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OVERVIEW

Borrower Financials within Amlib can be applied manually within the Financial window of a
Borrower. Additionally charges can be applied automatically through fines, charges or updated from
Reports.

Details of the Circulation Financial Transactions for a borrower is displayed in the Borrower Module

— Borrower Details > Borrower > Financial.

This window details money owing for overdue, lost and damaged items, photocopies, lost cards,
charges and fines for late items, as well as other charges and payments as required by the site.

The Financial Types that assist in defining the charges and payments are maintained in the Finance
Module. There are some System Financial Types that cannot be deleted. Other Financial Types can
be added if required for use by the site. These Financial Types can be Credit or Debit. Setups are
different depending on whether sites are running Single line or Double line accounting.

Financial charges can be listed on the Table and payments made to the same line (Single line
accounting), or payments made on a separate lines (Double line accounting). If the Debt Collection
Module is to be used, Double line accounting must be configured and setup. It is possible to switch
from Single line accounting to Double line accounting. Contact Amlib Support for the procedure on
how this must be managed.

It is recommended that Double line accounting be used to ensure better integrity of financial data.
Every Financial transaction can be traced so that Auditors can better account for changes to Charges
and Payments, and a financial trail can be followed.

WARNING: Once set to be Double line Accounting it is NOT possible to return to Single line

Accounting.
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PARAMETERS AND DEFAULTS TO CONSIDER

Parameters that relate to the Borrower Financial Table include:

Supervisor, Installation, System parameters

Supervisor, Installation, Other parameters

Supervisor, Installation, Circulation parameters

Borrower Types — set up any Fines, Charges, Grace Periods if appropriate
Financial Types set up in Circ Finance within the Finance Module

YV VVYVYVY

Note: Some parameters are set at the Default level of Supervisor, Installation only. Other
Parameters are set at the Location level and can have different Values depending on the Location.

Supervisor - Installation - (System) Parameters
DEFAULT level

1. Launch the Amlib client

2. Go to Main > Supervisor > Installation— the Installation table will display for the Default
settings. This setting is ONLY available in the Default Location set of parameters

=% Installation - STAFF at Library (ST2 DB v5.3)

Main  LibraryMernu  Installation

F3 Saue F5 Query

Al Borrower | Catalogue I Qirculmion‘ Stockitem | System Other |

Description Walue ~

Aborrower is re-registed by (Doate, (Mionths, (Mo re-register

A borroweer's registration will expire every #3353 months 12

_A borrower's registration will expire on the following date:
' A Mare record exists if ane of the following tags match 001 020024 028
_A PC's time can vary by ¥ minutes from the server's time 10

.Address 1 Area Mapping
l_Address 1 DP Barcode Mapping

Address 1 Line 1 Mapping
| Address 1 Line 2 Mapping
. Address 1 Line 3 Mapping
_Address 1 Line 4 Mapping
. Address 1 Posteode Mapping

_Address 1 Suburb Mapping
Address 1 Ward Mapping
_Address 2 Mapping same as 9

LI

3. Click the System button to open the System settings

4. Check your setting for “Use double entry accounting (Y/N)”
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This setting is the most important setting and will determine how the Financial Window will
function in regards to making Payments and Receipt printing. According to this setting the
Borrower Financial window will appear differently.

WARNING: Once set to be Double line Accounting it is NOT possible to return to Single line

Accounting.

LOCATION level - (System) Parameters

These settings can vary from Location to Location. Before checking the setting, choose the

Installation Menu, Choose Location and select the relevant Location

=% Installation - STAFF at Library (ST2 DB v5.3)

Main  LibraryMenu Bl
F5 Query
Advanced Copy
All | Borrower Catalogue | Circulation | Stockitem | System Other ‘
DEFAULT
Cescription Yalue -
Default search cache size ‘B0

1. Auto Print a receipt for payments in borrower financials — If set to Y, a print out
automatically occurs when the Do! Button is click on the Allocation window when making a
payment

2. System Supplied Receipt Number — if set to Y - the system will automatically generate a
System Receipt Number. The Allocate Window will have the Receipt Number greyed out.
When the Do button is pressed the receipt number will be automatically created and written
to the Financial entry. If setto N, it is possible to enter a Receipt Number manually as the
Receipt No field will be available for data entry

3. Item cost on the new Financial entry to be (C) Charge, (P) Paid, (B) Both, (N) None - Charge
is the most commonly used option, so that it is not necessary to look up the item cost

e C(Charge) The Current Cost for the Stockitem record identified will automatically be
entered into the Charge column of the Borrower Financial Table

e P (Paid) The Current Cost for the Stockitem record identified will automatically be
entered into the Paid column of the Borrower Financial Table

e B (Both) The Current Cost for the Stockitem record identified will automatically be
entered into the both the Charge and Paid column of the Borrower Financial Table

o N (None) The Current Cost for the Stockitem record identified will NOT be entered into
the Paid column of the Borrower Financial Table

Last Updated: 26 February 2013
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Supervisor - Installation - (Other) Parameters
LOCATION level - (Other) Parameters

These settings can vary from Location. Before checking the setting, choose the Installation Menu,
Choose Location and select the relevant Location

1. Default Financial transaction type for credits: Enter the Default Circulation financial Type
most commonly used for payments (credits) if preferred

2. Default Financial transaction type for debits: Enter the Default Circulation financial Type
most commonly used for charges (debits) if preferred

NOTE: For Double Entry accounting there are Default Credit Types for each Debit Type,
entered on the Finance>CirFinTypes Table

Supervisor - Installation - (Circulation) Parameters
DEFAULT Level

1. Are there different loan parameters for each location (Y/N) — Able to apply different charges
and fines at different branches if required

2. Debt Collection Borrower Status - at Default settings only (for those sites running Debt
Collection)

3. Days of week where ALL locations are closed (0 — Sunday, 6 = Saturday)
Supervisor - Installation - LOCATION - (Circulation) Parameters

1. Display a confirmation message of credit (Y/N)

2. Automatically answer Y to Fines on Chute Returns - If set to Y, a borrower a charge is
automatically calculated according to the table in Borrower Types

3. Automatically answer Y to Fines on Normal Returns - If set to Y, a borrower a charge is
automatically calculated according to the table in Borrower Types

4. Calculate all the fines from the grace (Y) or overdue (N) date - Fines may be calculated from
the day the item was overdue or an allowance may be made for the grace period. Entera Y
to make the grace period a fine free period. Grace periods are set up in Borrower > Borrower
types > F7 Loan — Column for Grace Period Days

5. Claims returned process code — Enter a valid Process Code to apply the creation of a Process
Code and Process Date to any Item set to Claimed Return.

6. Display a confirmation message of Credit (Y,N) - When an item is returned as described in
Check Borrower or Items for Fines and Charges you may get a confirmation message. To hide
the message but still apply the credit, enter a N in this parameter

7. Fines for an item cannot exceed the cost of the item

Last Updated: 26 February 2013
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8. If a borrower owes money go straight to collect on Issue window — Opens the payment
Window within Borrower Financial

9. If a borrower owes money go straight to collect on Returns window - Opens the payment
Window within Borrower Financial

10. Include closed days in fine calculations (Y,N) - Closed days from the calendar can be included
in calculations for Fines (Y is the Default)

11. Loan by STATS (Y) or FORM (N)

Borrower Types - Loan Types Fines, Charges, Grace Periods

How the Circulation system controls Loan periods and privileges is determined largely by parameters
set in the Loan Defaults selected Borrower Type. These settings can also be seen via Stockitem in
Stockitem > Application >Stockitem Forms or Stockitem Stats > F7 Loan.

Loan periods are set for Stats or Form code depending on the Supervisor > Installation > Circulation
setting. These settings can be different based on Location or Location Group. Charges can be set in
this Window

1. Launch the Amlib client

2. Go to Main > Borrower > Borrower Types— the Borrower Types table will display for the
different Borrower Type categories defined on the system

3. Highlight the Borrower Type
4. Select F7 Loan
5. Access the Loan Defaults for a Borrower type by highlighting the line and selecting F7 Loan

6. Check the Loan Parameters set
7. The Grace Period for Fines is defined in this Window

8. Fines and Charges are settings are accessed from this Window

Last Updated: 26 February 2013
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Loan Parameters and Borrower Types

rasme |
S E—

(Diaily Loans (Hiaurly Loans Charges

Fines

X

Codi Description | (Hyourly | Can |Loan| Lo n | Gty | Can | Rsve
{Owernigh Loan | Gty | Days | Period Renew Renew Rsve | Gy
(Doaily | Oy Days | () )
Tierm
(Shermetet
(iear
AFL i Authar File D i 4 14 ] i I i 2
AlLIB: Audio Book O Y fi 14 A i 1 i 2
EAUD Audio D by B 14 4 i a0 i 2
EIK Boaok O Y fi 14 A i 1 i 2
EEIKO Book- Oversize D i G 14 5 i 0 i 2
EEIO}{ Box D b A 14 A i 0 i 2
CD cD D Y B 14 5 i a i 2
ECDE COROM D by B 14 4 i a0 i 2
ECLV Clickyview D Y B 14 5 i 1 i 2
EDVEI DD and Boak D by B 14 4 i a0 i 2

£

|

Grace Period
Define the number of days an item can be overdue before applying fines.

Note: There is an Installation parameter that defines the calculation of fines once the Grace period
has completed and the fines apply - “Calculate all fines from the grace (Y) or overdue (N) date.

Charges

Charges can be assigned for Loans, Renewals and Reservations. From the F7 Loan Settings shown

above, select Charges Button
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£d

L.oan Parameters and Borrower Types

rsouery | roram | rasame

o et
(Dhaily Loans iHiourly Loans Charges Fines
Codi Description | (Hiourly | Can | Loan | Can  Renew Can | Rsve ~
(Owernigh Loan | Charge Renew Charge Rsve | Charge =
moaily | Oy )] I
(Tyerm
(Siemete
riear
AFL  Author File ] Yo rg00oo; oy 080 Y : §1.00
AUB: Audio Book ] ¥ §0.00 Ay 050 ¥ : §1.00
EAUD Audin ] Yo oF0oo: oy F0A0: Y : §1.00
EIK Book ] Yo rg00oo; oy 080 Y : §1.00
EEIKO Book- Oversizé D Yoig0.00: v oo:E050¢ Y ¢ §1.00
EEIO}{ Box ] Yoo F00o: oy F0A0: Y i §1.00
CD ch ] Yoo g00o: oy F0A0: Y i §1.00
ECDE CDROM ] Yoo g0oo: oy F0A0: Y {§1.00
ECL\-’ Clickyien ] Yoo F00o: oy F0A0: Y & §1.00
ED‘JEI OvD and Book ] ¥ §0.00 Ay 050 ¥ : §1.00 .
1. Code Displays the Form/Stats code for each corresponding
Stockitem Form or Stats code
2. Description Displays the Form or Stats description for each
corresponding Stockitem Form or Stats code
3. Type of Loan Displays whether the Loan is a Daily or Hourly type Loan D/H
H,0,D,T,SorY
4. CanlLoan? Is this form available for the particular Borrower Type e.g. Y/N
Borrower Type of Junior may not be available to loan
items with a Form of CD?
5. Loan Charge A charge which is applied when an item is loaned. S Value
Can Renew? Determines whether borrowers can renew items of this Y/N
type.
Renew Charge A charge which is applied when an item is renewed. S Value
Can Reserve? Determines whether borrowers can make or request Y/N
reservations for this type of item.
9. Res Charge A charge which is applied when an item is reserved. S Value

Note: Grace periods are set within Main Loans table.
Some Libraries charge for Reservations because the amount of Staff time it takes to follow them up.

Some libraries set up an item form of Computer User, create a Stockitem called Computer 1, make a
card with that barcode and loan the item to the borrower. A charge will be applied to the borrower’s
financial whenever the Computer is “loaned” out to them.
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Fines

Fines can be assigned for Loans, Renewals and Reservations. From the F7 Loan Settings shown
above, select Fines Button.

Loan Parameters and Borrower Types E'

s |l esouery | roram | asame

e et
(Chaily Loans {Hiourly Lnan5| Charges Fines
Codi Description | (Hwourly | Gan | Can | Late Late Late hla L
(wvernigh Loan | Renew  Per Per Fer | Q'Due =
(Dhaily | OO OO | Hour | Day | Week | Chroe
(Mierm
(Siermetet
Mear
AFL i Author File D Ny i $0.00 ; $0.00 § $0.50 § $5.00
AUB: Audio Book D b b £0.00 ¢ %0.00 { $0.00 @ $0.00
E.-['-.LJD Audio D Ny b 0,00 ¢ %0.00 § §0.00 ;@ $0.00
EIK Book D by Y £0.00 ¢ 0.00 § $0.00 : $0.00
EEIKO Book- Oversize D i ¥ $0.00 § §0.00 : $0.00 : $0.00
EEIO}{ Box D by Y £0.20 ¢ $0.00 { §0.00 : $0.00
CD cD D Ny b 000 : %0.00 | $0.00 @ $0.00
ECDF CDROM D by Y £0.00 ¢ 0.00 ¢ §0.00 : $0.00
ECL"-I Clickview D Ny b 0,00 ¢ %0.00 | $0.00 @ $0.00
ED"-!'EI CYD and Book (] by Y £0.00 ¢ $0.00 ¢ $0.00 : $0.00 3
Code Displays the Form/Stats code for each corresponding
Stockitem Form or Stats code
Description Displays the Form or Stats description for each
corresponding Stockitem Form or Stats code
Type of Loan Displays whether the Loan is a Daily or Hourly type Loan D/H
H,0,D,T,SorY
Can Loan? Is this form available for the particular Borrower Type e.g. Y/N
Borrower Type of Junior may not be available to loan items
with a Form of CD?
Late per hour A charge per hour which is applied when an item is S
returned late Value
Late per day A charge per day which is applied when an item is returned S
late. Value
Late per week A charge per week which is applied when an item is S
returned late. Value
Max Overdue The maximum charge that will be raised for a fine for any S
Charge one particular late return. If set to $0.00 Amlib will Value

calculate the overdue charge to the value of the Stockitem
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CIRCULATION FINANCIAL TYPES

1. Launch the Amlib client

2. Go to Main > Finance > CircFin Types— the Circulation Transaction Types table will display

for the different Borrower Type categories defined on the system
3. New Financial Types can be added

4. Editing is limited — System Financial Types cannot be edited.

This Table will look different depending on whether it is Single or Double line accounting.

Single Line Accounting

B4 Circulation Transaction Types - STAFF at Senior School (ST DB v5.3)
Main  Application

Hew | Insert Save et Guery | Print |
Trans Transaction Standard| CR | Included BF YTD 7
Type Description Charge | or Amount Credit
(%) DB % as (99.99}) Totals
ACCOUNT :Acco © $0.00 :DB: 10.00 00 ]
BONDRECD: Bond received $0.00 : DB 10.00 $220.00 §
BONDRET Bond returned $0.00 : DB 10,00 $120.00 $
CARD Lost Card $2.00 : DB 10.00 $0.00 §
CNH Claims Never Had $0.00 : CR 10.00  :%0.00 ]
CR Claims Returned $0.00 : CR 10.00 $0.00 §
DAM Damaged ltem $0.00 ; DB 10.00 $0.00 §
DCFEE Debt Collection Fee $0.00 : DB 10.00 $0.00 §
E endless $0.00 : DB 10.00  :}0.00 ¥
FEES Fees $0.00 : DB 0.00 $0.00 §
GTEST1 GTEST1 $0.00 : DB 10.00 $0.00 $
- GTERT? TERT? tnon i DR A0 N &0 nin )t i

Double Line Accounting — includes the Credit Trans type default column
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B4 Circulation Transaction Types - STAFF at Library  {ST2 DB v5.3)
Main  Application

Hew | Insert Save eled Query | Print |
T~
Trans Transaction Standard| CR | Included Credit 2
Type Description Charge | or Amount Trans
(%) DB | % as {99.99 Type
. $0.00 DB 10.00 PAYGEN |
ACCOUNT :Account $0.00 :DB: 10.00 PAYDAM i
BUY Buy library set of hooks $16.00 ;| DB 10.00 PAYSET s
CARD Lost Card $5.50 DB : 10.00 PAYLOST it
CNH Claims Never Had (Credit) $0.00 : CR 0.00 £
CR Claims Returned (Credit) $0.00 : CR 0.00 ¢
DAM Damaged Item Charge $0.00 : DB 10.00 PAYDAM 5
DCFEE Debt Collection Fee $0.00 :DB: 10.00 PAYGEN i
FEES Fees $0.00 : DB 0.00 PAYFINE ¢
ISSUE Issue Charge $0.00 : DB 0.00 PAYFINE !
LATEFINE :Late Fine $0.00 | DB 0.00 PAYFINE ¢
1 FCAL l anal Faa &nonin ne i iy PAYI FizAl o
%

COLUMN HEADER EXPLANATION EXAMPLE
Trans Type The code of the Transaction Type LOST
Transaction The description of the Transaction Type Lost Item Charge
Description
Standard Charge ($) If applicable, a standard charge can be place on the 5

Financial e.g. $5.00 for a Card Replacement
CRor DB Credit or Debit Transaction CR
Amount Included % as | Used to calculate the taxation value 0 for example: 10
99.99% Charge of $5.50with a Tax included value of 10%
would make the taxable amount .50
Credit Trans Type The default Credit that normally matches the Debit — | PAYLOST
this can be altered on payment in most cases (except
DIY). The Credit Trans Type MUST be the same %
included (displays if using Double line accounting)
BF YTD Credit Totals * | Brought Forward Year To Date Credit Totals 0.00
Only valid for sites where Double Entry Accounting is
used and special Reports are run to have this Total
updated.
BF YTD Debit Totals * Brought Forward Year To Date Debit Totals 0.00
Only valid for sites where Double Entry Accounting is
used and special Reports are run to have this Total

Last Updated: 26 February 2013

Page 16




Circulation Finance Training

updated..

BF YTD CR Counts * Brought Forward Year To Date Credit Counts

Only valid for sites where Double Entry Accounting is
used and special Reports are run to have this Count
updated.

BF YTD DB Counts * Brought Forward Year To Date Debit Counts

Only valid for sites where Double Entry Accounting is
used and special Reports are run to have this Count
updated.

There are both System generated Circulation Types and manually created Circulation Types (used
either on Reports — More buttons or via the Circulation Financial Types).

There are a Standard set which must be defined and cannot be edited or deleted. A Subset of these
Financial Types are System Financial Types and are reserved for System use and cannot be used for

Manual Circulation Financial Tra

nsactions.

It is possible to add extra Circulation Transaction Types for use at the Library.

The following Circulation Financial Types are the Standard set and the ones shown

System use only.

in bold are for

CIRCULATION TRANSACTION DESCRIPTION CREDIT/DEBIT SYSTEM USE
TYPE ONLY
ACCOUNT Account DB - Debit Vv
CNH Claims Never Had CR - Credit

CR Claims Returned CR - Credit

DAM Damaged Item DB - Debit

DCFEE Debt Collection Fee DB - Debit Vv
FEES Fees DB - Debit

ISSUE Issue Charge DB - Debit Vv
LATEFINE Fine DB - Debit

LEGAL Legal Charge DB - Debit

LOST Lost Item DB - Debit

OVERDUE Overdue Item DB - Debit Vv
PAYDAM Payment for Damaged Item | CR - Credit

PAYFINE Payment for Fine CR - Credit

PAYLEGAL Payment for Legal Charge CR - Credit
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PAYLOST Payment for Lost Item CR - Credit

RESADV Reservation Advice Charge | DB — Debit Vv
through Reports

RESCANC Reservation Cancellation DB - Debit Vv
Charge

RESERVE Reservation Charge through | DB - Debit Vv
Circulaton

RESFEE Reservation Charge Fee | DB - Debit Vv
through Reports

RENEW Renewal Charge DB - Debit Vv

RETURN Returned Item CR - Credit Vv

WAIVE Waive a Fine, Fee or Charge | CR - Credit Vv

WRITEOFF Write Off a Debt CR - Credit

CREATE A NEW CIRCULATION FINANCIAL TYPE

9.
10.

Go to Main > Finance > CircFin Types— the Circulation Transaction Types table will display
for the different Financial Type categories defined on the system

Select FINew
Enter the TransType code. For example CARD
Enter the TransType description - for example Card replacement

Enter the Standard Charge or 0 if no standard charge - for example 5.00

Enter whether the Circulation Trans type is a credit (CR) or debit (DB)

Enter the Included amount (%) if there is a tax to be included. Enter 0 if no tax is to be
included. For example, enter 10 for GST (Australia)

If using Double entry Accounting select from the Drop-down box the Default Credit Trans
Type that will be usually used to create the Credit for the Debit account

Enter O in the next four columns

Select F3Save

This additional Financial type will be available in the Borrower Financial for a new charge (if set as a

DB debi
Type.

t charge). Remember to Log out of Borrower or Circulation before using this new Financial

CIRCULATION FINANCE FOR SEARCHING FINANCIAL TRANSACTIONS

The Circulation Transaction window is used for querying Financials applied to Borrower records over

a period of time. For example, enter a “From” Date in the Date Column, use a > symbol and then
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enter a Date To. Select the Query button and if more than one Financial is found, the results will
display as a Table.

NOTE: This facility is used for Searching only — no deletions or changes are possible.

1. Go to Main > Finance > CircFinance— the Circulation Transactions table where Fields to
guery can be entered

2. Enterrequired data (in the white fields) for the query. See below the table for further
explanation. For example, a particular Financial Type of Financial between particular dates

< Cirgwlalion Tramsacfizes - STAFF al Libraey  [ST3 08 5 3}

i Char | 5 Tuary | | |
Type GHy  Oebi 'Valu Camiit Valme Losahion [iaie
[ |01 mzend
=l =]z =l =[]
Bsd Baa Ca-llac Wikam e date i weed sysiam will DanaTs |31 11|

etk == daned and <= danad

Haina

B Coda

Title |
Camamspmis
Foceipl deiais

lweice e | o Damez |
ﬂDﬂ Dparz

3. Select F5Query to execute

4. |If only 1 transaction is found, the data will display
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“Uirratainn Trassastisns

STAEF al Librasy

T3 B w5 1)
Pan. Eppleston - Crodston - Trensecbons

B [FiAez T2 20NT

=14

limesicn s g7

Tobsd w'mlie 1 Cood o Trenascian

M char | s auery | | ] |
Type Gy Diebst ¥alos Canilit ke Loabion [ale
[mam §22.40 i0.40 [haam (o7 nz2e07

Bscludail in Dabin 280 <|[2]=] x| =]

Bas Baa Codaz | CLHOSIZEINEA0 Wikis be date i md syvioin will | DasaT |

chack w= daad and <= datad
Mama W Janaan Mehabes
B Coda  HATDITIGNE
Thin |(edéy's Seie gul,
Coommusnds | T
| A s Chi
Re dedails [T o b m Chaige

Opar: ACC.W

Limi e sl

5. If more than 1 transaction is found, a Table of Financial Transactions will result

Im Claculetien Flmancial Trassactizas

Included|  Title
OUERDLUE T70.un Chrsaicle
Far eeriee wF
_ It _ dmitralia. |
Aithen daaie & | 1095 bmbe Charge | FEES fE.0n  [$ee | Tetal Fess D
Fees Far Thiy
_ Statement _ _ _ _
Aithen daaie & | 1095 dube Charge | OUERDUE fo.on [fee | Earsiey @ D
Far eeriee (=g L34
. It“ . . . .
Aithen daaie & | 1095 dube Charge | OUERDUE fo.on [$ee | Ieesstigatis ©
For Seardpe e pant,
. It“ . . .
Aithen daaie & | 1095 bmbe Charge | FEES 5,00 [fe.e | Tetal Fess D
Fees Far Thiy
_ Statement _ _ _
Aithen daaie & | 1095 bmbe Charge | FEES fo.on [fee | Earsiey @ D
Far eeriee (=g L34
. It“ . . .
Sithes saale & | 1095 wube Charge | FEES fo.on [$ee | Ieesstigatis D
For Seardpe e pant,
. It“ . . .
Sithes saale & | 1095 wube Charge | FEES fro.an [$e.ee | Caesadcle D
Far eeriee wF
It destralia. |
£ *
| ceps jam

6. From the Table Menu, it is possible to Report (using Template Sfintrls.qrp) or Sequence the

results, using Table Menu > Sequence

Hint: Highlight and copy (Main>Base>Copy) and paste into Excel.
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Note: If the Table exceeds the Search Set Table>Continue Query will display the next set of results.

Result sets are controlled from Supervisor>Installation>System — Default search cache size (This

Default can be set for each Location from the Installation Menu>Select Location).

Circulation Finance - Window - Fields

Type

Qty
Debit Value

Included in Debit

Credit Value
Location
Date

Date to

Bor Bar Code

Name

Item Code

Title

Comments/Receip

t details
Invoice No

Inv Date

References the table of Financial types found in the
Circulation Menu, Financial types. This could be
automatically generated (e.g. Accounts Reporting with
Update set to Y)

No of items
Cost value of the money owing

Amount included in the Debit (calculated as the %
included as set on the Financial Circulation Type (for
example $ 63.64 + $ 6.36 = $70.00 total)

Cost value of the amount in credit
Location where the Financial transaction took place
Date when the Financial transaction took place

Date to field for searching. When queried, the Date
field will be used as the beginning date (Greater or

equal to >), and the Date to field will be used as the
end date (Less than or equal to (<)

The Barcode (or Borrower ID) for the member

Name of the member as shown on the Borrower Details
screen

The Barcode (of Item ID) of the Stockitem which is listed
as being the item included in the Financial transaction

The Title of the Stockitem which is listed as being the
item included in the Financial transaction

Description of the Financial Transaction Type as
entered in the Circulation Menu, Financial Types

Invoice number if applicable

Invoice date

OVERDUE

$70.00

6.36

$70.00
LIB
01/07/09
30/06/10

+6001135237A

James Dean

-60011389064

Anne of Green
Gables

Auto Charge for
Overdue Item

12345

06/09/2010
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APPLYING CHARGES MANUALLY

Charges can be applied manually in both Double entry and Single entry accounting. It will be slightly
different depending on which accounting Method used.

A New Financial Charge is made by clicking the F1 New Charge Button. How this window displays
and processes Charges and Payments depends on whether Double or Single Accounting is in use, and

how the Installation parameters are set.

Double Entry includes the Credit Type dropdown in the Payment Details. This will be automatically
populated with the Default Credit Type for the Financial Type. This can be altered if required, and
only those Credit Types with the same % included amount will be available.

Apply a Charge manually in Single Entry

1. Access the Borrower Financial Window from either the Borrower Menu>Financial in the

Borrower Details Window in the Borrower Module or from the Borrower Menu in the Issues
Window in the Circulation Module

2. Select F1 New Charge

3. An Add a New Charge window will display

5. Enter the Circulation Financial Type: The Drop down box will be populated with the Default
Debit Financial Supervisor, Installation, Borrower if set. If different to the Default entered,
select the correct Type using the Drop down box. Only the Debit Financial Types will be
available

6. Enter the Charge Amount:

a. If the Circulation financial Type has a Standard Charge the amount will be
automatically populated

b. If the Charge is associated with an item, enter the Item Barcode and press <Enter> —
The Charge Amount will be automatically populated along with the Title
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Add a new Charge

Type :
Charge Amount:
lterm Barcode

Title

Comments

Payment Amount:

Enter Charge Details
|DAM -
$27.00

| 54055

Germany [videorecarding] producer & director, Peter Beveridge.

Damaged ltem

Enter Payment Details (if applicable)

|

Close

7. Enter any Comments. The description of the Circulation Financial type will automatically

display. It is possible to enter more details if necessary

8. A Payment can be entered on the same form if required (this is optional). If required, the
Payment Amount and Receipt No if appropriate

9. Click Do!

10. A confirmation message will display, to continue select Yes

Mew Charge

9 . ;
\‘_.f/ Are yol sure the details are corrects

11. The details of the Charge will display in the Borrower Financial Table
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Borrower, Financial Transactions &|

F1 Hew Charge F5 Query m FT Alloctn F8 Paym'ts m

[CL125B8193781D Mr Tina Black 51980 oAsc @ I Outstanding Only
Type |TransDate | Date Modi Loc Comme Itern Title Gty | Charge | Inw_Mo Iy Date Faid Rece#
(Debity (Credif) M=

DAM :23/01/2012 23/01/201] 111028870606 The&th 1 ($19.80 | 15000

‘horsemal;

Apply a Charge manually in Double Entry

1. Access the Borrower Financial Window from either the Borrower Menu>Financial in the
Borrower Details Window in the Borrower Module. It can also be accessed from the
Borrower Menu in the Issues Window in the Circulation Module

2. Select F1 New Charge

3. An Add a New Charge window will display

4. Enter the Circulation Financial Type: The Drop down box will be populated with the Default
Debit Financial Supervisor, Installation, Borrower if set. If different to the Default entered,
select the correct Type using the Drop down box. Only the Debit Financial Types will be
available

5. Enter the Charge Amount:

a. If the Circulation financial Type has a Standard Charge the amount will be
automatically populated

b. If the Charge is associated with an item, enter the Item Barcode and press <Enter> —
The Charge Amount will be automatically populated along with the Title

Add a new Charge D_(|

Enter Charge Details
Type DA -

Charge Amount: $19.20

lterm Barcode |31111E|288TDBDE

Title [The &th harseman.

Comiments Darmaged ltern Charge

Enter Payment Details (if applicable)

Credit Type PAYDAM -
Payment Amount
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6. Enter any Comments. The description of the Circulation Financial type will automatically
display. It is possible to enter more details if necessary

7. A Payment can be entered on the same form if required (this is optional). If required, enter
the Credit Type (only Double Entry) and the Payment Amount and Receipt No if appropriate

8. Click Do!

9. A confirmation message will display. To continue select Yes

Mew Charge _

\g/ Are you sure the details are correct?

10. The details of the Charge will display in the Borrower Financial Table. If a payment was
included, it will display on separate lines

= = . s |
Borrower, Financial Transactions |X|

F1 llew Charge F5Query || F6Prt FT Alloc'tn FéPaymts | Foltem || F10Waive

[cLr25B6183781D Mr Tina Black BB s D I~ Outstanding Only
Type |TransDate | Date Modi Log Cornme Iterm Title | Qty| Charge | Inv_MNo Inv Date | Paid Rect#
(Debit (Credit Ne
DAM 2300112013 23(01/201 LIB{ Damag | 3111028870606 | The 5th 11 | $18.80 $0.00
ltern haorsernal
Charge

11. The details of the Charge will display in the Borrower Financial Table

= = . s |
Borrower, Financial Transactions |X|

ronem |
[cLr25B6183781D Mr Tina Black BB s &

[~ Outstanding Only

Type TransDate Date ModiLoc Camme Itern Title | Oty Charge  lmv_MNo Irw Date Faid Rece#
(Dehit)y (Credif) M=
DAM (20172012 23017201 LIB: Damag $ 3111028870606 iThe ath i1 (§19.80 000
Item haorsemail
Charge
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Add a new Charge

X

Enter Charge Details
Type DA -

Charge Amount: $19.20

lterm Barcode |31111E|288TDBDE

Title [The &th harseman.

Comiments Darmaged ltern Charge

Enter Payment Details (if applicable)

PAYDAM -

Credit Typa

Payment Amount

Single Entry

Add a new Charge

X

Enter Charge Details
Type DiAsh h

Charge Amount: 25

ltem Barcode |4599D

Title The book ofthe horse © & complete guide to riding, horse care and eques

Comments Damaged ltem

Enter Payment Details (if applicable)

FPayrment Amaount:

—
—
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APPLYING CHARGES AUTOMATICALLY

Charges

1. Charges can be set to automatically update Financials if these are set in Borrower> Borrower
Types > F7 Loan — separate buttons for Charges (Loan Charge, Renew Charge and Reserve
Charge). See parameters on how to set these up

2. Charges can also apply using a Standard charge as set in the Finance>FinCircTypes. For
example a Charge to cancel a reserve

Borrower Reserve Cancellation fee

It is possible to charge borrowers a reserve cancellation fee. To enable the reserve cancellation fee
add the charge to the Circulation Financial types table. (Main>Finance>CircFinTypes). If a value is set
as a standard charge for ResCanc a fee will apply to any reservation cancelled.

E=l| Cinculation Transaction Types - STAFF at Library  [STZ DB v5.3)

Main  Application
Hew | Insert Save Guery | Print |
Trans Transaction Standard CR | Included Credit e
Type Description Charge | or Amount Trans
(%) DB % as (99.99}) Type
RESADY :Reserve Advice Charge $0.00 : DB 0.00 PAYFINE g
RESCANC Cancelled Reserve Charge $0.50 DB 0.00 PAYFINNEZE
RFSFRVF Reservation Charae $0.00 NRB .00 PAYFINF §
Borrower Financial Transactions
F1 llew Charge FsOuery | F6Prt | F7Alloctn F8 Paym'ts F8 tem
|19253 Adarm Beale |$38.8EI " Azc & Desc [ CQutstanding Only
Type |TransDate Date Modi Log Cormrme Iterm Title | Qty| Charge | Inw_Mo Irv Date Paid Rere
{Dehity (Credit) M1
200 i §000 |

A reserve can be cancelled:

e Stockitem>Current Reserves > Cancel button

e Borrower > Current Reserves> Cancel buton

e On return of a reserved item in either Chute or Returns window
o  Within Netopacs if designed to allow this

When a reserve is cancelled through the Amlib Modules, a prompt will display.
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Borrower Details - Update B3

If Yes is selected the charge is carried across to the borrower financial record.

—
Borrower Financial Transactions

“rorn | oo |
[18045 [ #iden Barry BRI oA &

[~ Outstanding Only

Type TranzDate | Date Modi Lo Comments [tam Title Qty | Charge | Inv_Mo Iny Date ad
(Ciehify {0
RESCAMC { 28006/2011 28/06:201: ALE Cancelled in 3111456788076 (Thelittle i1 i$1.50 5
Stockitern wihiter
horse §

Borrowers can also cancel their reserves via the NetOpacs and a charge written to the Borrower
Financial window.

The item history also includes an entry that the reserve was cancelled by the borrower via the
NetOpacs.

Current Reservations E|

Queue Title Collect From
Position
Ol 4 wheel driving | Eastville M

doing the outback
[wideorecording] :
the right way /
script, tec/
01 Dangerous |Eastvi|le M
Australian
enakes / Terry
Keyt. / Keyt,
Terry.

[ Cancel Reserve(s) ] [ Change Location

]

Late Fines
Fines can be set to calculate fines if the items are returned late per hour, per day and per week.
See parameters on how to set these up.

Late charges can be automatically created in Amlib when an item is returned through the Circulation
module. Depending on the parameters set, the Late Fine is added to the Borrower record as soon as
an overdue item is returned. On return, a message will display with the fine calculated. Whether an
Operator has a choice of creating the fine, depends on the User privileges and the Installation
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parameter (Circulation set) for the Location “Automatically answer Y to Fines on Normal Returns /
Chute Returns).

ltem: AL125039987038

9 Title: Pearl Jam [music). } PEARL JAM [MUS...
L]
\-‘/ The last tem was Overdue. A Fine of $20.00 has been calculated for 85 week(s] at $3.00 per week.

Fine Borrower for this ltem?

Note: These charges show as Potential Charges until the item is returned.

These charges remain on the Borrower record until the charge is paid or it is waived by a staff
member.

Potential Charges

The Potential Charges display on the Issues window in the field above the Name. This is the amount
of Late fines due if the item/s were to be returned on that day (current date).

This charge will be calculated based on the Form or Stats of the item and the No of hours, days or
weeks late up to the maximum charge.

+# Issues - STAFF at Library (ST2 DB v5.3) Friday, 27 January 2012 1.28 PM (=13
Main  Application  Borrower  Items  Print
FiClear | F3Renew All| F4Bor? | Fiktem? | F6AdStyle | F7BookMark mes| Fdlssues | F10 Statement |
; v Sl It
| il Name Potential Chalg@ SR
A [oK ING |Black
Type  Status Locn Mr Tiria K Bal. |$0.00
Group Class | | K gal. [t0.
[EMAIL | |0402 555 555, 999 Nine Ave, Maylands, 6051 Memos 1 Loans |1
_FornfRsy Title / Author ! Call No | ftem No ~ Due Back | T.Loc P.Loc Ren |
BK | 0 Duck. /WATTS, BARRIE. ( 0J598.41 WAT {31111016705442 10/01:2012 LIB LIB 0
i - == i T— Adjust
ftern | = | _1pay| 30ay| 1wik| awis| wom
| |
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It is also accessible from the Borrower Details Window. The Potential Charges Button on the

Borrower Window links to Issues where the Potential Charges display for the current Borrower.

4# Borrower Details - STAFF at Library (ST2 DB v5.3)

Main  Application  Borrower  XReferences  File

| FiClear || F2Insert | F3Update | F4Delete | | F5 Query | Fé Table L Fé- 2! F10 = .
BarCode |CL125B6193781D Pin [~ Previous Queries 1| 2| | | 4|
Asans | L Given Name Middle Name
Surname |Black ]Tina ;K
Title |Mr Sex m_ Balance: $0.00
BirthDate (030311974  <|[Z] 5| I AlwaysShow
e ————
Type 1A Group ]EMAIL Class
Status 0K 0402 555 555, 999 Nine Ave, Maylands, 6051
Status Date 13/10/2010 0431 031 031, Chen Do, 99 Burswood Road, Burswood, 6100
Location 1ING
Reg. Page # Pod
Loan Memo
Refl ]99‘3 Ref2 (DL 444444 Count
Email [th@hotmail.com Use for Notices [Y 1 0
Maobile/Cell ] Use Mobile/Cell for Notices r_ Lib. Group : LIB
Exclude from Debt Collection }—N— Enquiry Security Level (0099} 00
Joined 12/10/2010 At ING Maodified 27012012 1:13:18 P Seq Set ?Size
Reg Exp. 27/01/2013 Last Active 27012012 by  STAFF 1 1 60
User Lse borrower reference 2 - up to 20 chars | [ MU |
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APPLYING CHARGES VIA REPORTS (USING F10 MORE)

Financial Charges can be added automatically through Reports
To update the financials it is important that the following apply

e The Update Financial columnis settoY

e The Reports are run through the Report Scheduler

Circulation reports can be used to generate Account Due notices that automatically post the current
cost of the item to the Borrower Financial Transactions screen (thereby adjusting the Borrower

Balance due), as well as showing that the report has been run in the Borrower History window.

Setting Where Parameters for Circulation reports

Because the Financials are being applied it is very important to target the correct borrowers within
the Reports.

1. View the report before running the Scheduler: The F8 View button can be used to preview
the borrowers that are going to be sent the notices. Viewing the records will NOT update the
financials

2. Ifthe reportis to run weekly, the Where parameters need to clearly nominate the range of
dates to be included. The Special button can be used to indicate the number of days from
the date the report is run (Current Date) for the beginning range, and also a separate line for
the end of the range

For example: to target those borrowers whose Date due fall between 21 and 28 days
overdue from the actual current date (when the report is run), the Where parameters
should include:

Issue Date Due Back is <= Current Date — 21 days and

Issue Date Due Back is > Current Date — 28 days

3. If the report is to run daily, the Where parameters need to clearly nominate the exact date
to be included. The Due date needs to be selected using the = Operator

For example, to target those borrowers whose Date due falls exactly 21 days overdue
from the actual current date (when the report is run), the Where parameters should
include:

Issue Date Due Back is = Current Date — 21 days

Care has to be taken where there are closed days to ensure Items are not due on closed
days (via the Supervisor Calendar). Also when Reports are not run due to a Closed Day it is
important to run reports the next day to ensured Items due, normally picked up on those
days, are covered by the Where parameters or 2 reports run on the following day.
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4.

File: It is also possible, if preferred, to find the items via a Stockitem Where search and save

these into a File. A shelf check could be done on these records and the File then used for
running the Account instead of setting Where parameters

Create the Report

Go to Main > Reports > RepCirculation — the Circulation Reports window will display

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

Highlight an appropriate Report (you may have a standard letter/email template you wish to

use, or a modified overdue letter/email template added to the reports module) and click the

1. Launch the Amlib client
2.
3.
4,
Select button
5.
6. Ensure the Create Hist (Y/N) column =Y (for Yes)
7. Ensure the Create Acct (Y/N) column =Y (for Yes)
8. Click the F3 Save button to save the Report

Where Statement

Type in a Report Description — for example: Final Overdue Account

1. Click the F7 Where button — the Circulation Reports — Where screen will display:
2. Enter an appropriate Where Statement — for example:
a. BorType IN A,J,YA (for Adults, Junior and Young Adult members )
b. Issue Date Due Back <= Current Date — 21 days (select via the Special button)

Where

Iszue Date Due Back = Friday, 22 Jul
2011

Current Date

Start of VWeek

Start of Month

Issue Date Issued
Bar Birth Date

Bor Registration Date
LastChanged
Lastactive

ﬂl] IT Days
J l— Months

Faste

Cancel

c. Issue Date Due Back >= Issue Due Date — 28 days

3. Click the F3 Save button

Order By

when complete

1. Click the F9 Order button —the Circulation Reports - Order By screen will display:
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Clie b Hauoris = Upd=yely
F3 Save ‘ F5 GQuery
Columns Order By
Issue Date Due Back ASC DESC
Issue Location
Issue Date Issued Calurmn

Bor Barcode

Bor Type

Bor Group

Bar Class

Bor Email Address
Bor Use Email

Bor MaobilerCell Mumber
Bor use hohilesCell
Bar Lacation

Bar Cwing

Bar Surnarme

[+ [ [

Bor Class

ASC

Bor Surname

Bar Given

ASC

Lwe | [oom]

2. Set an appropriate order using the arrow keys to move fields from the Columns table in to
the Order By table — for example:

a.
b.
c.

Bor Class
Bor Surname
Bor Given

3. Click the F3 Save button when complete

F10 More in Circulation Reports

Note: It is possible to create and use a set of customised FINANCIAL Types for Financial records or
Fees they MUST be set up as valid Financial Types in the Finance>CircFinance/Circ FinTypes window
as valid Debit Financial Types (maximum of 8 characters)

LINE 1: Set History / Financial types if required

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
LINE 1 Report Line Line 1 account Line 1 overdue Line 1 Financial Line 1 Fees type
Number history NAME history NAME record NAME name
IF LEFT BLANK Report Type of Report Type of Financial Type of Financial Type of
WILL ACCOUNT in OVERDUE OVERDUE in the FEE in the Borrower

DEFAULT TO:

Borrower/ History —

Borrower/ History —

Borrower Financial

Financial window

Reports Section Reports Section window
WILL APPLY IF Create Hist (Y/N) = | Create Hist (Y/N) = | if Create Acc (Y/N) FORM_CHARGES in
Y and/or Y and/or =Y and the report template
Create Acc (Y/N) = Create Acc (Y/N) = run via the Charges applied in
Y and N and Scheduler Line 2 (More) and
Report is run via the | Report is run via the Create Acc (Y/N) =
Scheduler Scheduler Y and
Report is run via the
Scheduler

COMMENT

Line 1 : Used for
setting History
Names and

Can customize to
specify 1%, 2™ etc
overdue —for

Can customize to
specify 1%, 2™ etc

overdue — for

Can customize the
Autocharge if
preferred - for

It is possible to
specify your own
FEE name —for
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Financial Types | example: example: example: example ACCTFEE
- Can leave ACCT1,ACCT2 OVDUE1,0VDUE2 OVERACCT
blank to set as (Indicates the
Default (replacement) Cost
for overdue items
LINE2: Set Administrative charges and text
COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
LINE 2 Report Line Fee per item S.cc Fee per Notice $.cc Fee Print Line Not used
Number eg 1,2,3
COMMENT | Line 2 :Usedto Amount to apply Amount to apply Text to apply to the
define fees to apply | peritems contained | per notice —for report (User_Linel)
and the description | in the report — for example $5.00 to describe the fee
of the Fee within example $1.00 applied. For
the notice example:
Processing Fee
LINE 3: SMS use only
COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
LINE 3 Report Line SMS or SP Message Email Address Y or N to Delete file
Number eg 1,2,3
COMMENT | Line 3: SMSonly - Always SMS Becomes the Email Address of After sending delete

defines SMS details
for email of
provider, Message
to send to
customers and
whether to delete
file each time

(currently)

message sent via
the SMS (50
characters). For
example “Please
contact Eastville
Library about
overdues”

the SMS messaging
service

thefile?YorN

1. Click the F10 More button — the More screen will open

2. Click the F1 New or F2 Insert button

3. Enter the following parameters:

a. ReportLline Number=1

b. Line 1 account History NAME = OVFINACC (or leave blank to pick up the DEFAULT)
c. Line 1 overdue History NAME = OVFINAL (or leave blank to pick up the DEFAULT)
d. Line 1 Financial record NAME = OVACC (or leave blank to pick up the DEFAULT)

e. Line 1 Fees type name = OVFEE (applicable only if Charges apply —see below)
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4. Click the F1 New or F2 Insert button

5. Enter the following parameters (example values should be altered according to amount to
be charged):

a. Report Line Number =2

b. Line 2 Fee per Item =2.00

c. Line 2 Fee per Notice =5.00

d. Line 2 Fee Print Line = Includes fees of:

6. Click the F3 Save button when complete

i o

Invoice - More

F1 lew | F2 Insert | F4 Delete |

F5 Guery

|Imn:|ice

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

Report Line Mu Line 1 account histor Line 1 overdue histany Line 1 Fin:|=
eg1,2 3 LineZ Fee per tem %.c Line2 Fee per Motice §. Line2
Line3 SMS ar 5P Line2 Message Line3
1 COLUMC COUMCFEE ACCTOVER
2 6.0 Includes Administrat
b
£ >

Edit the Template to Include Charges

Please Note: The report template must be altered to include the following fields: FORM_CHARGES
and USER_LINE1.

e The Invoice template includes FORM_CHARGES and USER_LINE1.
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-« | Detall Block
STK1_LINE1 STK1 DUE  STK1 _COST |

« | Footer: BOR_BAR WO |

USER LINE1IM CHARGES

"We would ask that if the item{s cannot be located, the sum of ' || NumberToStrPicture[ TotalCst, '

The FORM_CHARGES field can be added to the total charge [Field = FORM_CHARGES] or included as
part of a TotalCst. You can also include the field USER_LINE1 which will include the text you entered
in the F10 More statement.

View Report

When your report is set up with the template, Where statement, and order, you can then preview
the report as follows:

1. Highlight the report and click the F8 View button
2. The Select File for View pop-up will appear:

Seloct File for View. 3

9

"'.f/ This bype of repart may use a Saved File as the Source, Do you want to select the file now?

Cancel |

3. This type of report may use a Saved File as the Source (rather than the entire database). If you
would like this report to use just a Saved File (for example a File that has been shelf checked by
staff) , click the Yes button, otherwise click the No button (generally users select the No button)
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Eastville Library Service
PO Box 82, Eastyille 2002
Telephone: 9222 BEBG
libraryi@eastville wa. gov. au

MS CLARKE

245 Richela Lane

Library Town, WA 6000
Invaice Mo: falal
Date: 12082011

EASTVILLE LIBRARY- UNRETURNED ITEM ACCOUNT

At the time of printing, the iterm/s listed had not been returned.
Child Mame (if applicable):  RICHARD A CLARKE

AUTHOR TITLE COST
Waysman, Dvora. Esther: a Jerusalem love stary/ Dvora Waysman. $13.45
Weis, Margaret. The knights of the Black Earth / Margaret Weis and Daon Perrin. $37.40

Includes Administration fee $5.00
PLEASE MOTE: The Tatal shawn includes GST of § 4 60 $56.85
G5T included in total

INPORTANT: The adiinistration fee will remain payable after retwrn of itemn's in good conditi

TAX INVOICE
ABM: B2 191 191 922

4. The report will open in the Report — View window
5. If you wish to print a hardcopy, click on the print icon

Print Report (via Scheduler)

If you only want to print a report then the quickest method is to use F8 View and print from the
Report — View window (see above).

Using the Scheduler (via the F6 Print button) has several benefits over running reports via the F8
View button: It allows you to schedule regularly run reports so that staff do not have to do it
manually each time, and it allows for further functions as part of the report such as updating
Borrower/Stockitem history, updating the Reservation Status and adding report information to your
statistics. Email and SMS reports MUST be run via the Scheduler.

This guide will take you through setting up a report to use RepStartSchedule.

Start the Scheduler

1. From the Reports screen, select Application > RepStartSchedule
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[X]

RaGirenation ReporisasinEEatichelseal ahranys (1 ave oy J
Main
Fi| ReportChangslser IDelete | F5Query || FGPrint | FTWhere | Foview | F9order || F10More |
swn  ReportLogff Chrl+L
Repaddiew
RepPrintProgress ‘

2. The Report Scheduler screen will then open

3. Select your printing options: Ensure Printing, E-mail and/or Save to File are ticked (you can

tick all three if you intend on printing up multiple reports using multiple formats during a

session)

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

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

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 open

2. Select from the following options:

a. From:

e Database (to search the entire database)

b. To:

¢ Printer (to generate print reports)
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)

e First Print Time (defaults to current time)

e. Selected Printer:

Last Updated: 26 February 2013

Page 38




Circulation Finance Training

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)

Friit ai

From To

+ Printer " File

" Query Fila .
Frequency Schedule
& Once Only FirstPrint Date | 15/04/2011
" Daily First Print Time | 1:01 PM
~
Vieekly * Al O Page
" monthly ,—
~
Every Copies |1 ™ Dratt
days -

Selected Frinter

| Browse
Ok | Cancel |

3. Once you have selected all of your settings, click the OK button

Check Print Progress

1. You can check the progress of your reports at any time by going into Main > Reports >

RepPrintProgress
B PrintiProgress - STARF at Ghelsea Library, (LiveiDB v5.2) - | _Jﬂ‘
Main  Application

- F3 Save I Fd Delete l F5 Query Fé Print

% Waiting © Running ¢ Printed Filter |A" ﬂ
Description Date To Frequency | Req By File Q
Print I=]]
Final Overdue Notice 15/04/2011 Once STAFF
1:01 PM

2. If your library uses the scheduler for a lot of reports, you can select a frequency type from
the Filter drop-down menu at the top
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Filter [ ] -
All ]
i i
B Daily
- Weekly
AFF Monthly =

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

Main  Application

F3 Save F4 Delete Fé& Print

" Waiting ¢ Running Filter | All j
Description Date To Date Frequency| ReqBy File [
. Print Printed =
|Final Overdue Notice 150472011 15042011 Once STAFF
1:01 PM 1:04 PM
First Overdue Notice 15/04,2011 15042011 Once STAFF
| {Letter) 12:13 PM 12:15 PM
| First Owverdue Notice 15042011 15042011 Once STAFF
| (Letter) 12:13 PM 12:14 PM
| Overdue with Fee 15042011 15042011 Once STAFF
| 11:53AM | 11:54 AM

Borrower

Once the report is printed each Patron will have an entry in the Borrower Financial Transactions

window that will show the cost of the item:
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Borrower Financial Transactions [gj
[cL11281164287D [Miss Layla Beene BT s ¢ Desc ™ Outstanding Only

i Type TransDate | Date MDdiLDiCDmmjl [term | Title QWECharge! Iny_Mo Inv Date | Paid | 28

_ | | | (Debiy (Credit

iSTFEE 240172012 LIB; Auto [ Total 1 %200 493940 2410152012 :$0.00
Charge Fees

| Fees

| 8TACCT 24017201 2% LIB; Auto 31111038618143 iHorses. i1 (§7.70 493940 2410152012 :§0.00
Charge
far

| LATEFINE OBfOTI201 1 DB0TI200% NG ASLIB16720350B :The oil 22 15440 §0.00
Returne painter's
Iltem guide to

|LATEFINE ! 0B/07/2011; 0BIDTI20% NG 3111103571010 | First 8 (%160 §0.00

| Returne crush, i

| Item BEHREM

ELATEFINE OBfOTr2011: OBOTI200: MG 111035719226 hoon 8 §1.80 §0.00
Returne spell

| Item BEHREN

| LATEFINE OB/OT/2011 OBAOTI20% MG 31111033619352 (Coppeliaig i%1.60 §0.00
Returne [DWD].
Item

[LATEFINE  {04/07/2011 040075201 ING 3111026863346 (The 20 :§4.00 §0.00

| Returne nature of pul

] Z

Each Patron will also have an entry listed in the Borrower History window that will show the details
for the Report including the date and time of the Report.
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Borrower History

CL112B11E ) Mo of Loans: 14 Renewals: 2 Visits: B
Beene, Layla Mo of Resemes: 0 OpacsUse:
Reuueryl " Date Seq. Title Seq
Date Action Loch Date Issued ifapplic. fitem ! Title i)

7dan 2012 11:59 P OnLoan  (LIB 2012-01-24-16.56.03.25 3111039618143 Horses.J PEYTON, K M, 1828- =l
A
C[6dul 2011 2:50 AM :HasRead ASLIB167203508 OIL PAINTERS GUIDE TO PAINTING TREES SCHAEFFE
? fdul 2011 8:50 AM :HasRead 311110358719010 FIRET CRUSH BEHRENT SUE returned offling
:'_ Gdul 2011 8:50 AM iHasRead 3111035719226 MOOMN SPELL BEHRENT SUE returned offline
i [6dul2011 2:50 AW iHasRead 1111033619352 COPPELIA DYD returned offline
t4Jul2011 3:34 PM (HasRead 3111026963346 NATURE OF HAPPINESS MORRIS DESMOND 1928
¥l4au2011 234 PM HasRead 1110 077ETE OIL PAINTING WORKSHORP BOSHOFF AGGY

4 Jul 2011 333 PM :HasRead AL1250501456508 QILS IM 10 STEFS LEARN ALL THE TECHMIQUES YoOLU

4 dul 2011 3:33 PM :HasRead 1111044834040 |LLUSTRATED DIRECTORY OF HEALING CRYSTALS A |

Renueryl ™ Date Seg. O Title Seq
R Date Repord Type Title Fep Mame o
e = T y e o : - T ;
pl
o |
I
t
5 |
I

1. When the item is returned, the following Financial Details prompt will display:
t’iazurns j
9 J FINAMCIAL DETAILS
-

B9999 was previously charged $20.004uko Charge For Owerdue Ikem For this Ikem. Cancel the charge?

2. Inorder to retain the charge on the Borrowers’ record, click the No button
Alternate Method for Defining Charges

An alternate method of creating a charge that will remain on the Borrower record is to use
CircFinancial to create a charge that will be added to the Borrower record when a specific report is
printed (therefore the charge may not necessarily be for an overdue item/s). This charge will not be
deleted on the return of the item.
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(which has some limitations — cant be used on Continuous Overdue report types) and has been
superseded by the use of the More Button and process as shown previously

1. Launch the Amlib client

2. Go to Main > Finance > CircFinance — the Circulation Transactions screen will display

3. From the menu, select Circulation > FinStdJnl — the Fund Standing Journals screen will

display:
Click either the New or Insert buttons
Enter the following details:

Transaction Description — for example: Overdue Administration Charge

Amount — for example: $5.00
Report Name — for example: &INV2ND.QRP

Click the Save button when complete

Whenever the report is printed (via the Scheduler), the charge will be added to the Borrower

Financial record.
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MAKING A PAYMENT

Double Entry Accounting

It is possible to tick the Outstanding Only so that only Financials that have not been are shown.

1. Highlight the Debit lines to Allocate Payment — Note the Outstanding Only Field is useful in
selection of only those Debits outstanding for payment

Borrower Financial Transactions @

F1 Hew Charge F5 Query m F7 Alloc'tn F8 Paym'ts m F10 Waive |

" Asc ™ Desc tandingOnI\;

Type |TransDate Date Modi Lod Gomme ltem Title | Qty! Charge| Inv Mo | InvDate | Paid Rect
(Debify | Credif)| Ie

ICL125EIE193?81D Mr Tina Black

|PAYDA 2700102012 277017207 LIBEAlloe by 31111028870606 (The 5th i1 1§0.00 $19.80

STAFF harsermal
Diamag
|DAM  F23020 2 2707200 LIB Alloc by 31111028870606 iThe 5th i1 ($18.80 $0.00
STAFF haorsemal
Dramag

_ﬂﬂ Excel - impo.., i ='.5il ¢~ Firsb Linge T, ., f s cel\Document. .. i g Circulation Finance Y. ' ‘ Mokepad

2. Click F7 Alloc’tn Button
3. A Payments Window will display with the selected Amount to Pay

Payments f'5_<|

Total Ammount Owing $7.70

Selected Amount to Pay
$7.70

This Payment : §7.70
Receipt Mo 1234

Type : PAYDAM i
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a. Enter this payment in dollars and cents — for example 7.70 (the $ sign will be
generated by the system)

b. Enter the Receipt No if required (Note: it can be system generated)

c. Select the Circulation Financial Type. The Drop down box will be populated with the
Default Financial Type for Credits if specified in Supervisor, Installation, Borrower. If
different to the Default entered, select the correct Type using the Drop down box.
Only the Credit Financial Types (and with the same % included as the charge) will be
available

4. Click the Do! Button. A confirmation button will display

\?{) Are wou sure you wank to allocate against the selected transaction(s)

wo |

7. To proceed, enter Yes or <ENTER>

8. The Credit and Payment will remain on separate lines. There is NO Delete button as this is
not allowed in Double Entry Accounting. Deletions can be done via a Report for those
Financials that have been paid

Borrower Financial Transactions &|

= "ot |
[cLi25BE193781D [ Wir Tina Black [BEEN ¢ asc & Dest

[ Type | TransDate | Data MndlLDdCDmmé ltern ‘ Title Qt\,r Charge' Iv_Mo InyDate | Paid | Rece~
| | I | | | {Dehity | (Credif)| M=
§PAYD£\ OBOXZ012 06022010 LIB Aloc by | 31 111016705442  Duck. 1 ig00oo FTA0 1234
STAFF
| Damag
EDAM OBO2201 2 0602201 LIBEANoe by | 31111016705442 - Duck: 1 {§7.70 50000 1234
STAFF
Diamag
_EPAYD;L\ 2TV Z 2707200 LIB:Alloe by 31111028870606 The 5th i1 10,00 $19.80
STAFF haorsemal
| Dramag
EDAM 2HOVZMZ 270200 LIB: Alloc by 3111102887 0606 The 5th i1 :$19.80 $0.00
STAFF horsernal
Dramag

ﬂ Microsoft Excel - impo.., ) ToPdesk - Firsk Line T, 85 C:\SourcelDocument. .. EEI:I Circulation Finance Y. ‘ Notepad

Note: If multiple lines are selected payment will only be made for one Financial Type at a time. The
system will calculate the amount owing on the relevant Payment lines for the Financial Type
currently being processed. It is possible to have a default Payment type for each Credit type which
will be selected as the default.
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Single Entry Accounting

Total Amount Owing  $60.00

Selected Amount to Pay
F60.00

$60.00

This Payment :

Receipt Mo ; 12344
Type:  |PAYFINE =]
Dol ‘ Close

Payments Fg

1. Highlight the Debit lines to Allocate Payment — Note: the Outstanding Only Field is useful in
selection of only those Debits outstanding for payment

2. Click F7 Allocate

3. A Payments Window will display.

a. Enter this payment in dollars and cents — for example 7.70 (the $ sign will be

generated by the system)

b. Enter the Receipt No if required (Note: it can be system generated)

c. Choose to allocate against All Items or Marked Items

Payments ris__<|
Total Amount Owing  $298.20

|
—

This Payment :

Feceipt Mo :

Change Due

v Allocate Against All tems

" Allocate Marked ltermns

‘ | Dong

4. Click the Do! Button or click the Undo Button if editing is required. Click the Done button

after checking

5. The Paid column is updated so each Financial remains on a single line
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Borrower Financial Transactions

F1 Hew Charge

X

rrome || rave || rsouery | rorn || rratem | rovams | room || rovane

| BoOKREP | Catpanter [SEEINN © asc @ Desc ™ Qutstanding Oniy
'Tsrpe TransDate | Date Modified | Loch ‘Cammé Itermn Title | Qtv| Charge | Inv_MNo I Date Paid
(Debit) (Credif)
| c'vERE 1 200802011 0T/02/2012 LIB Auto Irzdn Chocolatei! 1519.95 (1485 120082011 £ §19.95
Charge dreams
for oer 125
| OVERE 1 200802011 07/0272012 LIB Auto 14235 Complete:1 ($29.95 (155 1200802011 $29.95
Charge hook of
far Australiar
OVERE 1 2008201 07J027201°2 LIE Auto 46213 Lady 1 i§15.00 155 12082011 1§15.00
Charge knight !
for Tamora
OVERE 1 200852011 07j027201 2 LIE Auta 33T7T Fulling 1 :$12.95 (155 12082011 1$12.95
Charge the
far roves /
| OVERE 1 200852011 070272012 LIB Auto 43044 Harry 1 i$17.00 ;1485 1200852011 1§17.00
Charge FPotter
far and the
| OVERE 1 20082011 07/02520132 LIB Auto 45630 Readings:1 ($51.00 {145 120082011 { §51.00
Charge an The
for importani
. v
£ &|
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WAIVE A PAYMENT

The Waive button on the Financial window is available in both Single and Double Line Accounting.

The Waive button may need to have permissions set for it in Supervisor, User Names if it is not
available on the Borrower Financial Window.

1. Highlight the Debit lines to Waive — Note the Outstanding Only Field is useful in selection of
only those Debits outstanding for payment

2. Click the F10 Waive button

3. A Waive Window will display. Enter the Reason/explanation which will be entered into the
Comments section

4. Click the Do! Button

-,

rWﬂive

Taotal Amount Owing  $8.80

Selected Amount to Waive $8 80

Reason / Explanation

| IN HOSPITAY

Dol Cancel

5. A Waive transactions confirmation message will display

Waive transactions [¥|

:{j Are you sure wou want bo waive the selected transackion(s)

wo |

6. Enter Yes to continue or No to cancel

In Double Line Accounting, a minus Charge is inserted the Charge column and the reason is updated
in the Comments section along with the previous Circulation Financial Type.
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Borrower Financial Transactions H

[18730 [ Tina Black [S008 ©oAsc & Desc I~ Outstanding Only
Type TransDate Date Modilo Comments Iterm Title Qty | Charge I Mo #
{Dehif)
WARELTE03r201 11803201 ALE WANED by STAFF  (wias DAM ) - [N 3111014966889 iBeetlein i1 (-§8.80
HOSPITAL - Damaged iterm the
bathroom
WAREDTB03201 1 1BI0Er201 ALE WARED by STAFF  (wias DAM ) - IR 3111014966889 iBeetlein {1 (%880
HOSPITAL - Damaged item the
bathraam

In Single Line Accounting, the Waive amount is credited to the Paid column and the Financial Type is
changed to WAIVE. The transaction remains as a single line

Borrower, Financial Transactions |X|

F1 llew Charge  FaDel. || F5Ouery | FGPrt F7 Alloc’tn F8 Paym'ts F10 Waive

ERES [ Athena Clarke BIG © asc @ Desc I~ Outstanding Only
Type |TransDate | Date Modi Log Comme Itern Title @ty | Charge | Inv_Mo Iny Date Faid Rece~
(Dehity (Credif) M=
W WE: 2800782011 7027201 LIBWANELD 62364 Meed ! 1 (§16.00 23 25/07r2011 (§16.00
by Carrie
STAFF Janes.
b
&1/ m) >
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BORROWER FINANCIAL WINDOW

Select Borrower > Financial — the Borrower Financial Transactions screen will display

Details of the Circulation Financial Transactions for the current borrower are displayed. This
details money owing e.g. for lost and damaged items, charges and fines for late items etc.

For example, charges for Damaged, Lost, Overdue, Photocopies, Late Fines, Lost Cards or as

required.

Financial charges can be listed on the Table and payments made to the same line (Single line

accounting), or payments made on a separate lines (Double line accounting). If the Debt
Collection Module is to be used, double line accounting has to be used. It is possible to switch
from Single line accounting to Double line accounting. See Appendix 1

Borrower Financial Transactions

F1 llew Charge Fisave | FADel. | F5ouery | FGPrt F7 Alloc'tn FéPaymts | Folem |

| 22580050000 | Ms Sussanna Kent 8600 | © Asc @ Desc W {Outstanding Oniy :
Type TransDate Date Maodi Loc Camme Iterm Title Qty Charge | Inv_Mo Ity Drate Paid Rec ™
(Dehit) (Credit M =
LATEF: 05/074201 G 05077201 GB 325802373705 MeighboLi10 ($1.00 $0.00
Returne it .
lterm [sound
LATEF 04/06i201 C 04/06/201; GB 325802692252 iThe 8 81.00 $0.00
Returne Secret
[term Seven.
LATEF 04/061201 G 04/06/201; GB 325802887421 The 8 i§1.00 $0.00
Fenew Kingfishe
[term dinosaur
LATEF: 04/06i201 C 04/06/201; GB 325802373705 Meighbol;8 $1.00 $0.00
Reatamn it b,
lterm [sound
LATEFE18/050201 0 18/05/201; GB 325802876350 Bloadline | 20 {$2.00 $0.00
Returne ofthe
[termn Haly
Barcode Barcode of the Borrower 22580050000
Name Title, Given and Surname of the Borrower Ms Sussanna Kent
Total Owing The current total amount owed by the Borrower $6.00
Asc Columns can be sorted in Ascending Order by clicking A>Z
the Column Header with this Radio button set
Desc Columns can be sorted in Descending Order by clicking Z>A
the Column Header with this Radio button set
Outstanding Limits the Transactions on the Table to those that are \/
Only yet to be paid — where the Debits
TransDate The Date of the Financial Transaction dd/mm/yyyy 04/06/2011
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Date Modified

Location

Comment

Item

Title

Qty

Charge (Debit)
Inv_No

Inv Date

Paid

Receipt No

Included in
charge

Amount
Outstanding

Date of any modifications made to the Financial
Transaction

Login Location at which the transaction was applied

Comment about the Transaction. This Defaults to the
Circulation Financial Type Description but extra Notes
can be added if in single entry accounting

Barcode of Stockitem if linked to the Financial
Transaction

Title of Stockitem if linked to the Financial Transaction

No of days overdue when the item was returned (useful
in calculating Fines due though the system does this
automatically)

Amount for the Debit Charge
Invoice Number if a number was set
Date when the Invoice was created
Amount of the Credit Paid

Receipt Number for payment. This can be entered
manually or automatically generated, depending on the
Supervisor, Installation setting

Amount that is included in the charge — only relevant if
a percentage is included in the Circulation Financial
Type — for example 10%

Amount outstanding for the transaction line

Editing Financial Transactions

Double Line Accounting: No editing of the Financial entries is allowed.

08/06/2011

LIB

31112313435546

The alchemist/Coelho, Paulo

21

$15.00
7149
26/05/2011
$15.00
22468

.50

$1.50

Overcharge: If the incorrect amount is entered as a charge, WAIVE the entire amount — entering a

reason why you are making the Waive e.g. Incorrect amount entered on the Charge. A new charge

can then be made with the correct Amount. A comment can be added if required. In this way an

audit trail is created.
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Borrower Financial Transactions ﬁ
|TB18T |AlexAschﬂ - " Agc O Desc [~ outstanding Only
Type |TransDate | Date Modi Lo Comments [tam Title Qty| Charge | Inv_M|#
(Dehit) E
BRCLEOS07/2011: 0507201 ALE Book Club Fee - this was ariginally 1 i%10.00
overcharged
WANVEL DSIDTI201 1 0507201 ALE WAIVED by STAFF (was BKCLUB) - 1 i-§16.00
WERCHARGE FOR BOOKCLUB - Book
Club Fee
WANVE] DSI0Tr201 1 05/07i201 ALE WAIVED by STAFF (was BKCLUB) - 1 §16.00
OWERCHARGE FOR BOOKCLUE - Book
Zlub Fee

Undercharge: If the incorrect amount is entered as a charge, enter a new charge to increase the
amount using the F1 New Change button.

Add a new Charge ﬁ
Enter Charge Details
Type: IDAM j

Charge Armount: I $5.00

[tern Barcode I

Title

Cornrments Damaged itern - extra amount added to ensure correct charge is
created for the damaged item

Enter Payment Details (if applicable)

Credit Type ICNH j
Fayment Amaount: I
Eereipt ko I

Borrower Financial Transactions ﬁ

F1 llew Charge F5Query | F6Prt FT Alloc’tn F8 Paym'ts F10 Waive
|?818? |AIexAscr0ﬂ - " Azc % Desc

Type TransDate  Date ModiLa Camments Iterm Title | Oty Charge | Inv_k|#
(Debify
Dan 08072011 05/07 201 ALE Damaged iterm - extra amount added to 1 %500
ensure carrect charge is created for the
damaged iterm
DAM 10900772011 09/075201; ALE Damaged item 1 1%20.00
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.
s
F1 llew Charge F5 Query || F6 Prt FT Alloc'tn F8 Paymi'ts m m

|T818T |AlexAscmﬂ _  Asc Desc [ Qutstanding Only

I Payments B I - ’

Type TransDate Date Modi Loc Title @ty | Charge | Inv_M
Total Ammount Owing $25.00

Selected Amount to Pay

$25.00
FPAYFIN 0570772011 05077201 ALE Alloc ; . 1 (§0.00
This Payment:
arigin t
Receipt Mo ;
BECLE 05/0772011: 050077201 ALE Alloc 1 i§10.00
arigin Type .
WiAIVE! DA/07 201 1 08077201 ALE WAI\-"d 1 i-§16.00
OYER]
Club | Close |
WAIVE D8J07F201 1 08077207 ALE WA 1 i§16.00
ovE
Club Fee
v
<] (2]
When it is time to pay, highlight each of the charges, and select F7 Alloc’tn. It will then take the
charges off both lines.

Borrower Financial Transactions
“rorn |
|T818T |AlexAschﬂ _ (" mgc ¢ Desc [ CQutstanding Only
Type |TransDate | Date Modi Log Comments [term Title | Qty| Charge | Inv_M|»

(Debity =
PAYDA DSI07201 1 05/07 201 ALE Alloc by STAFF Damaged itemn - extra 1 0,00

amount added to ensure correct charge is
created for the damaged
DAM (080772011 08/075201E ALE Allac by STAFF Damaged item - extra 1 i%5.00
amount added to ensure correct charge is
created for the damaged

PAYDE 05077201 1:05/071201 ALE Alloc by STAFF Damaged item 1 (%000

Dam 05072011 05/07I201 ALE Alloc by STAFF Damaged itemn 1 (%2000

Sorting Financial Transactions

Financial Transactions are displayed by TransDate (Transaction Date) in Descending order. If any
other order is required, this can be done by selecting the Desc (or Asc) radio button and clicking on
the column heading.
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Borrower Financial Transactions

F F5 Query F& Prt FT Alloc'tn F& Paym'ts

| Ms Sarah Smith

B e

[~ Outstanding Only

Type QLElEEEY Date Modi Log Comme Item Title | Qty Charge | Inv_Mo Inv Date Paid Rece «
(Debit) [(Credit) M |
PAYILI 26/06/201: CH: Alloc by 1 1%0.00 $2.00 6
STAFF
Interlibr
ILL 26/06/20% CH: Alloc by 1 15200 $0.00 6
STAFF
Interlibr
DAM 23/06/20% CH: Alloc by 16905 Harry 1 5500 $0.00 5
STAFF Potter
Damag and the
CARD 23/06/20% CH: Alloc by 1 i151.00 $0.00 4
STAFF
Replac
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BORROWER & CIRCULATION WINDOWS

Borrower Display

The Text of the Borrower will display in red if the Borrower owes money.

{EBorrower Details - STAFF at Library ™ =
Main  Application Borrower  XReferences  File
i |
BarCade I'Iﬁ'-lO Pin i Previous Queries _1] _2_| ‘*J _] _l
A SepE ! ‘EUR'LIB','SC' Given Name Middle Name
Surname IFoonI iNick I.J
Title ! Sex m Balance: $43.10 "‘;‘-"”mj
BirthDate I EJQ_?_! Potential Charges? | v AlwaysShow
Type IA Group | Classl
Status |OK 9555 0248, 249 Nickfoo Rd, Library Town, WA
Status Date 21/09/2010
Lodatian iSTKi M & Mrs Foord, 249 Nickfoo Rd, Library Town, WA
Reference 1 Student ID
Loan Memo
Refl | Ref2 [11740 B
Email || Use for Notices |Y 2 0
Mobile/Cell | Use Mobile/Cell for Notices | Lib. Group : SC
Exclude from Dehbt Collection IN— Enquiry Security Level {00-99) ’00
Joined 21/09/2010 At LIB Modified 01042011 10:35:55 AM Seq Set ?Size
Reg Exp. 23/09/2013 Last Active hy STAFF 5 8 400
Llser use borrovver reference 1 - up to 20 chars | Ii MU |

Balance

The amount owing for a Borrower is displayed on the Borrower Details window as the Balance.

This amount also displays in the Issues window as a red Balance (Bal Field).

w® Issues - STAFF at Library Tuesday. 5 July 2011 11.40 AM M=
Main  Application  Borrower Items  Print
F1Clear | F3Renew All| F4Bor? | F5mem? |  F6AdStyle | FTBookMark | F8Hewlssues | Fdlssues | F10 Statement |
v Sh It

| Name Potential Chargesl $0.00 I<[Shows ltems

[a~ Jox [sTK |Foord

Type Status  Locn Nick J  Bal |543 10

Group Class I | I_ -
| | |9555 0248, 249 Nickfoo Rd, Library Town, WA Memos [0 Loans |2
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CLAIMED RETURNS

Iltem and Borrowers can have a Memo automatically generated (if required).

1.
2.
3.

From Main > Issues
Find the item to be identified as a Claimed Return

Highlight the item and select the Items Menu > Item ClaimedRet — the Claimed Returned

Memos screen will display

- Issues - STAFF at Senior School (ST DB v5.3) Tuesday, 7 February 2012 11.42 am  [2 ] 5|[X]

Main  Application  Borrower

F1 Clear | F3RenewAll|d iStyle | F7BookMark | Fillewlssues | Folssues | F10 Statement | .

Item Details

¥ Show Items

|_ Item Mema Potential Charges $20.00
Item Reserves

Yor  [OK | e ssarch I

Type G BiduE LR alber Selected Due Date |Ma'3k‘3“2ie l? Bal. ]$U.|]l]
roup Alker All Due Dates in Table
ART |_[ R T 355, 1356 MacKcou Rd, Library Town, WA  Memos |0 Loans 4
Form Rsv| 1 PRenewdal F3 ltem No | Due Back Tloc | Ploc | Ren
T ; | Return Item z : - : = E = : :
BK { 0 :The butterd. 686 17052011 L JUNIOR JUNIOR 0
: BK Kensukex Kingdom / Michael Morpurgo : & 110309 JUNIOR JUNIOR 0

108354 JUNIOR

JUNIOR,
i LIUNIOR

Adjust

tern || - = | |ipay] [S0ay| R s “eem

create claimed returned memos | MM |

Last Updated: 26 February 2013

Page 56



Circulation Finance Training

Claimed Return Memos

F3 Save

S Date EndDate  Type

—

Y. 07/02/201: D5/02/201) CLAMRET : Cousins Mackenzie { 4045) due back
_ : E Lon 24/05/2011

Mermo Details

Borrower if applic #
14045

|2  Date End Date Type

Mermo Details

4. Click the F3 Save button to insert the memos

5. You will then prompted if you would like to return the item:

Claimed Returned

4

6. Click the Yes button (to return the item) or the No button (to leave it on the Borrower

record)

7. The Memo will be applied to th

Memos for this Stockitem

e ltem

F1 Hew F2 Insert F3 Save F4 Delete F5 Guery Fé Print

mHumber of 1

51 Date End Date Type

Memao Details

Barrowwer if applic

YOTI02Z201 050027201 CLAIMRET

Cousins Mackenzie ( 4045% due hack on
2470552011

4045

8. The Memo will be applied to the Borrower
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Memos for this Borrower

“ritow | r2msort | Fasmve | ravoit |

4045

Barcode Mame | Cousins , Mackenzie

Murmber of Memos: [1

|Show  Date End Date Type memo Details

9. An entry will be made in the Stockitem History as part of the process:

stk lterm noif applic

A

Stockitem Circulation History

F5 Guery Fé Print
I
Times |ssued ;[ S 0 StockTake Qriginal Cost Price
Times Resened 0 Perind i] Lastdepr: 13/08/2011 F0.00
Tirmes Renewed ; 0 0 LastAct OTMZ2012 11:45:29 A
111496 Circulation Activity jChangeCostf
Action Date i Whao i Comments Walue A
RETURM: T Fal 2012 11:4% 4045 Mackenzie K Cousing Feturned at SEMICR by STAFF on 07/0202012 11 =
ISSUE 10 May 2011 1264045 Mackenzie K Cousing Borroweer: Mackenzie Koranis (From Conversion
RETURM: 10 May 2011 1261888 Claire G White Barroweer: Claire Reid (From Canversian)
RETURM: 15 Apr 2011 12:0: 4947 Anouk P Birkhead Barrower, Anouk Fope (From Conversion)
RETURN: 7 Apr 2011 12:00: 2763 Ella M Hazelden Borroweer: Ella Chamberlain (Fram Conversion)
RETURM: 30 Mar 2011 12:C61557 Asra Makrides Barrower: Asra Khan (From Canversion)
RETURM: 22 Mar 2011 12:.G5080 Ella 8 Gorgolis Borroweer: Ella Richardson (From Conversion)
RETURM: 11 Mar 2011 12:G41057 Tia C De La Rie Borroweer: Tia Mehlulty (From Caonversion)
RETURM: 28 Feh 2011 12:C365965 Delanay K Majar Barrower: Delaney Eastabrook (From Conversio
RETURM: 18 Feb 2011 12:61591 Sarah L Boyles Borroweer: Sarah Kung (From Conversion) W
Repatts
EpUTTTE Details f A
TFeb 2012 11:44; IMRET : EMZIE COUS
TFeb 2012 11:44 MACKEMNZIE COLISIMNG
o]

An entry will be made in the Borrower History as part of the process

Last Updated: 26 February 2013

Page 58




Circulation Finance Training

Borrower History

Mo of Loans: 20 Renewals: [ Visits: 0

Cousing, Mackenzie Mo of Reserves: 0 Opacs Use:

ReQuery @ Date Seq. O Title Seq

Date Action Loch Date Issued if applic. fltem Title

17 May 2011 1189 EOnLoan  :LIB 2011-05-03-00.00.00. 110309 Kensukex Kingdom / Michael Morpurgo ; with
A |17 May 2011 11:59 EOnlLoan LIB 2011-05-03-00.00.00. 107686 The butterly lion J Michael Morpurgo | illustra
C |20 May 2011 11:59 ROnloan :LIB 2011-05-06-00.00.00. 108354 Diary of a wimpy kid : the last strawe f by Jeff k
1
:; 7 Feh 2012 11:45 At HasRead 111496 DIARY OF AWIMPY KID DOG DAYS BY JEFF KIMNMEY KINKEY JEFF
t |7 Feb 2012 11:44 Ak ClaimedRE 111496 Diary of a wimpy kid : dog days 7 by JefF KINMEY, JEFF. T F KIN dua
\

7 Feh 2012 11:45 Ak Return SEMNIOR: 111496 Diary of awimpy kid ; dog days [ by Jeff Kinney.f KINKNEY, JEFF.

15 Apr 2011 12:00 A Return 108382 Diary of awimpy kid : Rodrick rules ! by Jeff Kinnew.s KINMEY, JEFF. |

Rel:lueryl @ Date Seq.  © Title Seq
R Date Repor Type | Title Rep Mame al
e =
P
0
T
1
s
)
_i| ]|
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DEBT COLLECTION

The Amlib Debt Collection module is a new module, specifically designed as an interface with Unique
Management Services (UMS) — a company that partners with libraries to help recover overdue
materials, fines and fees.

The Amlib Debt Collection interface is a program that is separate to the standard Amlib client
interface, is separately licensed, and may not be set-up without first being purchased.

Amlib Debt Collection Module

The module is responsible for:

Submission

e Used for identifying borrowers whose financial transactions meet the library’s criteria for
submission to the Debt Collection process — borrowers can be selected on the basis of
Borrower Type, Borrower Location and various other Borrower record fields

e Submitting the details to Unique Management Services (UMS) in the required format

e A View option allows institutions to check results prior to running the Submission process

Update

e Used for identifying updated details for the borrowers previously submitted (including
payments)
e Delivering the updated details to Unique Management Services (UMS)

e A View option allows institutions to check results prior to running the Update process

Synchronization

e Used for collating details of all borrowers who are currently in submission to facilitate
synchronization between the systems
e Delivering the synchronization data to Unique Management Services (UMS) in the required

format

e A View option allows institutions to check results prior to running the Synchronization

process

Last Updated: 26 February 2013

Page 60



Circulation Finance Training

WHERE SEARCHES

Where Searching

1. You can access Where searches in the Stockitem and Borrower modules by selecting

Application > Where... (in the Stockitem module) or Application > BorrowerWhere (in the

Borrower module) — the Where Search screen will display:

%g Stockitern Where Search - STAFF at Chelsea Library
Main  Application

E=R[ECR ==

F1 Clear |

| Fasetect |

| F5 Order

Title

1 Choose Search Column

_

Cat Ref No

2 Choose Operator

f+ LIKE
- —

~ LKE "IN 1Y}

3

Author
Publisher
Series/| SBN
Subject

Call Number
Vol

Ed

5ts Code
Form

Description

<

= i = >

3 Type the Where Condition and Press Paste
OR Press Special

Paste

Call Set Reference |

Query Description:

Special

( Column

Operator Where

fEEE KR

2. Choose Search column: it can be helpful to have a look at the main Stockitem (or Borrower)

screen if you're confused about which fields contain what information

3. Choose Operator: these are the same as in the Reports module

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)
# Where the text entered is not equal to the | #J (borrowers who do not have a
data required code of J)
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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 <01/10/10 (less than 1 Oct 2010)
data required
< Where the text entered is equal or less <01/10/10 (less than or equal to 1
than the data required Oct 2010)
> Greater than >01/10/10 (greater than 1 Oct 2010)
> Equal or greater than the text entered >01/10/10 (greater than or equal to
1 Oct 2010)

4. Type the Where condition: this can be a date, a code, letters, numbers, etc

BUTTON DESCRIPTION
Paste Adds the Where condition to the Query Description table
Special This button contains useful fields that can be used for any mathematical operand (i.e. =, %,
<, £, >, 2) — for example: Current Date
Delete Deletes the highlighted Where condition from the Query Description table
AND Includes the AND separator to the Where conditions in the Query Description table (this is
the default)
OR Includes the OR separator to the Where conditions in the Query Description table
( Adds a beginning bracket to the Where condition in the Query Description table
) Adds a closing bracket to the Where condition in the Query Description table

a. Count the number of results by clicking the F6 Count button:

Where Search @

[0} 231 Stock Item(s) were found.

b. Get the list of results by clicking the F5 Query button:

Last Updated: 26 February 2013

Page 62




Circulation Finance Training

& Stockitern List - 200 rows = @
Main  Table XReferences File
Seq Title: Author Call No Form Stats |On| Due |Rsw| Perm| Process |On Series Process Date Ec =

Loa Back Loc Ord

1 9
2| The adventures of Tom Sawy Twain, Mark, 1835- WA 0 9
3| Alice's adventures in wondert Carroll, Lewis, 1832 JF CARR N 0 CHEL! N 19
4 | Alice's adventures in wondert Carroll, Lewis, 183z J CARR N 0 BELM M 1 978-0-573-03 19
5| Alice's adventures in wondert Carroll, Lewis, 1832 .J CARR N 0 CHEL! N 19
6|/ 1811 AF JE BK ! 1 CHEL 18
HE 1911 AF JE BK 1 CHEL 19

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 from a week ago or further back, you could enter the
following Where condition:

e Issue Date Due Back <= Current date — 7 Days
An example of the expressed condition will be visible in the box at the top of the screen:
Saving a Where Search
It is possible to save a Where search:

1. Click the F2 Insert button — the Saved Queries table will display:

2. Typein a Description and select the F3 Save button —a prompt will display with the
following message: The Query File has been created.

Insert @

':0} The Query File has been created.

3. Click the OK button

4. Once saved, you can access saved Where searches by clicking the F4 Select button in the
Where screen or from the Iltem/Saved Where Searches menu in Stockitem

Examples of useful Where Searches
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Claimed Returns

STEP 1:

MemoType

STEP 2:

LIKE

STEP 3:

CLAIM

SELECT PASTE

Readers who are in Debt Collection (if used)

STEP 1: STATUS

STEP 2: =

STEP 3: DC (or whatever the Status code is
for Debt Collection)

SELECT PASTE

Readers with Financials

STEP 1:

Owing

STEP 2:

STEP 3:

SELECT PASTE

Readers with Financials over $50

STEP 1:

Owing

STEP 2:

STEP 3:

50

SELECT PASTE

Accounts sent in this month

STEP 1: HistoryType HistoryDate

STEP 2: LIKE >

STEP 3: ACC Select the SPECIAL
button. Select Start of
Month

PASTE
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REPORTS

Reports can generate Financials as described earlier, by having the Create Financial column setto Y.

Information about Circulation Finance can be found by using Where Searches or Reports, such as
those available within RepBorrower or RepFinancial.

RepBorrower

Borrower History Reports

Borrower History — More than 3 Accounts (&borh3n.qrp) Report Type is Borrower History.

Account Count — lists any Borrower who has had more than 3 Accounts in the Time Period set in the
Where parameters using History Date and History Type etc. These are actual Accounts sent (rather
than No. of items in each Account e.g. 7 items in an ACCOUNT will show as 7 separate ACCOUNT

listings in Borrower History but count as 1 Account sent on that date).

Set the Where parameters for the Report which will include History Type (LIKE ACC or = ACCOUNT)
and perhaps a History Date (e.g. Use the Special button to choose Current Date — xx Months).

The Order should be Borrower Barcode. Save with F3.

Bar Code Hame Entries
Flal B ALBEMNY PUELKC LERARY, i
ANCERLA ANDERSOM, Laiia 4
00 1357293 ANDERTOM, Lanids Wikirdia T
CHAPTTH CHAPTER, Thainas i
23414000 JOMEE, Aol a B i
LARE0KT M LERES0M, Matthew 5 3
MAGORDS WEGOR, Daey 5 i
MARESSRE WAHEESAH, Rache A 3

Displaying amounts owing, paid and remaining (&borfino.qrp)
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2 Report - View g@
INEREID B
Owing 50772011
Name Borrower Type OWED PAID REMAINING
ADAM-SMITH, Scott M J $1.50 $0.00 $1.50
ADLER, Timothy P J $78.07 $0.00 f78.07
AMOS, Benjamin H J $66.00 $16.00 $50.00
ANDERSON, Harry J $81.00 $15.00 $66.00
ARMATI, Leo J J $27.50 $2.00 $25.50
BARRY, Aiden C J $57.00 $55.00 $2.00
BASIL-JONES, William H J $16.00 $0.00 $16.00
BEALE, Adam C J $38.80 $0.00 $38.80
BLACK, Tina W J $29.40 $17.60 $11.80
CLARKE, Richard A A $49.25 $0.00 $49.25
FOORD, Nick J A $84.65 $41.55 $43.10
HEALD, Ben J J $93.15 $27.00 $66.15
JEFFERIES, William J J $67.45 $0.00 $67.45
LANGDALE, Peter D A $25.00 $22.00 $3.00
LEIJER, Nicholas | J $133.30 $0.00 $133.30 =
p Cems e . trn an b an fnn ra e

Financials by Borrower (&borfin.qrp)

Shows Financial Type and details of the Financial

&borfin.grp 8 12/02/2007
NAME! [TEM & FINANCIAL DETAILS BARCODE
ITEM BARCODE  REPORT FIN TYPE FINANCIAL COMMENTS CREDIT _ DEBIT
GRABIC, Paul GRABICP
ASLIB303997428 LA&TEFINE Returned tem was overdue 15/09/2006 0oo 020
CLARKE, Jade Rehecca CLARKJ
1255 RESERWE Reserve Charge Single 26/092006 oo o010
KIPPO, Laurence Charlie KIPPL
AUSOD1 @RP - OWERDUE Account Charge. ... 12/092006 noo 400
KIPPO, Florence KIPPFL
&1209000305978 AUSODT.QRP OWERDLUE Auto Charge for Overdue tem 120092006 noo 500
AUSCDN GRP OWERDLUE Account Charge.......... 1210952006 000 400
KIPPO, Alexandria TEMPOD158712
ASLIBI2034928B AUSOD1.GRF OYERDUE Auto Charge for Overdue tem 12/0902006 0.00 30.80
AUSOD1 . GRP OWERDUE Account Charge............ 12/09i2006 000 4.00
KIPPO, Theodore KIPPTH
111014766271 AUSODT .QRP OWERDLUE Auto Charge for Overdue tem 12/09/2006 0.oo 11.00
RepFinancials

Borrower Financials

It is possible to generate Borrower Owing letters and emails (containing details of the borrower fines
and fees listed in the Borrower Financial Transactions screen).
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e From the Borrower Details screen, select Borrower > Financial:

Borrower Financial Transactions

F1 New Charge F5 Query F6 Prt FT Alloc'tn F8 Paym'ts

=3

|B990g [ Mir John Smith [S80000 oasc @ I Outstanding Only
Type |TransDate Date Modi Log Comme Item Title |Qty| Charge | Inv_Mo Inv Date Paid Recs:
(Debit) (Credit) M |
DCFEE 29/06/2011 29/06/201 CH: Debt $15.00 $0.00
Collecti
Fee
DAM  :29/06/2011 29/06/201 CH: Damag | STOCKD036889XB : Harry 1 1%25.00 $0.00
Itern Potter
and the

The report uses the &FINOWE.QRP and &FINOWEE.QRP templates, which can be customised (if
required). The following guide takes you through the entire process for loading the customised

template/s*, creating a new report and running the report.

Report Templates

e &FINOWE.QRP — Borrower Owing Notice (Letter)

e & FINOWEE.QRP - Borrower Owing Notice (Email)

Save the Template*

e Save the customised template into the Amlib/Reports folder on the Amlib server. This will

make the template available for use for all users. Alternatively, you may save it into a local

folder on your PC — but please be aware, that the template (once loaded) will only be
available for use on that PC

e Ensure that the template is saved with a name that clearly identifies it as a customised

borrower owing template — for example: CSFINOWE.QRP

Load the Template*

1. Launch the Amlib client

2. Go to Main > Reports > RepAddNew — the Report Files window will display

3. Select Report Entity = Financial

4. Click the F1 New button — the Financial — New Report File screen will display:
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Financial - New Report File... @

F3 Update | | F5 Query

Description |Elorrower Owing Motice (Letter)

Template | &FINOWE.QRP Browse

Choose Type | Borrower Owing j

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

Default Stats Code Default Detail Stats Code

Update Histary (Y/N) |7 Update Entity (Y/N) |—

5. Type in a Description — for example: Borrower Owing Notice (Letter) or Borrower Owing
Notice (Email)

6. Browse to the Amlib/Reports folder on your Amlib server and locate the template to be
loaded (if the template has been loaded onto your PC — then navigate to the local folder)

1. Files of type = Custom Report Templates (*.qrp) — if loading the standard template,
select: System Report Templates (&*.qrp)

2. Highlight the template to be loaded
3. Click the Open button
7. Choose Type = Borrower Owing or Borrower Owing Email

8. You can leave Default Stats Code blank

9. Update History (Y/N) =Y

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.

Create the Report

1. Go to Main > Reports > RepFinancial — the Financial Reports screen will display

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

3. Highlight Borrower Owing Notice (Letter) or Borrower Owing Notice (Email) (wording may
differ — it will be using the &FINOWE.QRP, & FINOWEE.QRP or a customised version of either
of these templates) and click the Select button
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#7 Financial Reports - STAFF at Chelsea Library (UM DB v5.3) =] 2 =]
Main  Application

F1 New F2 Modify F3 Save F4 Delete F& Query F& Print F7 Where F8 View |

Reporl Set Report Report Template o

Stats | Updat Description Type

Code
N {Account Budget Analysis Account Budget Analysic &FINBUDG.qrp
N Account Group List Account Group List &FINGLC.grp
N {Account List Account List &FINACCT.qrp
N Allocation List Allocation List &FINALL.qrp
N iBorrower Fines and Payments Today Daily Borrower Fines #DAILYBF.qrp
N iBorrower Fines Today Daily Borrower Fines :#DAILYBF.qrp
Y Borrower Owing Notice (Letter) {Borrower Owing Motice  &FINOWE.QRP
N Circ Transaction List (Needs for trans for m Borrower Monthly Transg Scfindet.qrp

4. Type in a Report Description — for example: Borrower Owing Notice (Letter) or Borrower

Owing Notice (Email)

5. If you would like the borrower record to retain a record of any notice sent, then ensure that
Set Update =Y

6. Click the F3 Save button

H Y EBorro'.-'u'r:-r Owing Notice (Letter) i Borrower Owing Notic §E.-FII‘-IIZIJ‘\-"'JE.IZZIF;'P | ‘
Where Statement

1. Highlight the report in the list and click on the F7 Where button — the Financial Reports —

Where screen will display
2. The statement must include the following settings:
e Borrower Owing — for example: Borrower Owing >= 15.00
e Financial Type — for example:
i. Financial Type IS NOT NULL (click Paste without entering a value in 3), or

ii. Financial Type = DCFEE (this will pick up only those borrowers who have a
Debt Collection Fee and owe $15 or more), or

¢ Financial Type IN DCFEE,DAM (this will pick up only those borrowers who have Debt
Collection or Damages Fees and owe $15 or more)

Please Note: Users should be careful in their use of Financial Type as a limiter, as the
report will only list the financials related to the selected Financial Type/s and not any
associated fines or fees —to list ALL fines and fees owing use: Financial Type IS NOT
NULL

Additionally, you may wish to limit by Borrower Location, Barcode, Type, Group,
Class or Financial Type — for example:_Financial Type = DCFEE (this will pick up only
those borrowers who have a Debt Collection Fee and owe $15 or more)
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e (Optional — Letter Only) Always use Address 1 (Y/N) =Y

e Click on the F3 Save button

Financial Reports - Where

1 Choose Search Column 2 Choose Operator
Always use Address 1 [YIN)
Borrower Loan Count |j CLKE € UKkE €N e
Borrower Owing & _ 7
Borrower Barcode
Borrower Location < O = > [l
Borrower Surname -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

Always use Address 1 = ¥ AND
Financial Typ NOTS * ?

0

.

ﬂ Optional Multiple Brackets ﬂ Special

{ Column Oper Where ) o
Borrower Owingi == :15.00 anp L ARD

-

Financial Reports - Where

1 Choose Search Column 2 Choose Operator
Always use Address 1 (YIN)
Borrower Loan Count |j CLKE 0 LKkE N O
Borrower Owing & _ ~
Borrower Barcode s =
Borrower Location [allP < ol [l
Borrower Surname -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

Always use Address 1 = Y AND
Financial T N iDCFEE,DAM : :

OR

I Paste

ﬂ Optional Multiple Brackets j Special

Hd

{ Column Oper Where ) o
Borrower Owing: == 1500 AND I AMD

Delete

i

View Report

When your report is set up with the template and Where statement, you can then preview the

report as follows:

6. Highlight the report and click the F8 View button

7. The Select File for View prompt will display with the following message: This type of report
may use a Saved File as the Source. Do you want to select the file now?
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Select File for View ==

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

8. If you would like this report to use a Saved File, click the Yes button, otherwise click the No
button (generally users select the No button)

9. The report will then display in the Report — View window:

e Report - View EI@
Rl 8] ]

Mr John D Smith
2/298 Selby St North
Osbormne

WA 6017

29-Jun-2011
Mr John D Smith

Qur records show that you have outstanding Fines and Charges amounting to  $40.00
We request that this account be paid as soon as possible.

Current number of items on loan = 6
Contact the library if you have any questions regarding these Fines and Charges.

Date Item Title Amount

29/06/2011 $15.00
Debt Collection Fee

29/06/2011 STOCKO0036889XE Hamy Potter and the prisoner of Azkaban / by .J. $26.00
Damaged ltem

Regards

Library Staff

10. If you wish to print a hardcopy, click on the print icon

FINANCIAL REPORTS

Daily Audit Summary

Shows what has been paid against each Financial type for a range of dates
Report Type: Borrower Summary Fin. Trans. Audit

Report Template: &fbfsum.qrp

Summary of Audit by Financial Type, showing totals rather than details
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Effsurn.grp
Summary Audit from 01/11/2011 to 31/12/2012 printed 23/03/2012
R 017112011 to 3111272012 - = S e Year To Date - >

Met Debit Tax Credit Tax Total Met Debit Tax Credit Tax Total
Count Count Count Count

Balance B at start of year $0.00

BOMDRECD 0.0 0.0o $0.00 0.0o 0.00 0.00 0.00 200.00 2000 -220.00
1] a a 0

BONDRET 0.0o 0.0o $0.00 0.0o 0.00 0.00 0.00 109.09 10.91 -120.00
1] ol ol 0

CARD 1.82 018 $1.82 n01a 0.00 1.82 018 1.82 n01a 0.00
1 i i i

DA 61.832 6.18 §37.27 373 27.00 61.82 618 3727 373 27.00
2 2 2 2

FEES 379.08 37 $27.27 273 3gy.on 37a.09 3791 T 273 387.00
17 2 17 2

GTEST1 0.0o 0.0o $0.00 0.0o 0.00 0.00 0.00 0.oo 0.0o 0.00
a Q Q Q

GTEST3 0.00 0.00 $0.00 0.0o 0.00 0.00 0.00 ooo o.oo 0.00
1] ol ol 0

GTEST4 0.0o 0.0o $0.00 0.0o 0.00 0.00 0.00 0.oo 0.0o 0.00
a Q Q Q

LATEFINE 2373 237 $0.00 0.0o 2610 2373 237 ooo o.oo 26.10
4 ol 4 0

Financial Audit (detailed)

Report Type: Borrower Fin. Trans. Audit

Report Template: &fbfaud.qrp

Detailed report showing the individual transactions by Financial Type.

Can be edited to suit the requirements for individual sites. Can be edited to send to excel using a
delimiter in the template.

&fbfaud grg Daily Audit Summary 23-Mar-2012
Botrower InvNo Receipt Dehit  Dehit G3T Credit  Credit G3T Het Watae Item No. DueDate  Location
LIB
CR
CL125B6313086D n.oo n.oo 7.00 0o -1.70 AL125043837298
CL125B63130860 0.oo 0.oo 7.00 n0yo -7.70 3111037231386
CL125B6313086D o.oa o.oa 31.00 210 -34.10 3111040376657
CL125B6313086D 0.oo 0.oo 7.00 nya -T.70 31111030697658
CL125B63130860 0.oo 0.oo 18.00 1.80 -19.80  311110431453449
CL125B63130860 0.aa 0.aa 7.00 n0.7o -7.70 AL12404831578B
CR Totals 0.00 0.00 77.00 7.70 84.70 No. of Transactions: 6
LATEFINE
CL125B62231240 18.18 1.82 0.00 0.00 2000  AL125051324798
CL125B62231 25D 18.18 1.82 n.oa n.oa 2000  AL125039987038
LATEFINE Totals 36.36 3.64 0.00 0.00 40.00 No. of Transactions: 2

Daily borrower Fines
Report Type: Borrower Fin. Trans. Audit

Report Template: #dailybf.qrp
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Details of all the transactions with details of the Financial type and Title and indicating the time and

day.

#DsilyBF oqrp ai orrower Fines
Daily B F
Daily Fines for: 23/03f2012

Fine Amount

23M3m2

G5T Amount Paid Balance

Borrower: Smith, Harry
Barcode: CL125B542058300

Type: PAYFINE $0.00 $0.00 %$0.40 $0.40
Title: Fresh and fast : simply delicious healthy food_ f

Occurred at: 9:41 AM on 29-Dec-2011

Type: PAYFINE $0.00 $0.00 %$0.40 $0.40
Title: 15 minutes flat. f MULLINS, LYNMNE.

Occurred at: 9:41 AM on 29-Dec-2011

Type: PAYFINE $0.00 $0.00 %$0.40 $0.40
Title: Rachel's favourite food at home. F ALLEN, RACHEL,

Occurred st: 9:41 AM on 29-Dec-2011

Tupe: PAYFINE $0.00 $0.00 $0.40 $0.40
Title: SURVIVAL for the fittest.

Occurred at: 9:41 AM on 29-Dec-2011

Tupe: PAYFINE $0.00 $0.00 $0.40 $0.40
Title: The complete Asian cookbook. F SOLOMON, CHARMAINE,

Occurred at: 9:41 AM on 29-Dec-2011
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Adding a New Statistics Code to count sending of letters, emails ...

Some codes can be created by users. For example, Stats Codes can be added to Reports (and Report
Templates) to collect the number of times a report is run (RepCirculation and RepReservation reports
can also have an additional Detail Stats Code to collect the number of notices generated during each
run — for example: How many invoices sent in May). Corresponding entries have to be made in the
Statistics Codes table.

These customised codes only refer to:

Opac Other 200s
Reports 300s
NetOpacs 500s

1. Launch the Amlib client
2. Go to Main > Supervisor > StatsParams — the Statistics Code table will display

3. Click the F1 New or F2 Insert button — a new line will appear in the table

5] Statistics Codes - STAFF at Chelsea Library  (Live DB v5.2) _ ';':'=| =

Main  LibraryMenu

Filew | F2insert J F3 Save | F4 Delete ‘ F5 Query | F6 Print I

| Stat Stats | Count Money| Form | Item | Borr | Borr | Borr |Locn| Suburb Ward Area| Year | Month| Day «
Typ: Description (YIN) | (YIN) | (Y/N) | Type | (YIN}| Groug Class (Y/N)| (YIN) | YIN |(Y/N) (Y/N) (Y/N) (YN
(YIN) (YIN) | (YIN)

1113 Auths via MaRC Y | N N N NI N:NiY NI NIN YIY & Y
114 BumpsviaMaRC © Y . N _ N N . N: N N | Y N N :iN Y: Y Y
1200 OPAC Other Y | N !N K. YIN.NIY N _NIN YLY_ Y
il 1310 1st Overdue Y Y 'Y Y Y Y .Y Y Y Y Y Y!Y Y
Il (311 Count of 1st ¥ LY T LY T LY LY O Y Y Ty YL Y Y LY
1312  Final overdue WLy g g g g g g g g TR g
313 Count Final Y Y 'Y Y YIY .Y Y ¥  Y.Y Y!Y Y
- |
1320 Avail. Reservations | Y N Y Y Y Y Y Y N N N Y Y Y

4. Type in a Stats Type code and a Stats Description — for example: 314 | 1* Email Odue

5. EnteraY inthe Count (Y/N) column and a Y in any other column (field) by which you would
like to be able to break down the statistics — for example: Locn (Y/N), Year (Y/N), Month
(Y/N), Day (Y/N)

6. Click the F3 Save button when complete
In the example below, two (2) new Stats Types have been created:

e 314 | 1* Odue Email
e 315 | 1* Overdue Cnt
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These codes may now be added into a RepCirculation report (or report template) for statistics
gathering purposes.

7 =
=8| Statistics Codes - STAFF at Chelsea Libr: Live DB v5.2}

Main  LibraryMenu

| Filew | F2insert | F3save | F4elete ||| r5auery | Fsprint |

'Statl Stats | Count Money| Form | ltem Borr| Borr | Borr |Locn Suburh Ward Area| Year Month| Day »
| Typt Description | (YIN) | (YIN) | (Y/N) Type|({Y/N) Groug Class (Y/N)| (Y/N) | YIN (YN} {Y/N)| (YIN) (Y/N
_!___ (YiN) (YIN) | (YIN)
|312 |Final overdue h ¥ ¥ Y Y Y Y Y Y Y Y1 ¥ Y Y
5313 Count Final ¥ ¥ ¥ ¥ Y Y Y Y b d Y b Y Y
v | 314 {1st Odue Email ¥ Y Y Y Y Y Y Y ¥ Y Y+ ¥ Y Y
+ | 315iIst Odue Email Cnt © Y Y ¥ Y ¥ Y Y Y Y Y L Y Y
|320 ; Avail. Reservations | Y N ¥ Y Y Y Y Y N N N Y Y Y

Report Stats Codes

It is possible to add a Stats Code to a Report (or Report Template) which can then be added to the
Statistics Codes table.

Report Stats Code Keeps a count of the number of | Assign a code of above 299 if required —
(RepAddNew: Default times this report is requested for example: 350

Stats Code) (for statistics)

Detail Stats Code Keeps a count of the number of | How many items were subject to
(RepAddNew: Default items generated by the report overdue reports. Assign a code of above
Detail Stats Code) 299 if required — for example: 350

To Add a Default Stats Code

1. Launch the Amlib client

2. Go to Main > Reports > RepAddNew — the Report Files screen will display:

Marn Appllcatrcn

F4 Delete
Report Entity
Circulation j
Default| Default | Updaté Update Description [ Report | File Name Message { may be fin
Stats |Sub StatHlstond Entity Type E
Code

Code | |
’ "RESERVED For future use

| M M iCirculation List with Address, Phoi Continuous - Fuli &odlst.grp
(310 an ¥ Y {Email - Continuous Continuous - E-rt cdemail.grp

3. From the Report Entity drop-down, select the a Reports module — for example: Circulation
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4. Either load a report template (using the F1 New button) or select an existing report and
modify it (using the F2 Modify button) — the Circulation — New/Modify Report File window

will display:

Circulation - New Report File..

s Upane

Description | Overdue Notice (Letter)

Template | RODLET.QRP Browse |

Choose Type |C0ntinu0us - Full descriptions

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

Default Stats Code | 310 Default Detail Stats Code |311

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

5. Enter a Default Stats Code — for example: 310 — this code is used to track the number of
times the report is run (this can match an existing code in the Statistics Codes table or can be

defined here and added to the Statistics Codes table afterwards)

6. If the file is a Circulation or Reservation template, then enter a (different) Default Detail
Stats Code - for example: 311 - this code is used to track the number of notices generated
when the report is run (this can match an existing code in the Statistics Codes table or can be
defined here and added to the Statistics Codes table afterwards)

7. Click the F3 Update button when complete
To Add a Stats Code to a Report

1. Launch the Amlib client

2. Select a Reports module — for example: Main > Reports > RepCirculation — the Circulation

Reports screen will display:

[ 23 cictaion Report: - STAFF at Chelea Libray_(Lve D852 I ol )

Main  Application

Manage Email Attachments |

Repor Detai; Create Create Report Report Templa *
Stats | Stats| Hist | Acct Description Type [
Code Code| (Y/N) | (Y/N)
N N Class Overdue List Overdue List by Class (with &odlstoc.qrp
N N :Class Overdue Slip Overdue Slip by Class with: &odslpc.qrp
v 34 35 Y N :Email Overdue Email - Continuous odemail.qrp

3. Select a report in the list to which you would like to add a Report Stats Code — for example:

Email Overdue
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4. Enter a Report Stats Code — for example: 314 — this code is used to track the number of
times the report is run (this can match an existing code in the Statistics Codes table or can be
defined here and added to the Statistics Codes table afterwards)

5. [If the file is a Circulation or Reservation template, then enter a (different) Default Detail
Stats Code — for example: 315 - this code is used to track the number of notices generated
when the report is run (this can match an existing code in the Statistics Codes table or can be
defined here and added to the Statistics Codes table afterwards)

6. Click the F3 Update button when complete
Please Note: You may like to use different sets of codes to differentiate between different report

templates or even different reports using the same template — this will allow you the opportunity to
create highly specific statistics sets.
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DELETING BORROWERS

If a Borrower has any Financial Transactions or Financial Transaction History they cannot be deleted
in Double line Accounting.

e A Borrower cannot be deleted if
1. The Borrower owes money
2. The Borrower is currently in Debt Collection
3. The Borrower has Financial Transactions AND Double Line mode is in use

Borrower Purge reports can be used to delete the Financial Transactions paid and balanced.
Borrowers can then be deleted. It may be useful to mark Borrowers for deletion by changing the
Status. This would allow them to use Mass Delete to clean up the marked Borrowers easily.

DELETING BORROWER FINANCIAL RECORDS THROUGH REPORTS - SINGLE ENTRY
ACCOUNTING

The Purge reports(Borrower Reports — for example &borfinp.qrp) allows users to delete paid
Borrower Financial Transactions. Care should be taken when deleting Financial records as once the

entry has been deleted it cannot be retrieved.

The report will perform differently depending on whether the Supervisor parameter for Double /
Single entry. To check this setting:

e Main > Supervisor > Installation > System tab: Use double entry accounting (Y/N)

These instructions are for single-entry accounting (=Y).

The number of transactions that are automatically retained is determined by the following setting:

e Main > Supervisor > Installation > Circulation tab: Keep the last ### history records
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=2 Installation - STAFF at Library (ST2 DB v5.3)

Main  LibraryMenu  Installation

F3I Save F5 Query | . Fé Print |
Al ‘ Borrower | Catalogue ‘ Circulation Stockitem System Other ‘

Library
Description Yalue ~
:Issues Reportto use when printing all loans stiissa.qrp
- Issues Reportto use when printing all loans & reserves &ci1000.grp
_Issues Reportto use when printing all new loans stiissa.qrp
- Keep a cache ofthe last #585¥ circulation statistics 10
Keep a resenation for a maximum number of #5 days 7
" Keepthe last #389 history recards 1D|
| Loan by STATS () or FORM (M) i
- Loan limits by Likrary Group &7 or by Location (M) ]
_Memn harrower when a reserved item is returned QM) Y
- mMemo library on reservation: () - All, {F) - Foreign, (W) - Don't memo Y
_Order of calumns to display within Reseration COLSSTE_FORM,COLSSTE_DLUE,COLS
- Cwverdue items can he renewed without needing override permission (k)
_Shuw subsidiary items when returning a master itern (YR
- Show the 'Borrower has read ' message up until #59 days 365
W

| HUM

For example: If Keep the last ### history records = 10, and the Borrower has 15 paid Financial
Transactions listed, then only the oldest 5 transactions will be listed in the report.

Templates

The following report templates can be used in the Reports module to delete Borrower Financials if
Update Entity is set to Y, and the report is run via the report Scheduler. The F7 Where statement is
used to determine which records will be deleted.

e &BORFIN.QRP - Borrower Financial Transactions: can list (or delete paid) Borrower Financial

Transactions records — lists the borrower/s and line-by-line details of their transactions

e &BORFINO.QRP — Borrower Owing (Summary): can list (or delete paid) Borrower Financial
Transactions records — lists the borrower/s and a summary of the amounts
paid/owing/remaining

e &BORFINP.QRP — Borrower Financial Transactions (Purge): can list (or delete paid) Borrower
Financial Transactions records — lists details of the individual transactions (can be used to

mark and delete double-entry transactions)

e &BFINSU.QRP — Borrower Financial Transactions (Summary): can delete paid Borrower
Financial Transactions records — produces a count of the transactions deleted by type

These reports can be either printed or sent to file for record purposes.

Load the Template (if required)
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1. Launch the Amlib client
2. Go to Main > Reports > RepAddNew — the Report Files screen will display
3. Select Report Entity = RepBorrower

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

Borrower - Mew Report File... @

F3 Update | | F5 Query |

Description | Barrawer Financial Transactions (Purge)

Template | &BORFINP.QRP Browse

Choose Type |Bnrr0'u'-.-'er {purge) Financial j

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

Default Stats Code Default Detail Stats Code

Update History (Y/N) |— Update Entity (Y/N) W

5. Enter the following details:
a. Description — for example: Borrower Financial Transactions (Purge)
b. Template = &BORFIN.QRP, &BORFINO.QRP, &BORFINP.QRP or &BFINSU.QRP
¢. Choose Type = Borrower (purge) Financial

d. Update Entity (Y/N) =Y

6. Click the F3 Update button when complete
The template is loaded and can now be used in a report.
Create a Financial Deletion Report (for Checking)

1. Launch the Amlib client

2. Go to Main > Reports > RepBorrower — the Borrower Reports screen will display

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

4. Highlight the Borrower Financial report template you would like to use (see list above). You
should locate these templates via Template name rather than Description, as these are
multi-function templates and the Description may refer to the alternate functionality

5. Click the OK button
6. Type in a Description — for example: Delete Financials more than 6 Years Old

7. Ensure the Update Entity (Y/N) column is setto N

8. Click the F3 Save button
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9. Highlight the report and click the F7 Where button — the Borrower Reports — Where screen
will display:

Borrower Reports - Where @

F3 Save ‘ F& Query

1 Choose Search Column 2 Choose Operator

Report Mame -
Financial Comments
Transaction Date

Amount Charged

Invoice/Receipt Date * <
Amount Paid i

Il
Y

AN 8
7
%
~
A%

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| 01/01i2011 @
ﬂ Optional Multiple Bracksts J M

{ Column Oper Where ) -
! {LATEFINE P

urday, 1.Jan 2011

Delete |

10.Enter the following Where search:

a. Enter a start date: Transaction Date <= enter a date in DD/MM/YYYY format — for
example: Transaction Date <= 01/01/2011
Alternatively, you can use the Special button to set up a date relative to the Current
Date — for example: Transaction Date <= Current Date — 72 Months (6 Years)

b. Itis possible to enter other parameters to further limit your selection by Financial
Types or Borrower Types — for example: Financial Type = LATEFINE

c. Click the F3 Save button when complete

11.Click the F9 Order button — the Borrower Reports — Order By screen will display

a. Select BorBarNo or Surname from the Columns list and arrow it across into the
Order By list

b. Click the F3 Save button when complete

12.Click the F6 Print button — the Print screen will display

13.Change the To setting to File (this will enable the report to be saved as file, rather than
printed)
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Print
—From —To
* Database  Printer (=
" Query File  E-mail
~ Frequency —Schedule ———————
& Once Only First Print Date IM
« Daily FirstPrint Time | 551PM
CAlzeHy @ Al Page
o From l_ To l_
Yo Copies |1_ [~ Draft
IT days [~ Overwrite Saved Files

Selected Printer

Browse |

oK I Cancel |

14.Click the OK button — the Report — Save As screen will display

15.Enter the File name (for example: Borrower Financial Deletions 2011) and browse to the

destination location

”‘:E’\ Report - Save As

Savein: I | Saved Files

-

Name

¥ Borrower Update - Clear Suspensions.rif
) Barrower Update - Set Suspensions.rtf
B Borrower Update 2011.rtf

4| [}

| & & cf B

Date modified

3/06/2011 4:18 AM
3/06/2011 4:19 AM
3/06/2011 1:19 AM

File name: |Borrower Financial Deletions 2011

Save I

Save as type: |F~:jch Text Format (RTF)

;I Cancel |

16.Click the Save button

Start the Scheduler

1. From the Reports menu, select Application > RepStartSchedule

Main [ Application

"‘E’\ Borrower Reports - STAFF at Chelsea Library  (Live DB v5.2)

F1 N ReportChangellser
ReportLogOff
RepAddMew
RepPrintProgress

I RepStartSchedule

o] & ]
™
Ctrl+L
BT Manage Email Attachments |
‘ Report ‘ Template
Tuna |

2. The Report Scheduler screen will then display
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3. Select your printing options: Ensure Save to File is ticked (you can tick all three if you intend
on printing up multiple reports using multiple formats during a session)

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

Report Scheduler @

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

[ Printing [~ E-mail

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

™ Yes * Mo

OK | 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

”‘E’\ Borrower Reports - STAFF at Chelsea Library  (Live DB v5.2) E' =] @
Main | Application

FIN RepartChangelser 5Query || FGPrint | F7Where || F8View | F9Order | F10 More |
ReportLogOff Ctrl+L

RepAddNew ﬂ |
RepPrintProgress

|’=|. RepStartSchedule Report Template -
Tunn

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.

Check Print Progress

1. You can check the progress of your reports at any time by going into Main > Reports >
RepPrintProgress — the Print Progress screen will display

2. If your library uses the scheduler for a lot of reports, you can select a frequency type from
the Filter drop-down menu at the top:
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(=] & ==

Filter | [ -

All -

Dnce L

. R Daily |=
- eq By Weekly e
Monthly -

3. You can also click through the three tab options at the top to see the ones that are Waiting,

Running, or have already been Printed

77 Print Progress - STAFF at Chelsea Library  (Live DB v5.2) =] =
Main  Application
F3 Save F4 Delete F5 Query F& Print
| - Waiting Filter [Al -
Description Date To Date Frequency | Req By File =
Print Printed il
Borrower Financials 28/06/2011 2810672011 Once STAFF | C:\Users\prenticj\Documel
(Purge) 5:51 PM 6:06 PM

4. Your report will show up in “Printed” when it is complete

Example of Listing: (XBORFINP.QRP)

&harfinp.grp Borrower Financial Purge - Purge of Financials - 220242011
6 years
Purge listing
Bar Code Name
22580057 116 PRIMCE, Daisy P
J25802456229 OWERDLUE
FINAL QRP Was subsequently returned ™ Aut 121.51 121.51
22580057416 PRIMCE, Daisy P
325802452087 LATEFIME
Returned ltern was overdue 200 2.00
22550057 416 FRIMCE, Daisy P
J25502058542 OwERDLUE
FINAL QRP Was subsequently returned ™ Aut 71.32 71.32
22580057 416 FPRIMCE, Daisy P
325802573056 LATEFIME
Returmed Item was overdue 2.00 2.00
22580057416 PRIMCE, Daisy P
325802005015 LATEFIME
Returned ltem was overdue 2.00 2.00
22550057 4116 FRIMCE, Daisy P

Creating a Summary Financial Report and Clearing the Financials

1. Go to Main > Reports > RepBorrower — the Borrower Reports screen will display

2. Highlight the Report that was run earlier to get the listing

3. Click the F2 Modify button — the Select Report Format screen will display
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4. Highlight the Borrower Summary Financial report template— &BFINSU.QRP (Borrower
Financial Transactions Summary)

5. Click the OK button

6. Ensure the Update Entity (Y/N) columnis setto Y

7. Click the F3 Save button
8. Click the F6 Print button — the Print screen will display

9. Change the To setting to File (this will enable the report to be saved as file, rather than

printed)
B e
= =
Fiten Tor
= Dalabisd Prinied  # File
iy File r
Flisisa ey Berfauk :
IF s Only FirstPoi Date. | 06201
Dty FistPomi Tima | 551FH
™ Wiy ¥ e
* Wiy |
" Bwn Cogiak |1 [xal
I A
| FLES I Cvarwiia Sasan Fiks
£l o ca Privd e
Ok | Careal

10.Click the OK button —the Report — Save As screen will display

11.Enter the File name (for example: Borrower Financial Deletions 2011) and browse to the
destination location

£ Bt « e e

Seen Sarvud Rl g [l L3 i - b

amu . Dt moddiad Ty
!'l"S‘-:ur.ul'.'\;:er- Clusr Sinpeoonie i 1Mt d:td A R
B Barroeaes Upiate - 5ol Suspercions it IMVMLL LA R
i A Borrovwnr Wipdabe X301 8 el s R

Fia g | Bowmaves Frdraoiad Dbt 20011 I e |

Eewe w0, | Fech Task: P (AT -l Carcel

12.Click the Save button
Schedule Report

e Schedule the Report as above if Report Scheduler is not active
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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.

Check Print Progress

1. You can check the progress of your reports at any time by going into Main > Reports >
RepPrintProgress — the Print Progress screen will display

"‘E’\ Print Progress - STAFF at Chelsea Library  (Live DB v5.2)

(o] & =)
Main  Application

- F3 Save I F4 Delete l F5 Query F& Print

" Waiting ¢ Running & Prir Filter | Al =
Description Date To Date Frequency | Req By File =
Print Printed il
Borrower Financials 28/06/20M 2810672011 Once STAFF EC:\Users\prenticj\Documel
(Purge) P55 PM ¢ 6:06 PM

2. Your report will show up in “Printed” when it is complete

Example of Summary: (&BFINSU.QRP)

&bfinsu.qrp Purge of Financials - 6 years 22/02/20M
Type: DAMAGED
No of financial records deleted: 21
Total paid:  $331.98 Total owed:  $331.98
Type: FN FEAST
No of financial records deleted: 64
Total paid:  $107.00 Total owed:  $107.00
Type: ILL
No of financial records deleted: 4
Total paid:  $47.30 Total owed:  $47.30
Type: LATEFINE
No of financial records deleted: 12466
Total paid: $18,308.00 Total owed: $18,308.0
0
Type: LOST
No of financial records deleted: 56
Total paid:  $809.42 Total owed: $809.42
Type: OVERDUE
No of financial records deleted: 1282
Total paid: 524 365.82 Total owed: 524, 365.8
2
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DELETING BORROWER FINANCIAL RECORDS - DOUBLE ENTRY ACCOUNTING

This report allows the deletion of paid Borrower Financial Transactions. Care should be taken when
deleting Financial records as once the entry has been deleted it cannot be retrieved.

It should be noted that only Financials will be deleted if the Borrower:

e Has a Status other than a Debt Collection status
e Has transactions which are paid and balanced prior to the cutoff date
e Owes $0.00

It is possible to choose a Template that can be opened later in excel and kept for statistics and
auditing purposes

The report is run twice in Update mode. It is suggested that the Report used is one that can be
(&xbofinp.qrp) sent to a file which can be opened later in excel:

First run: sets the financials to be deleted and flags these with a Reference Number to use in the

second run. The Report:

e Must be of the Report Type of Borrower (Purge) Financials

e  Must have the Update Column setto Y

e Must be sent via the F6 Print button and the Report Scheduler

e Must have a Cutoff Date in the F10 More parameters

e Can use a File or Where parameters — Note: the Date is in the More button parameters NOT

the Where parameters

Second run: Same as the First run except that also included is the Reference Number in the 1*
column of the More [F10} parameters to include the to ensure deletion of those flagged to be

deleted in the first run

e  Must be of the Report Type of Borrower (Purge) Financials

e  Must have the Update Column setto Y

e Must be sent via the F6 Print button and the Report Scheduler

e  Must have a Reference No taken from the first run and entered into the F10 More Button

e Use the same Cutoff Date in the F10 More parameters as the First run
e Use the same File or Where parameters as the first run— Note: the Date is in the More
button parameters NOT the Where parameters

Note: The number of transactions that are automatically retained is NOT determined by the
following Supervisor/Installation/Circulation setting: Keep the last ### history records (unlike
deleting Single entry financials where this setting is taken into account).
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Create a Financial Deletion Report
First Run — this is run in Update Mode to get a Reference Number

1. Launch the Amlib client

2. Go to Main > Reports > RepBorrower — the Borrower Reports screen will display

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

4. Highlight the Borrower Financial report template (Purge) you would like to use (for example
- &xbofinp.qrp or see the list above). See Appendix 1 for Templates suitable and how to
make &xbofinp.grp available if not in the selection. Note: Must be of a Report type of
Borrower (Purge) Financial

5. Click the OK button
6. Type in a Description — for example: Delete Financials before July 2005

7. Ensure the Update Entity (Y/N) columnis setto Y

8. Click the F3 Save button

#F Aarrowrr Heparfe - (5 of Admim 3572 [f w5, 1)

Tt fan Latn
Riagan hg-dan Rageeal Repoi Tamplata A
Stnts | Essiny i i Thpe
Caida [
B[ Canipare Taing with Boifis Ballisto heick 2 | LEDRFIRSI,
N Dalata - Expired .L"IH by Lisea Ehainslil. ijip
W |Dalata - Masked » Mot Active siseo 1 Jul | Ling Ly LG Eboisshr.ijig
H |Emmail Frasessicec .B'I-ll-l'ﬂlil Lamad by Lnladdemm gp
W |Fisas Fas Ovandua Loans | Emnall Bl (Finas) |Bulkess@LoRE
W |Fies Owesdisg 11050 Ne Loass | Full Denais Ehorfulejip
N Beglewiood Lilnaay Clogad For Stocktaka .EI||.'||| Bl (Fines) Bulkasssal ORF
R |Laak .B-ullwil Baludress | 28 sl gip
WL Dol At |wattnds |ABEXCELZ.OR
| TRy Fisancial Tiaasaction | FinFasya 1o Excal | ABFXCEL ORP
R __:'lh T _: amvcial Trasss Ii"|!. : i _'.i.l__!n:l':llll |H
SS—H T Beaiawar Mamos | Bloiseese g
BAN™ |[Expanmcsvz | Eboidatasgp
W\ Trausacsis ) s | Finanat Ebois g
[ Must be set to Update :|.i||l| by § S BORRREPL.OR o
for both runs | aid

9. Highlight the report and click the F7 Where button — the Borrower Reports — Where screen

will display:
10.Enter the required parameters or use a file of borrowers:
a. ltis possible to enter parameters to limit your selection by Financial Types or
Borrower Types — for example: Financial Type = LATEFINE. It is also possible to

choose one Barcode — if you wish to delete the transactions so you can delete the
Borrower e.g. BorBarcode = CL125B5487382D

Last Updated: 26 February 2013

Page 88



Circulation Finance Training

b. To delete ALL Financials up to the Cutoff date that are paid and balanced

Borrower Reports - Where

1 Choose Search Colurmn 2 Choose Operatar
oy
= — CLKE ke N
Surname
s — i
Sex *
BithDate < < >
BorType b

3 Type the WHERE Condition and Press PASTE ©OR Fress SFECIAL

J Cptional Multiple Brackets J

{ Caolumn COper Yihere )

Y

BorBarka 15 NOT: MULL

Faste

c. Or alternatively have a Saved Borrower File of Financials to be targeted

d. Click the F3 Save button when complete

_gaste |
Ao |

11.Click the F10 More Button. On the first run all that is required is to select the Cutoff Date for
deletion. This should be entered in a date format of dd/mm/yyyy, for example 01/07/2012

(for the 1°" July 2012)

Purged Financial Transactions - More

iow | remsert | - | Fanete

| Furged Financial Transactions

Mote: Nao validation can be perfarned on these parameters - take care.
Same assistance is given by the column titles below

Report Line Mu Line 1 - Line1 Field 2 not used
eg1,2,3 field 1 deletion - Cutoff date
reference no. = format
fram repart of dafrmifnnany
marked

for delete trans.

1 010772006

>

12.Click the F9 Order button (if using the &xbofinp.qrp the order is greyed out as the order is
fixed by Borrower Barcode (BorBarNo) and Financial Transaction System Number (Trans No)

—the Borrower Reports — Order By screen will display

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

d. Select Trans No from the Columns list and arrow it across into the Order By list

e. Click the F3 Save button when complete
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Borrower Reports - Order By

Calumns Qrder By

[term Mo
Location code
Financial Type

Report Mame Colurmn |
Financial Comments BorBarho P ASC =,
Transaction Date Trans Mo Cao
Amaount Charged
ImvoicelReceipt Date =
Amount Paid
Feceipt Ref
LastOperator e
City Charged

(>

ASC | DESC|

[

£

Trans Mo

Qrp Flle Marme
Diate Updated

[
=
-

13.Click the F6 Print button — the Print screen will display

14.Change the To setting to File (this will enable the report to be saved as file, rather than

printed)
Print @
~From ~To
@ Database  Printer &
© Query File  E-mail
~Frequency ~Schedule————————————

& Once Only First Print Date IEBIUEJ’EU‘I‘I
 Daily First Print Time |525‘1 PM

© Weekly

@« Al  Page
© Monthly SO I T I
® e Copies |1 [~ Draft

I = dais [~ Overwrite Saved Files

Selected Printer

I Browse |
oK I Cancel |

15.Click the OK button — the Report — Save As screen will display

16.Enter the File name (for example: Fin Deletions 120101) and browse to the destination
location. If you are later going to transfer to excel, use a Txt File type
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Report - Save As
Save in: ||a' Firn Awdit 2012 j i £5 ER-

File: name: (Fiy Deletions [ 201 01
Save as bype: |Te:-ct D ocument j Cancel

17.Click the Save button

Schedule Report
Start the Scheduler

7. From the Reports menu, select Application > RepStartSchedule

#7 Berrower Reports - STAFF at Chelsea Library  (Live DB v5.2) [ @ ==

Main | Application

ReportLogOff Ctrl+L

RepAddNew Br Manage Email Attachments |

RepPrintProgress

RepStartSchedule ‘ Report ‘ Template =
Tune Il

8. The Report Scheduler screen will then display

9. Select your printing options: Ensure Save to File is ticked (you can tick all three if you intend
on printing up multiple reports using multiple formats during a session)

10.Also decide If a report is scheduled by another user do you still want to print it? = Yes/No
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Report Scheduler IEI

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

[~ Printing [~ E-mail

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

" Yes @ Mo

OK I Cancel |

11.Then click the OK button

12.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 Borrower Reports - STAFF at Chelsea Library  (Live DB v5.2) = @ |3

Main [Appfic&tion
Ctrl+L

ReportlLogOff
RepAddMew Br Manage Email Attachments |
RepPrintProgress
Iu" RepStartSchedule | R_:_EPDI'I | Template |:|

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.

Check Print Progress

5. You can check the progress of your reports at any time by going into Main > Reports >
RepPrintProgress — the Print Progress screen will display
6. If your library uses the scheduler for a lot of reports, you can select a frequency type from

the Filter drop-down menu at the top:

o] & =]
Filter | [ -
All -
Dnce L
. R Daily |=
- eq By Weekly e
Monthly -

7. You can also click through the three tab options at the top to see the ones that are Waiting,

Running, or have already been Printed
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#77 Print Progress - STAFF at Chelsea Library  (Live DBv5.2) =] 2 =]
Main  Application

- F3 Save I F4 Delete l F5 Query F& Print

Filter | All ~|

" Waiting ¢ Running

Description Date To Date Frequency | Req By File =
Print Printed |

Borrower Financials 5281‘06!2011 528I06I2l}11 Once STAFF éC:\Users‘tprenticj‘tﬂocumm
(Purge) © 551PM : 6:06 PM

8. Your report will show up in “Printed” when it is complete

9. Take note of the Reference No in the 1* Run report. In the example below the Reference no
is 53299. This will be used in second run to actually delete the Financials

Find the Reference Number: (&XBOFINP.QRP)

Brought up later in excel — See Appendix 1 on how to load the text file into excel

Find the Reference No to use for the s R Reference No to use in second run
CLI25B548 ANANDA, 53223 31111000414019 RETURN $0.00 $5.50 25/08/2005 **Was subsequently returned
\/

CLI125B54f AMNANDA, 53229 Y 31111002436379 OWVERDU $5.50 $0.00 23/08/2005 Auto Charge for Overdue ltem
CL125B54f ANANDA, 53229) Y 31111002486379 RETURN $0.00 $5.50 25/08/2005 **Was subsequently returned
CL125B534f ANANDA, S3229) Y 31111006173932 OQVERDU $5.50 $0.00 23/08/2005 Auto Charge for Overdue ltem
CLI25B54: AMANDA, 53229 ¥ 31111006173932 RETURN $0.00 $5.50 25/08/2005 ** Was subsequently returned
CLI25B54: AMANDA, 53229] Y 31111014926883 OWVERDU $8.80 $0.00 23/08/2005 Auto Charge for Qverdue Item

Second Run — Repeat the Steps from the First run except add the Reference No into the F10 More
button parameters

1. Go to Main > Reports > RepBorrower — the Borrower Reports screen will display

2. Highlight the same report that was used for the First Run
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& Aarcorwee Reparis - 05 a8 Admim 3873 [ w0, 5]

Tewt faw Lating I Tt
Fagan Updan Rag-eil Repoi Tamplate o
Stots | By DasciipSen Type
Coda MM
[ "R | Compare Gwing wisk Borfs | Balamen Ceack 2 |EEORFIRSIM,
W Dalate - Expiied [ it iy Lo Eboisht. iy
W |Dalete - Maked = Mot Active seea 1 Jul | Ling by Lisa | Ebarsshiqip
N |Emall Prassssieas | Baarewar Loman Ly Eniaddem gup
M |Fames Fas Ovandus Loans | Ernall Bl [Finas) |Bulkema@ ORF
B |Faes Oeeaswding $1040 Ha Leass | Full Datads Ebuistulgjig
W Reglewool Libiasy Closed For Stocktake | Email Bsli (Finas) |Bulkess sl 0RF
ALk | Baarawar Bilidiass | 2488 L)
H | Dual Asssmmts |Dwathits LEFECELZ.OR
| —H—Buigs Fisincial Tiamsacion | FinFasyyu o Excel |BBFXCEL ORF
Pal Tiassslioim Baaiawiai F _'.i.l__:‘.:l-':llll [[iom ] b
N Tw Bsaiawar Maimos | Eloissi e g
[ A\ [nesa [Exponcswz | Bhordsagp
W \ [ Teansacsss L | Financiat [ Eborse sp
W\ [ Litea by £ BORRRERL. O v
Must be set to Update [ ]
for both runs e

3. Ensure the Update Entity column is still setto Y
4. Keep the Where parameters and Order options the same as the first run

5. Click the F10 More Button. Keep the Cutoff Date the same as the First run. Add the
Reference Number to the Column in Line 1 Field 1. Press F3 Save

Purged Financial Transactions - More

“ttow | r2msert | Fasme | rapeite |

| Furged Financial Transactions
MHote: Mo validation can he perfomed on these parameters - take care.
Some assistance is given by the column titles belouw
Report Line MNu Line 1 - Line1 Field 2 not used e
egl,2,3 field 1 deletian - Cutoff date
reference no. = farmat B
from report of ddfmimiianay
rmarked
for delete trans.
v 1 ( is3zzd] ) 01/07/2008
b
&m) >

6. Click the F6 Print button — the Print screen will display
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7. Change the To setting to File (this will enable the report to be saved as file, rather than
printed). If you intend to use the same file on the Final Run tick Overwrite Saved Files

. Print §|

From To

+ Datahase I Printer & File
" Query File -

Frequency Schedule

™+ Once Only First Print Date | 3041242011
" Daily First Print Time | 4:14 Ph

" Weakly

Al Page

" Monthly l_ l_
_ -

" Ewery
days

Selected Printer

| erowee |
ke | Cancel ‘

8. Click the OK button — the Report — Save As screen will display

9. Enter the File name (for example: Borrower Financial Deletions 2012) and browse to the
destination location. If you are later going to transfer to excel, use a Txt File type

Report - Save As
Save in: ||.ﬂI Firn Awdit 2012 j i £5 ER-

File: name: (Fiy Deletions [ 201 01
Save as bype: |Te:-ct D ocument j Cancel

10.Click the Save button. If you want to keep the same File name and you receive a message

about overwriting the file, choose Yes if the first file is not required
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Schedule Report

Start the Scheduler

1. From the Reports menu, select Application > RepStartSchedule

#77 Borrower Reports - STAFF at Chelsea Library  (Live DB v5.2) [ @ |3

Main | Application

ReportLogOff Ctrl+L

RepAddNew BT Manage Email Attachments |
RepPrintProgress
I RepStartSchedule Report Template -
Tuna IR

2. The Report Scheduler screen will then display

3. Select your printing options: Ensure Save to File is ticked (you can tick all three if you intend
on printing up multiple reports using multiple formats during a session)

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

Report Scheduler @

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

[~ Printing [~ E-mail

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

" Yes “ Mo

OK I 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

#7 Borrower Reports - STAFF at Chelsea Library  (Live DB v5.2) =] @ |23

Main | Application

ReportLogOff Ctrl+L

RepAddMew Br Manage Email Attachments |
RepPrintProgress
Iw" RepStartSchedule | R_:_EPDI'I | Template |:|

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.
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Check Print Progress

10. You can check the progress of your reports at any time by going into Main > Reports >
RepPrintProgress — the Print Progress screen will display

11. If your library uses the scheduler for a lot of reports, you can select a frequency type from
the Filter drop-down menu at the top:

o] & =]
Filter | [ -
All -
Dnce L
. R Daily 3
- eq By Weekly
Monthly -

12. You can also click through the three tab options at the top to see the ones that are Waiting,
Running, or have already been Printed

77 Print Progress - STAFF at Chelsea Library  (Live DB v5.2) = = =
Main  Application
F3 Save F4 Delete F5 Query F& Print
| € Waiing © Running @ Priniod Filter [ Al -]
Description Date To Date Frequency | Req By File =
Print Printed il
Borrower Financials 28/06/2011 2810672011 Once STAFF | C:\Users\prenticj\Documel
(Purge) 5:51 PM 6:06 PM

13. Your report will show up in “Printed” when it is complete

14. The Financials will now be purged. Ensure the Reference No is removed from the F10 More
button in Field 1 Column 1 so it is clear for the next run
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APPENDIX 1: TEMPLATES

Templates

The following report templates can be used in the Reports module to delete Borrower Financials if

Update Entity is set to Y, the Reports are set as a Report Type of Borrower (Purge) Financial and the
report is run via the report Scheduler. The F7 Where statement is used to determine which records
will be deleted (though the date element is taken from the More button not the Where statement).

e &XBOFINP.QRP - Delimited with a semi colon to allow sending to a File in Text Format and
then saved in Excel for Audits and Reports. Can list (or delete paid). Borrower Financial
Transactions records — lists the borrower/s and line-by-line details of their transactions.

Designed to be sent to a File

e &BORFINP.QRP — Borrower Financial Transactions (Purge): can list (or delete paid) Borrower
Financial Transactions records — lists details of the individual transactions (can be used to
mark and delete double-entry transactions)

These reports can be either printed or sent to file for record purposes.
Load the Template (if required)

7. Launch the Amlib client
8. Go to Main > Reports > RepAddNew — the Report Files screen will display
9. Select Report Entity = RepBorrower

10. Click the F1 New button — the Borrower — New Report File screen will display:

Borrower - Modify Report File...

Fupase [0 s overy

Description | Barrower Financial Purge to Excel

Template | 2XBOFINP.ORP Browse

Choose Type |Eh:|rr|:|wer (purge) Financial j

Message ( may be split in 2 % B0 or 3 x 4070

Default Stats Code I_ I_

| Update Entity (/M) [y
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11. Enter the following details:
a. Description — for example: Borrower Financial Purge to Excel

b. Template = &xborfinp.qrp (or alternatively &BORFIN.QRP, &BORFINO.QRP,
&BORFINP.QRP or &BFINSU.QRP)

c. Choose Type = Borrower (purge) Financial

d.

Update Entity (Y/N) =Y

12. Click the F3 Update button when complete

13. Select F3 Save on the Report Files Window for the Borrower Entity

14. The template is loaded and can now be used in a report

Note: You should locate these templates via Template name rather than Description, as these

are multi-function templates and the Description may refer to the alternate functionality.

Example: &xbofinp.grp — after being accessed and formatted in Excel

CL125B5487382D0 AMANDA, Thaya 53229 3111100041401%] OVERDUE $5.50 50.00 23/08/2005 Auto Charge for Overdue Iten
CL125B5487382D0 AMNANDA, Thaya 53229 3111100041401%] RETURN $0.00 $5.50 25/08/2005 ** Was subsequently returne
CL125B5487382D0 AMNAMDA, Thaya 53229 31111002486379] OVERDUE $5.50 S0.00 23/08/2005 Auto Charge for Overdue Item
CL125B5487382D ANANDA, Thaya 53229 31111002486379] RETURN $0.00 $5.50 25/08/2005 **Was subsequently returne
CL125B5487382D0 AMNAMDA, Thaya 53229 31111006173932| OVERDUE $5.50 $0.00 23/08/2005 Auto Charge for Overdue Iten
CL125B5487382D ANANDA, Thaya 53229 31111006173932] RETURN $0.00 $5.50 25/08/2005 ** Was subsequently returne
CL125B5487382D AMAMDA, Thaya 53229| 31111014326883| OVERDUE $8.80 $0.00 23/08/2005 Auto Charge for Overdue Iten
CL125B5487382D0 AMNANDA, Thaya 53229 31111014326883] RETURN 50.00 $8.80 25/08/2005 ** Was subsequently returne
CL125B54873820 AMANDA, Thaya 53229 31111016704247| OVERDUE $8.80 $0.00 23/08/2005 Auto Charge for Overdue Iten

Example of Listing: (XBORFINP.QRP)
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&harfinp.grp Borrower Financial Purge - Purge of Financials - 220242011
6 years
Purge listing
Bar Code Name
22580057416 PRINCE, Daisy P
J25B02456229 OWERDUE
FINAL QRP Was subsequently returned ™ Aut 121.51 121.51
22580057416 PRINCE, Daisy P
325802452087 LATEFIME
Returned ltern was overdue 200 2.00
22580057416 PRIMCE, Daisy P
325802058942 OWERDUE
FINAL QRP Was subsequently returned ™ Aut 71.32 71.32
22580057416 PRINCE, Daisy P
25802573056 LATEFINE
Returmed Item was overdue 2.00 2.00
22580057416 PRINCE, Daisy P
325802008018 LATEFINE
Returned ltem was overdue 2.00 2.00
22580057416 PRIMCE, Daisy P
3. Your report will show up in “Printed” when it is complete
Example of Summary: (&BFINSU.QRP)
&bfinsu.qm Purge of Financials - 6 years 22/02/2011

Type: ILL
No of financial records deleted: 4

Type: DAMAGED
No of financial records deleted: 21

Total paid:  $331.98

Type: FN FEAST
No of financial records deleted: 64

Total paid:  $107.00

Total paid:  $47.30

Type: LATEFINE
No of financial records deleted: 12466

Total owed: $331.98

Total owed: $107.00

Total owed: $47.30

Type: LOST

Type: OVERDUE

No of financial records deleted:

No of financial records deleted:

Total paid:  $18,308.00 Total owed:  $18.308.0
0

Total paid: Total owed: $809.42

Total paid: Total owed:  $24,363.8
2
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APPENDIX 2: TRANSITION FROM SINGLE LINE ACCOUNTING TO DOUBLE LINE
ACCOUNTING

Set-Up Double-Entry Accounting

Double-entry accounting ensures that the debit transaction is recorded on a separate line to that of
the credit transaction and no deletion or editing is allowed. This method is more accountable than
single-line accounting as it creates a set-up where the sum of transactions should balance out. It
MUST be ENABLED for use with the Amlib Debt Collection module. See full instructions on the
Website

e Please Note: Changes from single-entry accounting to double-entry accounting in Amlib
should not be entered into lightly. Contact Amlib Support to fully discuss any implications
with your current configuration.

WARNING: Once double-entry has been ENABLED, it cannot be disabled. Once ENABLED, it is
mandatory that the Financial Upgrade application be run IMMEDIATELY to ensure that the Amlib SQL
databases are re-indexed and double-entry payment links created. This can be a time-consuming
process (as you may be required to reconcile irreqular transactions). Please plan accordingly.

The Amlib Debt Collection module requires that Amlib be set up for double-entry accounting:

Launch the Amlib client
Go to Main > Supervisor > Installation — the Installation table will display

Select the System tab

P DR

Scroll down and set Use double entry accounting (Y/N) =Y

Please Note: This field has been renamed from Disallow financial changes once values
entered and saved)
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5. Then click the F3 Save button to update the table

6. The following message will appear: Once double entry has been enabled, it cannot be
disabled. Are you sure you wish to proceed?
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?J/‘ Cnce double entry has been enabled, it cannat be disabled, &re vou sure you wish ko proceed?

7. Click the Yes button

8. Exit and restart the Amlib client for changes to take effect

IMPORTANT!

Once Double-Entry accounting has been ENABLED it is essential that the following task be
performed IMMEDIATELY (this can be a time-consuming process, so plan accordingly):

e Run the Financial Upgrade application to re-index the Finance module of the Amlib client
and reconfigure existing Financial transactions to use double-entry methodologies. If
required, information can be requested on how to process the Financial Upgrade

On completing the Financial Upgrade, you may be asked to run the Check Payments application to
reconcile any irregular financial transactions.
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