocl & STKAVG.QRP
N | Stockitem Count by History Usage by Call No using : &stkhcc.qrp
N i Stockitems with Barcodes Title, Author, Call No & | &stktacb.qrp
N Stocktake Not Found Author&Title&Call &stktitl.qrp
N i Supressed Stockitems - Title count Count of titles - Supressi Titlelst. QRP
Y test barcode report borrower list with barco & STKBCODE.QR
N Titles in collections Author&Title &stktitl.qrp
N :top borrowers Usage Count > 5 &STKH5.QRP
N Turnover by Author Turnover By Author - St &stkturd.qrp
N Turnover Summary Turnover Summary By ¢ &stktur3.qrp
N :Usage Circ Count sort by Stats (12 Month¢ Usage by Stats Code usi 8stkhcsc.qrp fia
N :Usage Count = 20 Issues Usage Count = 20 E&STKHH}.QRP
‘Usage Count > 5 Issues iUsage Count > 5 :&STKH5.QRP
N :Value of Missing ltems {Count by Form & Stats : &stkcfs.qrp n
Report Finished .. NUM
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14. Click the F3 Save button

Where Search and Order By Parameters

4. Highlight the report and select the F7 Where button — this will bring up the Stockitem
Reports — Where screen

5. Enter the following Where search:

a. History Type = ISSUE
You can use ISSUE, RENEW OR RETURN
(Use the Paste button to insert the parameter into the list at the bottom of the
screen)

b. If using History Type = Issue, you may want to exclude any alterations made to the
due date after renewals: History Contents NOT LIKE Due Date Altered

c. Enter astart date: History Date >= enter a date in DD/MM/YYYY format — for
example: 01/01/2010

d. Enter a finish date: History Date <= enter a date in DD/MM/YYYY format — for
example: 10/10/2010 (a finish date is optional — if not inserted, the report will go up
to the current date).

e. You may want to add other restrictors — for example: Borrower No =

f. Click the F3 Save button when complete — this will close the Stockitem Reports —
Where screen and return you to the Stockitem Reports screen

( Stockitemn Reports - Where @\

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

=3 N

1 Choose Search Column 2 Choose Operator

C LUKE  LKE (N )

-
|

History Type

History Value & — ®)

Borrower Mo

History Date e < = 't
History Contents 57

| Paste

J Optional Multiple Brackets J Spedal

( Column Oper Where ) o
History Type! = ISSUE anc

( History Date == Saturday, 1.Jan 2000 AMNC
History Date == Current Date ) (ANC

History Contents MNOT LIKE Date Due Altered

FLEE R

« L] ?

6. Click the F9 Order button — this will bring up the Stockitem Reports — Order By screen

a.

b.

Select Item No from the Columns list and arrow it across into the Order By list

Click F3 Save — this will close the Stockitem Reports — Order By screen and return you

to the Stockitem Reports screen
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Stockitemn Reports - Crder By M
Columns Order By

Item Mo - ASC EI

History Type il

History Value ‘ﬂ Column i
Borrower Mo 1 e i

Item Mo

History Date
History Contents
Title

Author
Publisher
Series/ ISBN
Subject

Call Mumber
Volume

Edition
Alpha Title &7 UP | DO"."."Nl

2 [ |

View Report

6. Highlight the report you wish to run and select F8 View

7. The following message will appear: This type of report may use a Saved File as the Source.
Do you want to select the file now?

Select File for View [

@5% This type of report may use a Saved File as the Source. Do you want to
Y select the file now?

8. If you would like the report to run using the entire database (rather than a Saved List) then
select the No button

9. The report will then display:
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777 Report - View |£|Eléj
[ | ¢ r|m] -
8 STKH5.QRP Usage Count > 5 Issues 13/08114
Stockltem No Title Issues
980485676 Mother Earth Father Sky / Sue Harrison 6
STOCK00370363B Digital photography : pocket guide 6
246632 Gemini to Joburg / Cecil Lewis. 6
980391792 Beyond the Labyrinth / Gillian Rubinstein 8
980386416 The yellow Cortina / by Betty Roberts 11
STOCKO0371165B Crocodile tears / Anthony Horowitz. 5
4 [ 3

10. Select the print button to print the report ( unfortunately it is not possible to order this
report by highest usages first)
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