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CIRCULATION TRAINING- ADVANCED CIRCULATION

Overview

This course is designed for those sites that have been using Amlib Circulation for some time but
would like to know more about using the Circulation and related Applications.

Circulation includes Issues and renewals, Reservation, Returns, Chute Returns, Transfers but also
includes Stockitems e.g. Master/Sub, Memos and Borrower e.g. Memos, Borrower Financials.
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SETTING DEFAULTS FOR CIRCULATION

Amlib can be set to observe loan rules based on either Borrower Types and Form Code (most
common) or Borrower Types and Stats Code. This is set in Main > Supervisor > Installation —
Circulation tab setting: Loan by STATS (Y) or FORM (N). It is not recommended that libraries switch
between these without discussing the issue with Amlib Support, as this will have major impacts on
your library’s statistics.

(S8 Installation - STAFF at Chelsea Library ==
Main  LibraryMenu  Installation

All | Borrower I Catalogue | | Circulation | Stockitem | System | Other |
DEFAULT
Description Walue -
Issues Report o use when printing all loans |&citiss.amp
Issues Reportto use when printing all loans & resenes | &ci1000.qrp
Issues Report to use when printing all new loans |&citnew.arp
Kegpacache ofhe lastwss circulation stabisies oo
Keep a reservation for a madmum number of #8##% days |10
Keep the last #5% history records | 100
Loan limits by Library Group (Y) or by Lacation (N) IN
Mema borrower when a resenved item is returnad (Y} ¥
Mema library on resenvation: (Y) - All, (F) - Foreign, (M) - Dont memo | ¥
Order of columns o display within Reservation |
Qverdue items can be renewed without needing cverride permission (YiN) |
|Show subsidiary flems when retuming a masteritem(M) I
Show the ‘Barrower has read " message up until S8 days | 9939
Nou |

Altering Loan Parameters

1. Launch the Amlib client

2. Go to Main > Borrowers > Borrower Types — the Borrower Types screen will display:

'] Borrower Types - STAFF at Chelsea Library o] ® &=
Main  Application
FiNew | F2insert | F3Save | F4 Delete F5Query | F6Print | F7 Loan 8 Validtn
Type  Description Keep Include Max Max Return By Age Age Exp Exp A
House In Items No. Of Date >= | <= Days Date (cf |

Bound Stats On Reserves
Borr  (Y/N) Loan

History

(Y/N)

J Junior Students

3. Highlight the Borrower Type you would like to edit and click the F7 Loan button —the Loan
Parameters and Borrower Types screen (for that Borrower Type) will display

4. Edit the columns as necessary to control the loan parameters and click the F3 Save button
when complete

Last Updated: 1 October 2013 Page 5



Circulation Training Manual - Advanced Circulation

Loan Parameters and Borrower Types

=

F3 Save F& Same

‘ F5 Query || F6 Print |

] \Junior Students

(D)aily Loans

{Hyourly Loans Charges Fines

Codi Description | (Hyourly | Can |Loan| Loan | Grace| Can | Qly | Can | Rsve -
(Owernigh Loan | Qty | Days |Period Renew Renew Rsve | Qty
(Daily | (YM) Days | (Y/M) (YN
(Tyerm
(S)emeter
(Yyear
AC Audio Cassette D ¥ 2 28 i Y 15 Y 20
EK Books D ¥ 4 28 i Y 15 Y 20
EIR BookRoom D Y 50 14 5 Y 15 Y 20
CD Music Compac D Y 2 28 i L 15 L 4
CI Community Inf D Y 2 7 0 M 15 M 0
CR CD ROMs D M 0 0 0 M 15 M 0
EO. Equipment H ¥ 1 0 M 15 Y 5
I (.} I Armsl distsms mn W “ “ n v qE v an

The above example uses the combination for Borrower Type and Form Code (the other option is by

Borrower Type and Stats Code):

CODE DEFINITION
Code The item Form/Stats Codes in the system (from Main > Stockltems >
StockitemForms or Main > Stockltems > StockitemStatsCodes)
Description Item Form/Stats Code Description

(H)ourly, (O)vernight, etc

Loan period type

Can Loan (Y/N)

Whether or not the patrons with this Borrower Type can loan items
with that Form/Stats Code

Loan Qty The number of items with that Form/Stats Code that a patron with this
Borrower Type is allowed to borrow
Loan Days If the loan term is Daily, how many days can items with that

Form/Stats Code be loaned by patrons with this Borrower Type

Grace Period Days

(Fines) How many days overdue can an item be overdue before
applying fines

Can Renew (Y/N)

Whether or not patrons with that Borrower Type can renew items
with that Form/Stats Code

Qty Renew

The number of times that patrons with that Borrower Type can renew
a particular item with that Form/Stats Code

Can Rsve (Y/N)

Whether or not patrons with that Borrower Type can reserve items
with that Form/Stats Code

Rsve Qty

The number of items with that Form/Stats Code that patrons with that

Borrower Type can have on reserve at one time
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Setting Overall Loan, Reservation and Date Due Limits by Borrower Type

It is possible to set overall limits per Borrower Type on the total number of items (regardless of
Form/Stats Code) that a patron may loan, the total number of reservations (regardless of Form/Stats
Code) a patron my have at once and the date by which all items must be returned with that
Borrower Type — for example: Year 12 students who may be finishing earlier than other Year levels.

These settings will over-ride/limit the Loan Parameters settings created above.

1. Launch the Amlib client

2. Go to Main > Borrowers > Borrower Types — the Borrower Types screen will display:

‘5] Borrower Types - STAFF at Chelsea Library ol ® =
Main  Application
FiNew | F2Insert | F3 Save | F4 Delete F5Query | F6 Print F7 Loan F8 Validtn

Type  Description Keep Include Max Max ReturnBy Age Age Exp Exp
House In Items No. Of Date >= | <= Days Date G
Bound Stats On Reserves
Borr  (Y/N) Loan
History
L (Y/N)
12  Year 12 b Y 10 5 12/10/2011 |

3. Locate the Borrower Type you would like to place the overall limit on and alter the columns
as necessary — for example: Year 12 — Return By Date = 12/10/2011

4. Click the F3 Save when complete

5. Log off the Borrower and Circulation modules for these settings to take effect

Term, Year and Semester Loan Types

It is also possible to set the loan periods (for items with a particular Form/Stats Code) by term,

semester or year loan periods. This requires dates to be set in Supervisor module for the system to
use as due dates (see below) and for the loan term column to be set with a Yearly (Y), Semester (S) or
Term (T) code.
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Loan Parameters and Borrower Types @
(D)aily Loans (H)ourly Loans Charges Fines
Cody Description | (Hjourly | Can |Loan| Loan |Grace| Can | Qfy | Can | Rsve -
(Owernigh Loan | Qty | Days | Period Renew Renew Rsve | Qty |
(Dhaily | (YIN) Days | (Y/N) (YMN)
(T)erm
(Slemeter
(Y)ear
AC Audio Cassette D Y 23 6 ¥ 15 Y 20
‘BK Books D Y 4 28 G ¥ 15 Y 20
{CD Music Compdc D Y 2 28 G Y 15 Y 4
CI Community 11k = Y 2 7 0 N 15 N 0
CR CD ROMs D N 0 0 0 N 15 N 0
EO Equipment H Y 1 0 0 M 15 Y L
LH iLocal History D Y 1 1 0 Y 15 Y 20
NF' Mewspapers D I 8 28 0 Y 15 ¥ 20
PA {Pamphlets D Y 8 23 0 ¥ 15 Y 20 il

In the above example, the loan term column has been set to Y for Year — any item with this Borrower

Type and Form/Stats Code combination will be limited to the All Year loans are due back on the

following date: setting in the Supervisor screen:
6. Launch the Amlib client

7. Go to Main > Supervisor > Installation

8. Click on the Circulation tab — the Installation (DEFAULT) screen will display:

All items must be returned by the following date

All Semester loans are due back on the following date
All Term loans are due back on the following date

All Year loans are due back on the following date

%3 Installation - STAFF at Chelsea Library fal®
Main  LibraryMenu  Installation
F3 Save I | F5 Query
Al I Borrower I C I |g St System Other I
DEFAULT
Description Value -

19/12/2011
12/1212011
12/12/2011
121122011

9. Locate the following settings and change the due date to be used for any item set up with a

Yearly (Y), Semester (S) or Term (T) code in the Loan Parameters and Borrower Types screen:

e All items must be returned by the following date: this is mandatory setting but may be set to
a date very far in the future — for example 01/01/2080 if you do not have a date that you

require ALL items to be returned by

o All Semester loans are due back on the following date: end of semester date — for example:

19/07/2011

e All Term loans are due back on the following date: end of term date — for example:

05/04/2011

e All Year loans are due back on the following date: end of year date — for example:

12/12/2011
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3 Installation - STAFF at Chelsea Library o ® (s
Main  LibraryMenu  Installation
All I Borrower I Catalogue I Circulation Stockitem System Other I
DEFAULT
Description Value -
All Rems must be retumed Dy the following date: 191272011
All Semester loans are due back on the following date. 12072011
All Term loans are due dack on the following date 05/04/2011
All Year loans are cue back on the following date 121272011

10. Click the F3 Save button when complete

11. Exit and restart the Amlib client for the settings to take effect
Check the Locations

End of term/ semester/ year dates can also be set by individual location, so it is very important to
also check your circulation locations to see if dates need to be updated. For some libraries this may
just be the LIB location and for others it may be for each branch:

1. Launch the Amlib client

2. Go to Main > Supervisor > Installation - the Installation (DEFAULT) screen will display

3. From the menu, select Installation > Choose Location

g Instalation - STAFF at Chelsea Library o] ®

Main  Librarghlenu | Installation

Choose Location qu“,‘, |

Al | _ﬂ'" (“"_"____,| Circulation Stockitem System Other I
DEFAULT

4. The Installation prompt will display

5. Highlight an individual location — for example: Hastings Library — and click the OK button

" =

Installation E3
Code Details Group o
DEFAULT : DEFAULT
BELMONT Belmont Library LIBRARY
ECHELSEA Chelsea Library LIBRARY

: HASTINGS Hastings Library LIBRARY

HOME Home Library Service | LIBRARY

MOBILE | Mobile Library MOBILE
PROCESS: Library Processing LIBRARY
STACK Stack LIBRARY
'WEB Wweb LIBRARY

4 3

0Ok ‘ Cancel |
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7. Click on the Circulation tab — the Installation screen for that location will display

8. Enter the due dates as necessary for that location:

S Installation - STAFF at Chelsea Library
Main  LibraryMenu  Installation

&=

F3 Save l F5 Query

Allow hourty loans 10 be issued ovemight (Y/N)

9. Click the F3 Save button when complete

10. Exit and restart the Amlib client for the settings to take effect

Please Note: It is not a requirement to have circulation dates set against individual locations,

All | Borrower | Catalogue | I Circulation Stockitem System Other |
Hastings Library
Description Vaiue -
All tems must be returned by the following date 2011172011
All Semester loans are due back on the following date 1211212011
All Term loans are due back on the following date 12/12/2011
All Year loans are due back on the following date 2011272011

however if dates do exist in the locations they WILL override what is set in the DEFAULT screen and

then need to be updated. If your library does NOT require different dates for different locations, it is

recommended that all dates on the locations screens for these setting be removed, leaving only

dates in the DEFAULT screen, as this prevents problems with forgetting to update a location and

running into circulation blocks .

Supervisor

Circulation parameters can be set in Supervisor, Installation, Circulation.

%4 Installation - STAFF at AmlibMet Library

Main  LibraryMenu  Installation

F3 Save ‘ F5 Guery

Al | Borrower | Catal | Cir i St

kit System |

DEFAULT

Cescription
fi ight hourly
All iterms must be returned hy the following date:

0122010

Yalue

All Semester loans are due hack on the following date:

041062006

All Term loans are due back an the following date:

01/04/2006

All Year loans are due back on the following date:

Allow hourly loans to be issued avernight (Y/N)

Are there diferent closed days depending upon the location (Yir

Are there different loan parameters for each location (VNIG)

Automatically answer Y 1o Fines on Chute Returns

Autarmatically answer ¥ to Fines on Mormal Returns

Calculate all fines fram the grace () or overdue {M) date

Check {B)orrower or {[jterm for fines and charges

Days of weekwhere ALL locations are closed (0=5Sun, ..., B=Saf)

Display a confirmation message of Credit (Yik)

Display Chute Returns on the Main Menu instead of Returns

iR TR TR
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FIELD

EXPLANATION

EXAMPLE

Adjust the Date
due by ###
minutes for
overnight hourly
loans

When an hourly loan is forced into an overnight loan because
of the closing time, the loan becomes due back nn
minutes/hours after next opening.

20

All items must
be returned by
the following
date

Set a Final Return Date for all Loans. This will override any
other Loan parameter. No Loans are allowed past this date.
Useful for educational institutions

06/12/12 A Warning message
will display when opening the
Issue screen if the date has
been exceeded

All Semester
loans are due
back on the
following date

Set a date for Semester Loans. Useful for educational
institutions

01/07/12 (this date will need
to be altered each semester if
used)

All Term loans
are due back on
the following
date

Set a date for Term Loans. Useful for educational institutions

01/04/12 (this date will need
to be altered each term if
used)

All Year loans
are due back on

Set a date for Year Loans. Useful for educational institutions

06/12/2012 (this date will
need to be altered each year if

the following used)
date

Allow Hourly If set to Y will make any hourly loan calculated as being due Y
loans to be back after the closing time for the library, actually due back

issued overnight | the next day

(Y,N)

Are there Y: A Location Menu item will be an option in the Calendar N
different closed menu

dates depending

on Location (Y,N) | N: No Location Menu item will exist in the Calendar menu

Are there Y: A Location option [F7] button can be set in Borrower, Y
different Loan Application, BorTypes, Loans

parameters for

each Location N No Location option [F7] button in Borrower, Application,

(Y,N) BorTypes, Loans will be available

Automatically If setto Y, a borrower a charge is automatically calculated Y
answer Y to according to the table in Borrower Types on either Chute

Fines on Chute Returns, Normal Returns or both types of returns

Returns

Automatically Y

answer Y to
Fines on Normal
Returns
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Calculate all Fines may be calculated from the day the item was overdue Y
fines from the or an allowance may be made for the grace period. Entera Y
grace (Y) or to make the grace period a fine free period

overdue (N) date

Check If an automatic charge has been raised via a circulation report | B

(B)orrower or
()tem for fines
and charges

for an item, you have the option to cancel the charge. On
return, you may check only charges so created for the
Returning Borrower (set to B), or for any borrower (set to 1)

Days of week
where ALL
locations are

Enter the days of the week where closed dates are to be set
within the Calendar and where no Issues will be due for
Return. This applies where the closed dates are to be for ALL

036(e.g. for Sunday,
Wednesday and Saturday)

closed (0 = locations 0 (Sun), 1 (Mon), 2 (Tues), 3

Sun,....,6=Sat) (Weds), 4 (Thurs), 5 (Fri), 6
(Sat)

Display a When the item is returned as described above you may geta | Y

confirmation
message of
Credit (Y/N)

confirmation message. To hide the message but still apply the
credit, enter a Y in this parameter.

Display Chute
Returns on the
Main Menu
instead of
Returns

When the Returns icon is selected, the Chute Returns
Window will display if the parameter is setto Y

Icon has 2 arrows - Chute
Returns

Icon has one arrow - Returns

Fines for an item | Set as Yes, the fines cannot exceed the cost of the item. Setas | N
cannot exceed No, the fines can exceed the cost of the item

the cost of the

item

Give a Message If set to Y, the Operator is alerted that an Interlibrary loan has | N
when an been wanded at returns

Interlibrary loan

is Returned

Hide the If set to Y, the Operator will not get a message about Foreign Y
Message ITEM returns

BELONGS AT

LOCATION XX in

Returns

If a borrower If set to Y, a Collect box displays where you are able to enter N

owes money go
straight to
collect on Issue
window

If a borrower
owes money go
straight to
collect on
Returns window

an amount paid and Receipt number automatically if the
borrower owes money on Issues or Returns.
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If settoY allows | If settoY, the Return Date in Issues can exceed the date set Y
Issue return date | in the Stockitem ILLs section at the base of the Stockitem
>than the screen
specified ILL
Return Date [ILLLib: PSALB ILLRen: Y ILL Due: 24/03/2002 |
If settoY allows | If settoY, the Renewal Date in Issues can exceed the date set | N
renewals to be in the Stockitem ILLs section at the base of the Stockitem
due after the ILL | screen
Return Date
[ILLLib: P3ALB  ILL Ren: Y ILL Due: 24/03/2002 |
Increase the When the due date falls only a holiday then you may extend nn
date due by ### | the date due by the number of days in this field.
days if due back
on a holiday
Issues Reportto | Enables a specific Report Template to be selected when &ciliss.qrp
use when printing loans from the Issues/Print/Print Issues Only Menu
printing all loans | [F9]
Issues Reportto | Enables a specific Report Template to be selected when &ci1000.qrp
use when printing loans from the Issues/Print/Print Statement Menu
printing all loans | [F10]
& reserves
Issues Reportto | Enables a specific Report Template to be selected when &cilnew.qrp
use when printing loans from the Issues/Print/Print New Issues Only
printing all new Menu [F8]
loans
Keep a cache of | Toimprove performance in busy circulation libraries Amlib 20
the last can store circulation statistics in a cache on each PC
circulation
statistics
Keep a When a reservation is ready for collection it is given an expiry | 14
reservation for a | date of this value plus the current date. A report can be run
maximum H## that identifies reservations past the expired date.
days
Keep the last Borrower and Item history records are kept until purged by 100
### history the user. When they are purged at least ### records will be
records kept despite any user report parameters.
Loan by STATS Loan parameters by default are based on Borrower type and N

(Y) or FORM (N)

Form (N). As an alternative, Borrower type and litem
Statistics (Y)

Loan limits by
Library Group (Y)
or by Location

For libraries that use Groups

N (Most sites would use
Location)
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(N)

Memo borrower | A setting of Y will cause a memo to be created to the next Y
when areserved | Borrower in the Reservation queue

item is returned

(Y/N)

Memo library on | Usually set to F: Memo type RESGET sent to the Borrower F

reservations (Y)-
All, (F) Foreign,
(N) Don’t memo

with the Borrower ID on the Locations Window if the
Reservation is applied to an item on the Shelf at another
Branch

Order of
columns to
display within
reservation

Users may change the order in which columns are displayed
in the potential reservations window. Entering a comma-
separated list in this field does this. See the Table below for
the field names.

COLSTK_LINE1,COLSTK_FORM,
COLSTK_STATS_CODE [Note -
it is possible to enter just
some of the fields for your
customised order, and the
system will fill the rest with
the default]

Show the
‘Borrower read
... message up
until ### days

If Borrower Keep History is set to Y, can limit the number of
days for which the message “ Borrower has read this..”
message will display

365

Reservation Fields for Table Sequence

The following fields can be used to create the list:

Title in Column Name Title in Table Column Name

Table

Title COLSSTK_TITLE Volume COLSSTK_VOLUME

Call No COLSSTK_LINE6 Temp Location COLSSTK_LOC_TEMP

Form COLSSTK_FORM Floor Location COLSSTK_LOC_FLOOR

StatsCode COLSTK_STATS_CODE Iltem No (barcode) COLSSTK_ITEM_NO

On Loan? COLSSTK_IS_ON_LOAN Memo Count COLSSTK_MEMO_CO
UNT

On Order? COLSSTK_IS_ON_ORDER For Loan COLSSTK_FOR_LOAN

Reserved? COLSSTK_IS_RESERVED Alert Operator COLSSTK_OPER_ALER
T

Due Date COLSSTK_DUE Process COLSSTK_PROCESS

Perm COLSSTK_LOC_PERM Edition COLSSTK_EDITION

Location
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CALENDAR

There are two sets of dates that require adjusting at the start of the year/semester/term: the
Supervisor Installation settings and the Borrower Type settings.

Borrower Settings

1. Launch the Amlib client

2. Go to Main > Borrowers > BrorrowerTypes — the Borrower Types screen will display:

5] Borrower Types - STAFF at Chelsea Library o s

Main Application

“Fivow | r2imsert | 12 soe | ettt [ rsuey | ropeme | 7 om ||

Type Description

Note:
The 'From’ and "To’ ages include years & months.
ie. 5 to 14 means 5 years 0 months to under 15 years .

[ o [

For each borrower type it is possible to enter a Return By Date that overrides the Supervisor Date
settings and allows for return dates to be set earlier (if the Return By Date is set after the Supervisor
Date settings, then these Supervisor Dates will be the cut off point for returns).

3. Enter a date in DD/MM/YYYY format in the Return By Date field of a selected borrower Type
— for example: 15/11/2011

4. Repeat for any borrower Type where the Return By Date is required to be different
5. Click the F3 Save button when complete

6. Exit the Borrower module (Ctrl-L) for these settings to take effect
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Days Closed

If the Libraries at all campuses are closed on common days (for example: weekends) it is possible to

set these days closed in the Supervisor module:

1. Launch the Amlib client

2. Go to Main > Supervisor > Installation — the Installation (DEFAULT) screen will display

3. Select the Circulation tab

Check (B)arrower or (|jtem for fines and charges

53 Installation - STAFF at Chelsea Library o] @ |3
Main  LibraryMenu  Installation
F3 Save F5 Query
All | Borrower | Ca!alogue| Circulation Other ‘
DEFAULT
Description Value -

Claims returned process code

Debt Collection Borrower Status

]
9]

Default Booking Incremenet

Display a confirmation message of Credit (Y/M)

Display Chute Returns on the Main Menu instead of Returns

Display the borrower's image in Circulation screens (Y/N)

Fines for an item cannot exceed the price of the item

Give a Message when an Interlibrary Loan is Returned

Hide the Message ITEM BELOMGS AT LOCATION XX in Returns

If a borrower owes money go straight to collect on Issue window

If a Borrower owes money go straight to collect on Returns window

If setto ¥ allows an Issue return date = than the specified ILL Return date

If Setto Y allows renewals to be due after the ILL Return date

222222 ZS

MM

Adjust the following settings:

e Days of the week when ALL Locations are closed (Sun=0, ...., Sat=6) — type in 06 if

closed Saturday and Sunday

Click the F3 Save button when complete

Exit and restart the Amlib client for the new settings to take effect
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Holidays
It is possible to mark days (holidays) to be ‘closed’ in the calendar (for example: Easter).

When an item is issued, the program will ensure that it the item is not due for return on closed dates.
Reservations will not be due for collection on closed dates. Dates may be entered as far in advance

as desired.
To mark a date as a closed:

1. Launch the Amlib client
2. Go to Main > Supervisor > Calendar — the Calendar screen will display

3. Usethe F7, F8, F9 and F10 buttons to navigate to a month where you want to set a closed
date:

S Calendar - STAFF at Chelsea Library =] @ |mE

Main  LibraryMenu  Calendar

F25et | F3Update | F4Delete | | F5Query | Fr<< | Fa< | Fa> | Fr0> |

Chelsea Library

November 2011
Sun Mon Tue Wed Thu  Fri Sat

1 2 3 4 5 Date Description

6 [ 8 9 10 1" 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

4. Select a date with your mouse — for example: 1 November 2011

5. Click the F2 Set button — the Holiday prompt will display:

Haliday =23

Holiday

|Me|b0urne Cup

0K | Cancel |

e Type in a suitable description in the dialogue box — for example Melbourne Cup or

Term Break

e C(Click the OK button

6. The date will be marked in red (indicating it is closed) — the Date and Description will appear

in the table to the right of the calendar:
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3 Calendar - STAFF at Chelsea Library o] @ |3

Main  LibraryMenu  Calendar

F2 Set | F3Update| F4De|ete| F5Query| F7<c| F8 < | Fo > | F10>:-|

Chelsea Library

November 2011
Sun Mon Tue Wed Thu Fri Sat

( 1 \ 3 4 5 Date Description

— 1 Nov 2011 | Melbourne Cu
6 ?\. 8 A 10 " 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

7. Once the dates have been set, click the F3 Update button

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

Please Note: Where a Return By date falls on a closed date, the system allocates the next non-closed
date past that date.

e Arrow Keys [F7], [F8], [F9], [F10]

To scroll through the calendar you may use the F7 through F10 keys:

F7 << Scrolls to the beginning of the year. Clicking again,
scrolls back to one year past

F8 < Scrolls to the previous month for the year as
displayed

F9 > Scrolls to the next month for the year as displayed

F10 >> Scrolls to the end of the year. Clicking again scrolls

one year in advance

Remove a Closed Date

1. Toremove a closed date, highlight the date
2. Click the F4 Delete button — this will mark [x]the Closed date for deletion
3. Click the F3 Update button when complete

4. Exit and restart the Amlib client for the new settings to take effect

Copy a Closed Date to Other Locations
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Closed dates in Calendar can be copied to other Locations.

1. From the menu, select Calendar > Copy To All —a prompt will display asking: This will make
every location have exactly the same holiday settings as ‘XXX’. Continue?

Duplicate 3

f ) This will make every location have exactly the same holiday settings as

‘&Y 'CHELSEA". Continue?

2. Click the Yes button — this will copy the closed settings to ALL locations

3. Once complete, a prompt will display with the following message: Calendar successfully
reproduced.

Calendar @

[0] Calendar successfully reproduced

4. Click the OK button

5. Exit and restart the Amlib client for the new settings to take effect

Different Closed Dates for Each Location

If different closed dates are required for different Locations.

1. From the menu, select Calendar > Choose Location — a Location prompt will display
2. Select the Location and click the OK button

3. The set the closed dates for this Location

4. Click the F3 Update button when complete

5. Exit and restart the Amlib client for the new settings to take effect
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SOUNDS WITHIN AMLIB

Certain events within the Circulation module of Amlib will play .wav format sounds. These sounds
are defined in the Sound Table of the Supervisor module.

%@ Sounds - STAFF at Chelsea Library g
Main  LibraryMenu
Fillew | F2insert | F3Save | Fabetete ||| F5ouery | FePrint | F1Test
Activated System Event Path ie File Hame System i
YH Clsounds! ie ding.wav Humber
¥ CIRC - ALL FUHCTION KEY CLICK  isounds! &tickone.wav (12
F1
¥ CIRC - ALL FUNCTION KEY CLICK i sounds! Eticktwo.wav 20
F2
¥ CIRC - ALL FUNCTION KEY CLICK  {sounds| Etickthr.wav 19
F3
W CIRC - ALL FUHCTION KEY CLICK i sounds! &tickfou.wav 18
F4
¥ CIRC - ALL FUHCTION KEY CLICK  {sounds| Etickfiv.wav 17
F5
¥ CIRC - ALL FUHCTION KEY CLICK  isounds! Sticksix.wav 16
Fé
¥ CIRC - ALL FUHCTION KEY CLICK  isounds! &ticksev.wav 15
FT
¥ CIRC - ALL FUHCTION KEY CLICK  isounds' Etickeig.wav 14 w
| PN
WARNING

The sounds may be activated or de-activated by editing the Y / N value
in the first column. They should never be deleted.

Installation Parameter for the Sound Path

Sound files should be held in a shared folder that is available to all users — sounds stored on a local
computer will only be available on that particular computer.

1. In Amlib navigate to Main > Supervisor > Installation — the Installation (DEFAULT) screen will
open

2. Select Installation > Choose Location

3. Highlight a circulation location and select OK
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Installation
Code Details Group i
'CARL | Carlton Branch LIBRARY

| CHELSEA Chelsea Library i LIBRARY
:DTL DTL Location LIBRARY
HASTINGE Hastings Library LIBRARY
HOME Home Library Service LIBRARY
ILL Inter Library Loans LIBRARY
MISSING : Missing LIBRARY
MOBILE : Mobile Library MOBILE
%MOBILE1 Mobile Stop 1 [Shops] MOBILE
EMOBILE:Z Mobile Stop 2 [Communit MOBILE
ESTACKBH Baulkham Hills Stack LIBRARY ~

OK ‘ Cancel |

4. Select the Other tab and locate the setting ‘Location’s Sound Directory’

S@ Installation - STAFF at Belmont Library E]

Main  LibraryMenu  Installation

F3 Save F5 Query

Al ‘ Borrower ‘ Catalogue ‘ girculation‘ Stockitem System ‘ Other

Chelsea Library

Description Walue ”~
Location’s Depreciation Account Mo,
Location's Depreciation Allocation
Laocation's EAM for EDI
Lacation's Help Files Ref Directory ChAmlibHelp
Location's Picture Directory amlibimmedialimagesitestdh
Location's SAM for EDI

und Directary g
Location's User Password for ILLS MNet Interface i TREVINFO

5. This is the current full filename path for your .wav files and generally your new sounds
should be saved here and then no changes to the setting are required. As outlined above
this should be a shared drive that all PCs can access, otherwise any new sounds need to be
copied to every PC

6. This Sound Directory full filename path needs to be set for every circulation location if any
changes are ever made to it
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J C:\mlib\Mme dia\SOUNDATestd bAAMSounds

File Edit ‘Wew Faworites Tools Help

OBack > | tr 7 ! Search Folders Ev

address (I3 ChamlibtMmediat SOUNDY Testdbl AMSounds
P Mame
m @ |B]2alERT way
(7] ANERROR way

[ BBUZZL e
7] BCANMON, Wiy
) Make a new folder |—£| BCAT. WAY
[ BCHIMES weay
7 CHORD, WAy

File and Folder Tasks _

‘._;_‘3 Share this folder

Changing a sound

Size
3KB
&6 KB
9KE
18 KB
17 KB
16 KE
10KB

Type

WAVE Audia Fils
WaVE Audio File
WavE Audio File
WaVE Audio File
WavE Audio File
WavE Audio File
WaVE Audio File

Date Modified

BET=

L aGo
-~

17/08{1995 2:20 PM
29/12/1993 &:47 AM
FO[12/1993 G148 AM
27/12/1993 11:00 PM
#9/08/1995 9:55 AM
1/11/1993 2:11 AM

Z9/08/1995 9:47 AM

1. Place your new short .wav files into the Sounds directory folder as above

2. In Amlib navigate to Main > Supervisor > Sound Table

3. To change a sound simply alter the file name of the relevant event to the new sound name

For example — If you have created a .wav file called banned.wav and wish this to be applied every

time a banned borrower has their barcode scanned during issuing, edit File Name in the line:

¥ CIRCASSUES IF BORROWER HAS Xiamlib'sounds
BEEH BAHHED

gotcha.wav

29

CIRC/ISSUES IF BORROWER HAS BEEN BANNED.

Log out of Amlib and back in on all PCs

Turning a sound off

banned.wav i

To deactivate a sound, change the Activated column’s value to a N. Do not delete any lines from this
table as this will permanently disable the sound and could cause conflicts in future upgrades.
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ISSUES

Please Note: Ensure that your default return date settings (see Appendix 6: Setting Default Dates and
Holidays) and your Loan Rules have been properly set prior to commencing circulation operations.

1.

Launch the Amlib client

2. Go to Main > Circulation > Issues — the Issues screen will display:

w Issues - STAFF at Chelsea Library Thursday, 25 August 2011 7.22 PM ] @ [zl
Main Application Borrower [tems Print
F1 Clear F4 Bor ?
[+ Show ltems
| Name Potential Charges
Type Status  Locn
Bal.
Group Class | | |—
| | | Memos l_ Loans
H Form Rsv Title / Author [ Call No Item No Due Back T.Loc P.Loc Ren

3. Wand in the patron barcode (alternatively, you can type in the barcode and hit <Enter>) —

the borrower details will then display (along with any previously issued items):

w0 Issues - STAFF at Chelsea Library Thursday, 25 August 2011 7.25 PM =] @ [zl
Main Application Borrower Items  Print
F1Clear | F3Renew All| F4Bor? | Fsitem? | F6AdStyle | F7BookMark | F&Newlssues | F9lssues | F10 Statement |

¥ Show It
Potential Charges | $0.30 ow ftems

|B99ss Name
A [ok [CHEL SEA | Smith
Type Status  Locn Ms e J B
al. |$0.00
Group Class | | ’_ ’

|ENG |2a [399290818, Level 10, 310 King St, Melbourne, Vic Memos |0 Loans |3

Form Rsv Title / Author [ Call No Item No Due Back T.Loc P.Loc Ren

BK : 0 iDoctor VWho and the auton invasion / Terr: 920387259 16/08/2011 |CHELSEA CHELSEA

BK i 0 ;Harry Potter and the Goblet of Fire / J. | RC 16905 25/08/2011 | CHELSEA CHELSEA

BK i 0 :4.50 from Paddington | Agatha Christie | C 980215342 30/08/2011 : CHELSEA CHELSEA

If the borrower barcode is not known,:

a. Click the F4 Bor ? button to display the Borrower Enquiry screen:
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Borrower Enquiry

Surname ISmith Pin I

Given | Bar Code |

Surname T € 2 2 Address

b. you can then perform a patron search: type in the Borrower details and click the F5
Query button

c. If there are multiple matches, select the borrower and click the F3 Choose button

5. Once a borrower record is displaying, the Item box becomes active: wand in the first item to
be issued — the item details will display with an arrow (_’) preceding it:

Form Rsv Title [ Author / Call No tem No Due Back T.Loc P.Loc Ren
BK { 0 {Doctor Who and the auton invasion / Terri 980387259 16/08/2011 iCHELSEA CHELSEA 2
BK : 0 iHarry Potter and the Goblet of Fire [ J./ RC 16905 25/08/2011 :CHELSEA CHELSEA 0
BK i 0 :4.50 from Paddington / Agatha Christie | C 980215342 30/08/2011 {CHELSEA CHELSEA 2

12011 :CHELSEA

Form Rsv Title [ Author | Call No Item No Due Back T.Loc P.Loc Ren
BK i 0 iDoctor Who and the auton invasion / Terr | 980387259 16/08/2011 {CHELSEA CHELSEA 2
BK i 0 Harry Potter and the Goblet of Fire | J. | RC 16905 25/08/2011 {CHELSEA CHELSEA 0
BK i 0 i4.50 from Paddington / Agatha Christie | C 980215342 30/08/2011 i CHELSEA CHELSEA ?
BK : 0 'Fauels in Nepal : The sequested ~ 0362318 08/09/2011 ;| CHELSEA CHELSEA 0

kingdom | PYE-SMITH, CHARLIE /
915.496 PYE

7. Dragging on the column headings will also widen the view of the Title/Author/Call No field:

/N
Form Rsy Title / Author / Call No [ ) temno Due Back
BK 0 !Doctor Who and the auton invasion / Terr / 0426112054 DICKS, TERRANCE | JP8<#80387250 16/08/2011 _CH
BK 0 :Harry Potter and the Goblet of Fire / J. | ROWLING, J.K. | F ROW/ 16905 25/08/2011 Ct
BK 0 4,50 from Paddington / Agatha Christie | CHRISTIE, AGATHA, 1890-1976. / PB CHF, 980215342 30/08/2011 _Ct

Tre Nepal : T| Kingdom / PYE-SMITH, CHARLIE i PYE

8. To checkout additional items, simply wand the barcodes of the items to be issued
9. If the item barcode is not known:

a. Click the F5 Item ? button to display the Stock Item Enquiry screen:
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Stock Itern Enquiry @
F1 Clear F3 Choose | F5 Query
Title | DOCTOR WHO
Author
Publisher
Series/|SBN
Subject
Call Number |
Perm
Form Locn ltem Mo
FormRs\ On|On Title Perm |Temp| Due ltem Mo =
Loz Org Locn | Locn | Back
BK | 0 Y iN Doctor Who and the aut§ CHEL! CHELS 16/08/207 980387259
BK i 0 Y !N Doctor Who and the nigh CHEL! CHELE 07/07/ 391590

b. You can then perform an item search: type in the item details and click the F5 Query
button

c. If there are multiple matches, select the item and click the F3 Choose button

10. If the Borrower has an item overdue when attempting to issue a new item:

A prompt with the following message will display: Warning — This Borrower has at
least one Item that is XX days Overdue. Continue with Issue?

a.

Issues

[0] YWarning - This Borrower has at least one Item that is 9 days Overdue. Continue with Issue?

ﬂu‘

b. Click the Yes button to proceed with the issue (otherwise click the No button)

11. The number of items on Loan is shown as a count in the top right corner (the actual loans
display if Show ltems box is checked):

i Issues - STAFF at Chelsea Library Thursday, 25 August 2011 806 PM o] @ [
Main Application Borrower JItems Print
F1Clear | F3RenewAll| FaBor? | F5item? | F6 AdStyle F7 BookMark | FgMNewlssues | Folssues | F10 Statement |
v Show ltems
|89988 Name Potential Charges | $0.30
A Jok |CHELSEA | Smith
Type Status  Locn Ms Fensic J B
al. |$0.00
Group Class | | ,_
|ENG |2a |399290818, Level 10, 310 King St, Melbourne, Vic Memos |0
Form Rsv| Title / Author [ Call No Item No
BK i 0 :Doctor Who and the auton invasion [ Terr / 0426112954 DICKS, TERRANCE / JPB ; 980387259 16/08/2011 | CH
BK : 0 :Harry Potter and the Goblet of Fire / J. | ROWLING, J.K. | F ROW 16905 2510812011 :Ct
BK : 0 :4.50 from Paddington / Agatha Christie /| CHRISTIE, AGATHA, 1890-1976. / PB CHE 980215342 3000812011 :Ch
BK | 0 Travels in Nepal : The sequested kingdom / PYE-SMITH, CHARLIE / 915.496 PYE 980362313 08/09/2011 ;| Ct
= | BK 0 | Doctor Who and the Underworld / Terrance | DICKS, TERRANCE. / J DICK 980388104 08/09/2011 C
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12. Items on loan display in date Due Back order with overdue items appearing at the top (in red)

13. If the borrower displayed in the Issues screen is inactive for a period of time and you attempt
to issue an item:

a. A prompt with the following message will display: Are you sure the Borrower on the
screen is still the proper Borrower — The Barcode has not been changed for a
while?

Stale Issue 2

. ) , Are you sure the Borrower on the screen is still the proper borrower -
' The Barcode has not changed for a while?

b. Click the Yes button to proceed with the issue (otherwise click the No button)

14. Once the transaction is complete, click the F8 Newlssues button to print a receipt of the new
items issued (alternatively, click the F9 Issues button to print a list of all items the borrower
currently has out on loan)

15. To issue items to another borrower, simply wand in the borrower barcode — this will
automatically clear the current borrower details (there is no need to clear the screen first)

Colour

Colour is used to indicate certain loan statuses:

e Red Overdues

¢ Magenta Reserved items

e Black Normal issues (not overdue)
Messages

Messages appear if an operator attempts to:

e Renew orissue a reserved item

e Issue a book to a patron with a status of Banned borrower
e [ssue too many items of a particular form type

e Issue to a borrower who has exceeded their privileges

e |temis not available for loan

e |ssue to a borrower who has overdues or owes money
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Loan Options

OPTION ACTION
Renew Renew an item | Double-click on the Date Due for the item: If the Item is reserved a
message will display (alternatively select the Items > Renew Item
option from the menu).
Renew All Click the F3 Renew All button; alternatively select the Items >
Renew All option from the menu.
Adjust Specific Date 1. Highlight the item and select Items > Alter Selected Due
Loan Date (for example: Date from the menu —the Issue Due Date prompt will
Dues the Borrower display:
is going on
holidays) Issue Date Due @
Current Cue | 08/09/2011
Mew Due | 30/09/2011
oK Cancel |
2. Type in the New Due date in dd/mm/yyyy format and click
the OK button
3. Toalter all the due dates for items on loan to the borrower,
select Items > Alter All Due Dates In Table from the menu
Alter Due Date 1. Highlight the item and click the 1 Day, 3 Day, 1 Wk or 4Wks
(for example: button
tosetalday
or 1 week Adjust
= ID&T|3D'EW| 1Wk|4Wk5| ltem
loan)
2. To add days onto the existing due date, highlight the item
and select the = button (it will become a +) and then click the
1 Day, 3 Day, 1 Wk or 4Wks button
Adjust
IDE]'|3D3?| 1Wk|4Wk5| Item
Return From Issues 1. Highlight the item and select Items > Return Item from the
screen menu — this will take you to the Returns screen
2. Theitem is now returned (it will appear with an X in front of it
3. Press the <Esc> key to close the Returns screen
Item XRef to the Highlight the item and select Items > Item Details from the menu —
Details Iltem this will take you to the Stockitem module with full details of item
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Borrower XRef to the Select Borrower > Borrower Details from the menu — this will take
Details Borrower you to the Borrower module and show full details of the borrower
Check To see Select Borrower > Privileges from the menu: this shows how many
Privileges Borrower items may be borrowed, how often they can be renewed (if at all)
allowances and the due date if a particular form type is issued to the borrower
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RETURNS

Issues
Returns are available from the issue screen.

1. Highlight the item and select Items > Return Item from the menu — this will take you to the

Returns screen:

3 Returns - STAFF at Chelsea Library Thursday, 25 August 2011 9.06 PM [=] @ |23
Main  Application Borrower [Item  Print
F1 Clear F3 Renew F5 Item ? F11 ResSlip
| B9988 Mame .. ..
| A |ok |cHELSEA | Smith ltems on Loan | 4
Type  Status Locn
Group Class |M5 S |T Memos I_
|ENG |2a | 399290818, Level 10, 310 King St. Melbourne. Vic Balance |$0.00
Form| Rsv Title / Author tem No Due Back |Renewed T.Locn
BK ¢ 0 iDoctor Who and the auton invasion / Terrance Dické 980387259 16/08/2011:2 CHELSEA
Bk i 0 iHarry Potter and the Goblet of Fire / J.K. Rowling / R 16905 25/08/2011:0 CHELSEA
BK : 0 :4.50from Paddington / Agatha Christie / CHRISTIE: 980215342 30/08/2011:2 CHELSEA
BK i 0 :Sunken Road/Garry Disher/DISHER, GARRY, 19: 930400898 08/09/2011:0 CHELSEA
) Travels in Mepal : The sequested ] 0 :

2. Theitem is now returned (it will appear with an X in front of it)

3. Press the <Esc> key to close the Returns screen
Returns

This screen should be used to return items when the borrower is present, as it is also possible to
renew and reissue items.

1. Launch the Amlib client

2. Go to Main > Circulation > Returns — the Returns screen will display:

&3 Returns - STAFF at Chelsea Library Thursday, 25 August 2011 912 PM

(=] @ [==

Main  Applicatio

n Borrower

Item  Print

F1 Clear F3 Renew F5 Item 7 F11 ResSlip

[ Name . . ..
| | | | ltems on Loan l—
=T e | B e I
| | | Balance

Farm| Risv Title / Author ltem Mo Due Back |Renewed T.Locn

3. Wand in the item barcode into the Item field (alternatively, you can type in the barcode and
hit <Enter>) — the borrower details will then display (along with any previously issued items):
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& Returns - STAFF at Chelsea Library Thursday, 25 August 2011913 PM o] @ |3
Main  Application Borrower [tem  Print
F1 Clear F3 Renew F5 Item ? F11 ResSlip
| B9988 Name . . ..
| A |ok |cHELSEA | Smith ltems on Loan | 3
Type  Status Locn
Group Class |Ms ) |T Memos ,_
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne. Vic Balance |$0.00
Form|Rsv Title / Author ltem Mo Due Back Renewed T.Locn
BK ¢ 0 :Doctor Who and the auton invasion / Terrance Dicki 980387259 16/08/2011:2 CHELSEA
BK i 0 iHarry Potter and the Goblet of Fire / J K. Rowling / R 16905 25/08/2011:0 CHELSEA

BK { 0 i4.50from Paddington/Agatha Christie / CHRISTIE! 980215342 20/08/2011:2 CHELZEA

(1111980400898

4. The item is now returned (it will appear with an X in front of it)
5. If the item barcode is not known:

a. Click the F5 Item ? button to display the Stock Item Enquiry screen:

Stock Itern Enquiry @

F1 Clear F3 Choose ‘ F5 Query

Title | DOCTOR WHO

Author
Publisher
Series/ISBMN
Subject

Call Number |

Perm
Form Lacn ltem No

Form RsyOn | On Title Perm | Temp| Due ltem Mo =
Loz Org Locn | Locn | Back

Y i N iDoctor Who and the aute CHEL! CHELS 16/08/207 950387250
Y i N Doctor Who and the nigki CHEL 07/207 980391590

. Unc CHEL: CHE -
octor Who companions CHEL! CHEL

195 980474184

b. You can then perform an item search: type in the item details and click the F5 Query
button

c. If there are multiple matches, select the item and click the F3 Choose button
6. If you would like to reissue the returned item:
a. Simply double-click the returned item —the Issue screen will display

b. The item will be reissued and the a prompt with the following message will display:
The item has been successfully issued.
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Issues @

@ Iem: 980400898
W' Title: Sunken Road / Garry Disher / DISHER...

The itern has been successfully issued.

c. Click the OK button, the Returns screen will display

d. Theitem is now reissued (it will appear with an v in front of it)
7. If you would like to renew an item:
a. Simply double-click the returned item — the Issue screen will display

b. The item will be reissued and the a prompt with the following message will display:
The item has been successfully renewed.

Issues @

@ Ttem: 980215342
W' Title: 4.50 from Paddington / Agatha Chris...

The itern has been successfully renewed.

c. Click the OK button, the Returns screen will display

d. Theitem is now reissued (it will appear with an v in front of it)

8. To return items for another borrower, simply wand in the item barcode — this will
automatically clear the current borrower details (there is no need to clear the screen first)
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CHUTE RETURNS

This screen should be used to return items when the borrower is not present. This screen does not

display borrower information as you return the items and is therefore faster.

1. Launch the Amlib client

2. Go to Main > Circulation > Chute Returns — the Chute Returns screen will display:

M

t=y Chute Returns - STAFF at Chelsea Library
Main

Thursday, 25 August 2011 9.35 PM

Application General Item Print

335 PM

Chelsea Library

Thursday, 25 August 2011

(o]l ® =

Effective Return Date Thursday, 25 August 2011 9:35 PM

Title / Author Was Due

Back

Perm
Loc'n

Form| Rsv ltem No

Count

Temp
Loc'n

3. Wand in the item barcode into the ltem field (alternatively, you can type in the barcode and

hit <Enter>):

i{ﬁ; Chute Returns - STAFF at Chelsea Library

Main

Thursday, 25 August 2011 9.36 PM

Application  General [tem Print

9:36 PM

Chelsea Library

Thursday, 25 August 2011

Effective Return Date Thursday, 25 August 2011 9:36 PM

Form | Rsv Title | Author

Count

Was Due
Back

Item No Temp
Loc'n

HELSEA

Perm
Loc'n
| CHELSEA

: Sunken Road | Garry Disher | DISHER,

111118 1980400898 Session - Total Number of Returns 1

ltem 80400898 successfully Returned |

NUM

4. The item is now returned
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5. If the item barcode is not known:

a. Click the F5 key on your keyboard to display the Stock Item Enquiry screen:

Loz Org
H \r. H H

Who and the autd CHEL| CHEL! 16/08/20 980387259

Stock Itern Enquiry @
F1 Clear F3 Choose ‘ F5 Query
Title | DOCTOR WHO
Author
Publisher
Series/ISBN
Subject
Call Number |
Perm
Form Lacn Item Mo
Form Rsy On | On Title Perm | Temp Due ltemMNo =
Locn | Locn | Back

b. You can then perform an item search: type in the item details and click the F5 Query

button

c. Ifthere are multiple matches, select the item and click the F3 Choose button

Main Menu Returns Button

It is possible to define whether the Returns button on the top menu bar, opens the Returns or Chute

Returns screen:

1. Main > Supervisor > Installation — Circulation tab: Display Chute Returns on the Main Menu

is stead of Returns setting (Y/N)
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RESERVATIONS

The reservation process enables a patron who requires a particular item/s which is currently
unavailable (or located at another branch), to request the item on its return.

e The number of items that may be reserved by any given borrower are defined in the Loan

Rules screens

The Loan parameter record for that borrower and any Item form sets the number of items that can
be reserved.

Reserving From Stockitem

It is possible to place a reservation on an item that has been searched for (and displayed) in the
Stockitem screen:

1. Launch the Amlib client

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

3. Locate an item by entering your search terms and clicking the F5 Query button:

" Stockitem - STAFF at Chelsea Library =] @ [zl

Main Application Item XReferences File

F1 Clear | F2 Insert | F3 Update| F4De|ete| F5 Query F6 Table | | |

Query Via
“ tem ¢ Cat © Keyword [ An
Item No |EEIFAEEIF] CatRefNo 21711 y Y

Previous Queries j ﬂ J J J

Title| 4.50 from Paddington / Agatha Christie
Author| Christie, Agatha, 1890-1976.
Publisher| London : Harper Collins, 1993

Series/ISBN| 978.0-00-615762.5 1993

Subject
Call Number| PB CHRI [ sts Code| PB [Form |BK  [Call Set]
Nacerimtiae

4. Once the full item details are displayed, select Item > Reserveltem from the menu — the
Collect At Location prompt will display:

Collect At Location @
Code Details -

BELMONT  :Belmont Library
CHELSEA  iChelse:

CHELSEADIY : Chelsea DIY Module
HASTINGS Hastings Library

HOME Home Library Service
MOBILE Mobile Library
PROCESSIMNG: Library Processing
STACK Stack

OK | Cancel
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5. Select a location and click the OK button the Borrower Enquiry screen will display:

Berrower Enquiry

F Clear F3 Choose | F5 Query |
Surname | Pin I
Given | Bar Code |B9988
Surname Mame |Ini) Title Type Class Groug Statug Locn Address1 -

[

6. You canthen perform a patron search: type in the Borrower Bar Code and click the F5 Query

button

7. The Reservations screen will display and a prompt with the following message will display:
You have reserved the first available item — Proceed with Reserve?

Reserve B

You have reserved the first available item - Proceed with Reserve?

8. Click the Yes button to proceed (otherwise click the No button)
9. Ifyou click the Yes button, a prompt with the following message will display: Item(s) has

been reserved

Reserves

Itemn(s) has been reserved

10. Click the OK button — reserved items will appear with an v in front of them

ol @ (==

b Reservations - STAFF at Chelsea Library
Main Application Borrower [tems File

C b : 5August2011  10:01PM
Name ...... Resl/ltems
| A ok |CHELSEA |smiTH [z 3
Type  Status  Locn Ms  [Sarah [y 0
Group Class l l I_ R C
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfv On
@ Any Item C Every Item Collectat: |Chelsea Library
Form Rsv Mem. On Book On Title [ Author Perm | Temp Due Edit
| Cnt. |Loan -ed | Ord. Locn Locn Back
v | BK 1 N N 4.50 from Paddington / Agatha CK CHEL S CHEL 1991
v | BK | 1 N N 4.50 from Paddington / Agatha CK CHELS CHEL 1991
Page 35

Last Updated: 1 October 2013



Circulation Training Manual - Advanced Circulation

From the Reservations Module

1. Launch the Amlib client

2. Go to Main > Circulation > Reservations — the Reservations screen will display:

b+ Reservations - STAFF at Chelsea Library EI =] @
Main Application Borrower Items File
Chelsea Library
I Name ...... Res/ltems
Type Status Locn
Group Class | | ’_ T
| | | Balance
Satisfy On
* Any ltem  Every ltem Collect at: |Chelsea Library
Form Rsy Mem. On |Book| On Title | Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back

3. Wand in the borrower barcode or click the F4 key on your keyboard (or select Borrower >
Borrower Search from the menu) to perform a Borrower Enquiry search —the borrower

details will display:

k:: Reservations - STAFF at Chelsea Library EI =] @
Main Application Borrower Items File
Chelsea Library
|—=-' 988 Name ...... Res/ltems
[a Jok [cHELSEA [sMITH 2 [3
Type Status  Locn |Ms | Sarah ] 0 Memos
Group Class -
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfy On
@ Any ltem ¢ Every ltem Collect at: |Chelsea Library
Form Rsy Mem. On |Book | On Title | Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back

4. To search for items, click the F5 key on your keyboard (or select Iltems > Item Search from
the menu) to perform a item search — the Stock Item Enquiry screen will display:

Stock Item Enquiry

=3

F1 Clear

Title

Author
Publisher
Series/ISBN
Subject

Call Number

Form

‘ F5 Query

Mote: Searches on this window default to your group settings

Stockitern Bar Code Entry Field

DOCTOR WHO
,— Perm Item
Locn Mo
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5. You can then perform an item search: type in the item details and click the F5 Query button

6. A list of potential reservation items will then display:

b Reservations - STAFF at Chelsea Library EI = @
Main Application Borrower Items File
Chelsea Library
|—=-' 088 Name ...... Res/ltems
| & oK |CHEL SEA |smITH 2 |3
Type Status Locn Ms Sarah 0
Group Class | | ,_ SEEE
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfy On
& Any ltem ¢ Every ltem Collect at : |Chelsea Library
Form Rsy Mem. On | Book On Title /| Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back
BK {0 Y N Doctor Who and the auton invasié CHELE CHELS 16/08/2011 {1984
BK : 0 Y N Doctor Who and the nightmare of CHELE CHELE 07/07/2011 ;1980
BK: O N N Doctor Who and the Underworld : CHELS CHEL 198C
BK i 0 N N Doctor Who companions [ David : CHELS CHELS 31/05M1997 {199
BK i 1 N N Doctor Who - Fury from the Deepi ANL i CHEL

Reservations can be satisfied on an ANY or EVERY item basis for multi reserves.

ANY

Any item highlighted will satisfy the reserve and all others will be cancelled — for example: for

multiple copies

EVERY

Every item highlighted will stay as reserved. None will be cancelled unless done so by the
operator — for example: if reserving several items by the same Author or by Subject

Satisfy On — select either the Any Item or Every Item option (most people select the Any
Item option)

To reserve the item/s highlight and click the F3 key on your keyboard (or select Borrower >

Reserve Items from the menu)

Click the OK button — reserved items will appear with an v in front of them

}* Reservations - STAFF at Chelsea Li brary EI = @

Main  Application Borrower Jtems  File

Chelsea Library

|B9988 Name ......

Res/ltems

A Jok  [cHELSEA |SMITH
Type Status  Locn |ms | sarah

En
’T Memos

Group Class

|ENG |2A | 399290818, Level 10, 310 King 5t, Melbourne, Balance | $0.00

Satisfy On
" Every ltem Collect at : |Chelsea Library

Form Rsy Mem. On Book On Title /| Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back
Y H Doctor Who and the auton invasi¢ CHELS CHELE 16/08/2011:1984

Y N Doctor Who and the nightmare of CHELS CHELS 07/07/2011:1980

BK
BK

~ | BK

N N Doctor Who and the Underworld ; CHEL S CHEL 198(

=1 Y I=R=]

BK N N Doctor Who companions [ David : CHELE CHELS 31/05/1997 i 1995
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From Circulation

1.

4.

Launch the Amlib client

Go to Main > Circulation > Issues — the Issues screen will display

Wand in the borrower barcode or click the F4 key on your keyboard (or select Borrower >
Borrower Search from the menu) to perform a Borrower Enquiry search —the borrower

details will display:

i Issues - STAFF at Chelsea Library Thursday, 25 August 201110.36 PM = @ =]
Main Application Borrower ltems Print
Fi Clear | F3RenewAll| F4Bor? | F5item? | F6 A4Style | F7BookMark | F8Newlssues | F9lssues | F10 Statement |
¥ Show ltems
|89988 Name Potential Charges | $0.30
A Jok [CHELSEA | Smith
Type Status Locn Ms Sarah J B
al. |$0.00
Group Class | | |7 ’
|ENG |2a [399290818, Level 10, 310 King St, Melbourne, Vic Memos |0 Loans |2
Form Rsv| Title / Author / Call No Item No Due Back T.Loc P.Loc Ren
BK ! 0 :Doctor Who and the auton invasion | Terr: 980387259 16/08/2011 i CHELSEA CHELSEA 2
BK | 0 :Harry Potter and the Goblet of Fire / J. / RC 16905 25/08/2011 | CHELSEA CHELSEA 0

From them menu, select Borrower > Go To Reserve For Borrower — the Reservations screen

will display:
}* Reservations - STAFF at Chelsea Library EI = @I
Main Application Borrower Items  File
ea Library
|B9'988 Name ...... Res/ltems
A ok [CHELSEA [SMITH 3 [4
Type Status  Locn M Sarah 0
Group Class | 5 | = : ’_ et
|ENG |2a | 399290818, Level 10, 310 King St, Melboume, Balance | $0.00
Satisfy On
@ Any Item ¢ Every Item Collect at : |Chelsea Library
Form Rsy Mem. On |Book On Title / Author Perm | Temp Due Edit
Cnt. |Loan -ed Ord. Locn | Locn Back

5. To search for items, click the F5 key on your keyboard (or select Items > Item Search from

the menu) to perform a item search — the Stock Item Enquiry screen will display:

Stock Item Enquiry @

F1 Clear ‘ F5 Query

Title | DOCTOR WHO

Author
Publisher
Series/ISBN
Subject

Call Number

l_ Perm ltem
e Locn Mo

Mote: Searches on this window default to your group settings

Stockitern Bar Code Entry Field
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6. You canthen perform an item search: type in the item details and click the F5 Query button

7. Alist of potential reservation items will then display:

b Reservations - STAFF at Chelsea Library EI = @
Main Application Borrower Items File
Chelsea Library
|—=-' 088 Name ...... Res/ltems
[ A ok [CHELSEA [SmITH 2 [3
Type Status  Locn M Sarah 0
Group Class | - | - ,_ SEEE
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfy On
& Any ltem ¢ Every ltem Collect at : |Chelsea Library
Form Rsy Mem. On | Book On Title /| Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back
BK {0 Y N Doctor Who and the auton invasié CHELE CHELS 16/08/2011 {1984
BK : 0 Y N Doctor Who and the nightmare of CHELE CHELE 07/07/2011 ;1980
BK: O N N Doctor Who and the Underworld : CHELS CHEL 198C
BK: 0 N N Doctor Who companions / David ; CHELS CHELS 31/05/1997 {1995
BK i 1 N N Doctor Who - Fury from the Deepi ANL i CHEL
Reservations can be satisfied on an ANY or EVERY item basis for multi reserves.
ANY Any item highlighted will satisfy the reserve and all others will be cancelled — for example: for
multiple copies
EVERY Every item highlighted will stay as reserved. None will be cancelled unless done so by the
operator — for example: if reserving several items by the same Author or by Subject

8. Satisfy On —select either the Any Item or Every Item option (most people select the Any

Item option)

9. To reserve the item/s highlight and click the F3 key on your keyboard (or select Borrower >

Reserve Items from the menu)

10. Click the OK button — reserved items will appear with an v in front of them

b Reservations - STAFF at Chelsea Library EI = @
Main Application Borrower Items File
|B9988 Name ...... Resfltems
| A ok |CHELSEA |smITH 3 |2
Type Status Locn Ms Sarah 0
Group Class | | ,_ Memos
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfy On
" Every ltem Collect at : |Chelsea Library
Form Rsy Mem. On Book | On Title | Author Perm | Temp Due Edit
Cnt. [Loan -ed | Ord. Locn | Locn Back
BK i 0 Y H Doctor Who and the auton invasi¢ CHELECHELE 16/08/2011{1984
BK {0 Y N Doctor Who and the nightmare of CHELECHELE 07/07/2011{198(
+ | BK i1 N N Doctor Who and the Underworld | CHEL £ CHEL 1980
BK : 0 N N Doctor Who companions / David { CHELS CHELE 31/05/1997 ; 199%
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Checking or Cancelling Reservations

Reserves can be checked from Borrower or Stockitem modules.

1. On the Stockitem screen (with the item details displaying), select Item > CurrentReserves
from the menu — the Stockitem Reservations screen will display:

Stockitem Reservations E

F3Save | F4Cancel ‘ FsQuery | F8Print | F7CollLoc| F&Rsvins|| FoBorrower |

980215342

Mo of
Other ltems
In Reserve

Location
Placed

Status
Date

Date
Placed

Borrower Collect Status

ah Smith

2. Onthe Borrower Details screen (with the borrower details displaying), select Borrower >
CurrentReserves from the menu — the Existing Reservations for Selected Borrower screen

will display:

Existing Reservations for Selected Borrower

“Fs auery | o Pt | 1 cottn] ranavens P roem |

Borrower No:  B9988 Resemvations: 3
Q Title Collect | Form| Ref: | Status Status ltem Placed | Perm. | Temp.
Pos. At Date Locn | Locn
1 {450 from Paddington/; CHELSE BK 4592 SHELF 98020447:5/08/201: CHELSECHELE
2 450 from Paddington /: CHELSE BK {4592 SHELF 25/08/201%98021534:5/08/201 CHELSI CHELS
1 :Doctor Who and the Uni CHELSE BK (4597 SHELF 98038810:5/08/201: CHELSECHEL=

3. The Stockitem Reservations list can be amended by changing the Queue (Q Pos) position — to
jump someone in front of someone else, simply type in a number in the Q Pos field that
places them before that person:

Stockitern Reservations E

F8 Borrower I

F3Save | F4Cancel | ‘ FsQuery | F6Print | F7CollLoc| F&Rsvins|

980215342

Mo of
Other ltems
In Resernve

Location
Placed

Date
Placed

Borrower

4. Cancel areservation:

a. Highlight the reservation and click the F4 Cancel button — a prompt with the
following message will display: Delete selected record. Are you sure?
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Stockitermn Reservations E3

'el Delete selected record. Are you sure?

b. Click the Yes button (to delete the reservation) or click the No button (to retain it)

5. Change the Location pickup point:

a. Highlight the reservation and click the F7 CollLoc button — a Collection Location
prompt will display:

Collection Location @
Code Details o
CHELSEA Chelsea Library
CHELSEADIY Chelsea DIY Module
HASTINGS Hastings Library
HOME Home Library Service
MOBILE Mobile Library
PROCESSING Library Processing
STACK Stack

oK | Cancel

b. Select the new pickup location and click the OK button

6. Click the F3 Save button when complete

Checking in an Item on Return

1. Launch the Amlib client

2. Go to Main > Circulation > Returns or Chute Returns — the (Chute) Returns screen will
display

3. Wand in the item

4. If the item has a reservation on it, a Reservations prompt will display:
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Reservations @

@ Ttem:
' 980215342
Title/Author
4.50 from Paddington / Agatha Christie

This item is reserved for: B2451
Miss Lauren Clarke

Type,Class: 12,74
Address 97237186, Bimbadeen, Hallam 3803

at:
HASTIMGS

Select ...

Yes Return & Retain Reservation,
Cancel  Return & Cancel Reservation,
Mo Abandon the Return,

Mo Cancel

5. The following options are available:
a. Click the Yes button to return the item (and Retain the reservation)
b. Click the No button to return the item (and Cancel the reservation)
c. Click the Cancel button to not return the item (and Retain the reservation)

6. If you click the Yes button, a memo will automatically be generated for that Borrower, and a
message alerting that the reserved item is available will display when the allocated borrower
next loans an item

7. Areservation slip (to place in the item) can be generated by clicking the F11 ResSlip button

Mass Cancelling of Reservations

Sites may wish to cancel reserves en masse. For example: at the end of each School Year (or for the
Year 12s when they leave) or other Libraries may wish to delete after the expiry dates of the
Reservations.

The expiry date for the number of days that an item should remain on the reservation shelf is set in:

e Main > Supervisor > Installation > Circulation tab: Keep a reservation for a maximum
number of ### days
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(553 Installation - STAFF at Chelsea Library
Main  LibraryMlenu  Installation

E=S R~

F3 Save I F& Quary

Catalogue l Circulation

m | porrower |

Stockitem System Other l

DEFAULT

Description
Issues Report to use when printing all loans
Issues Repor o use when printing all loans & reseres
Issues Repor o use when printing all new loans

Yalue -
Ldliss qgp
& 1000 qrp
Lai inew.qmp

Keep a cache of the last ### circulation statistics 20

Keep the lasl #88 hislory records

It is possible to cancel large numbers of reserves by running a report:

1. Go to Main > Reports > RepReservation — the Reservation Reports screen will display

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

3. Highlight the &RESEXPB.QRP template (Cancel no collected res) and click the Select

button

4. Typein a Report Description

5. Ensure that the Update Res Status =Y

6. Click the F3 Save button

[ Reservation Reports - STAFF at Chelsea Library
ain  Application

==

F1 lew FZ Madity F3 Save F4 Delete FS Query F& Print FT Where F& View F3 Order & F10 Mare

Repon Detai Creat Updan Rexport
Stats Stats| Hist Res Description
Code Code (YIN) Status

320 I Y Y _A\rnirabra reservations
H N Bookings Today (by ltem)

320 I Y Y |Email Reservations

._Invere-ll Available Rese RINVRESA.QRP
Booking List by lem - s 8BHGLSTH.QRP

Email Reservation Notii &reseml.qrp

Report Template &
Type

7. Click the F7 Where button and enter your Where statement — for example:

a. Res Expiry Date < Current Date (select via the Special button)

b. BorType =Y12

8. Click the F3 Save button when complete
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Reservation Reports - Where @
F3 Save ‘ F5 Query
1 Choose Search Column 2 Choose Operator
Bor Sex -
Bor Birth Date CUKE ke CIN O
Bor Type & — e -
Bor Status
Bor Location e < o= ‘e
Bor Group -

3 Type the WHERE Condition and Press PASTE QR Press SPECIAL

| Y12 Paste
j Optional Multiple Brackets j Special

( Column Oper Where ) B
: Res ExpiryDate! =<  {Current Date © AND

Bor Type

Delete

Pl KR

9. Click the F8 View button and check carefully that this list is exactly what you want to
delete (click No to the Saved File prompt)

10. If you are happy with the report results, close the Report — View window and click theF6
Print button run the report through the Scheduler

11. From the menu, select Application > RepStartSchedule and click the OK button on the
prompt

12. The progress of report can be viewed by selecting Application > RepPrintProgress

13. When the report enters Printed tab, then the reservations should be all cancelled

WARNING: Once reserves have been deleted they cannot be retrieved. Please use this process with
caution.

Reservation Status

Values for the ResltemStatus fields are:

ISSUE item was on loan (reservation placed from Circ.)

ON LOAN Item was on loan at time of reservation (reservation from Opac)
SHELF item was on shelf when reserved.

RETURN item has been returned after reservation

TRANSFER item was on transfer at reservation

ORDER item was on order
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READY reservation has been cancelled through an Expiry Report and is now ready
for the next reader

PRINTED item was included in the Printout of a Reservation Notice

Borrower Reserve Cancellation fee

Amlib provides an option 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)

B FinTypes - TONY at Randwick Braneh ElcE
Man  Fppkcation
e | insent | $m|m|| auery | Prien |
Trans Tramsaction Standard  BFYID  BFYTD ~ ~
Type Desciiption Cradlit Deblt

Chargs ($) Totals Totals

et card
DAMAGE Dramvaded Mam
FINEMAH  Manual Fine Caloulation §5.00
ILL Interlibrany Loan B2 00

Orwendue chaige

0,00 | §0.00 $0.00 [
LOST Lost hem 0| [
RESCANC  Reserve Cancellation Foo w000 0o 0
SPECIAL | Special Charge $1.00 [ [
.00

When a reserve is cancelled through Current Reserves or when Returning the item and cancelling the
reservation from either Chute or Returns, a prompt will ask the operator if a reservation charge

should be applied. When the [F3] Save button is pressed to process the cancellation the pop-up
window allows the operator to charge a cancellation fee.
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Stockitem Reservations

F3 Save F4 Cancel F5 Query F6 Print FT CollLoc| F8Rsutns || F? Borrower |
980401436
Q Borrower Collect Status Status Date All MNoaof )
Fos At Date Flaced ! Otherltemsil
First | In Reserve

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

Borrower, Financial Transactions

“rinew | Fomsert || rasave | rabetete || 5 ouery || £ | |1 tocta| ko payms

|835? |MrGreg0r\;Darby _ © Asc 5 Desc
Type TransDate | Locn | Comments Iterm Title Qty| Charge | Inv_Mo | Inv Date | B
(Dehity (Cil
RESCANCI18M 052004 {RAND | Cancelled in (980401436 A parent 1 ik0E0
Stockitem surival kit F
Adele C.

Members can also cancel their reserves via the NetOpacs and have the financial charge refunded.

Borrower, Financial Transactions

“inew | r2msert || £ save |1 ravetee || 15 ouery || £ |57 toctn | v payes]

IEI!342 IMS Lucy Irans _ g
Type | TransDate Lo Comments |\ Item Title Qty | Charge | Inv_Mo | InvDate | Paid |Receipl #|
(Dehif) (Credify Mo B
RESEE 04/04/2005 i MANTE Creditfor  19B04021% Best 520 50,00 $0.80
Cancelled home
Sehy plans
RESEE 04/04520048 : MOMNT Reserve 9304021%Best 520 50.50 $0.00
Charge hame
Multiple plans
RESEE 04/04520048 : MOMNT Reserve 98038618 Grandfatt i 520 §0.50 $0.00
Charge dream !
Multiple Hally

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

F5 Query F6 Print
I
Times Issued . 0 - ] StockTake : Qriginal Cost Price

Times Reserved 1 i © Last depr: $19.95

Times Renewed : 0 0 Last Act:
980402172 Circulation Activi

Actian Date Wiho Comments Walue A

RESCANCEL [04/04/2005 {942 Ms Lucy lrons i Cancelled by borrower within Netopacs on 2005-04-04 |
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PRINTING OPTIONS IN CIRCULATION

(@ Issues - STAFF at Chelses Library Thursday, 23 June 2011 205 PM = ® .|
Main  Application Borrower lRtems [Print |
FiClear | F3RenewAll| F4Bor? | Print Ad style F6  jokMark | F&Newissues |  F91 | F10 Statement |
Print BookMark style 2] v Show Items
[B9988 Bk MOy ¢ | | Charges [50.00
A ok ICHELSEA | | print IssuesOnly G
i Grit:;m LR e :3 ;::"m: . G B co. [ L
[enG | 3 Ealing Memos 2 Loans [2
| Form Rsv Titie / Author / Call No Item No Due Back Tloc = Ploc Ren
8K | 0 |4.50 from Paddington / Agatha Christie / C 980215342 | 070772011 [CHELSEA  |CHELSEA | 0 |
MENU OPTION DEFAULT REPORT | FUNCTION KEY
Issues Report to use when printing all loans &CIISS.QRP F9
Issues Reports to use when printing all loans & reserves &CI1000.QRP F10
Issues Reports to use when printing all new loans &CINEW.QRP F8

Templates can be customised and saved as different file names — for example: for slip (receipt)
printers or to add custom information on the template — ie: Library Name/Opening hours, etc.

1. Main > Supervisor > Installation > Circulation tab: Issues report to use when printing options

3 talation - TAFF o Cheies brary =To s
Main  LibraryMenu  Installation
AN | Borrower I Catalogue I | Circulation | Stockitem System Other I
DEFAULT
Description Value -1
v Issues Reportto use when printing all loans &citiss.qrp
v Issues Reportto use when printing all loans & reserves | &¢i1000.9rp
v Issues Reportto use when printing all new loans sennew.qml
Keep a cache of the last ### circulation statistics 20

" Issues - STAFF at Senior School Saturday, 5 May 2012 2.34 PM
Main Applcation Borrower Items NEEE3
Fi Clear | FiBor Prink Adstyle F&  Me | FIBookMark | F8llewlssues | Fdlssues | F10 Statement |
S Saclackaie . 17 ¥ Show Item
5678 Prinkt NewlssuesOnly F8 Potential Charges | $0.00 i
Print lssuesOnly  F9
Yo7 |OK ISENIO!  prik seatement 10
Type Status  Loen Prirt OverduesOnly annah R B
al. [$0.00
Group Class r—
|ART [} [9555 3608, 3609 Hannabb Rd, Library Town, WA Memos |0 Loans |1
Form Rsv Title / Author / Call No Item No Due Back T.Loc P.Loc Ren
0 Dinosawur and other prehistoric ankmal fac 80222 05052012  JUNIOR JUNIOR
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Print A4 Style [F6]

$binlist.qrp  Current Issues for LANDA ANDERTON asa 26/02/200

Form Rsved Title Item No Due Bac Issuet; at

B;( 0  The fisherman's handbook : how to find, ASLIB2667064XB 21/11/1 EAS
identify a / STARLING, STEPHEN.

BK 0  The gold of noon. / SUMMERS, ESSIE. ASLIB40233359B 21/05/2 EAS

BK 0  One foot in the grave. ASLIB46810242B 19/03/2 EAS

BK 0  This year it will be different. / BINCHY, ASLIB46955313B 19/03/2 EAS
MAEVE.

Print BookMark Style [F7] (Sbinbkmk.qrp)

Reports the current issues for a borrower detailing the Item Number and Due Back Date. This has
been designed to print on receipt rolls.

Shlnbkmk. gre
LANDA ANDERTON
Item No Due Bac

ASLIB2667064XE
21/11/1999
ASLIB4D233359B
21/05/,2000
ASLIE4BELOZ242E
19/03/2001
ASLIB46955313E
19/03/2001

Print New Issues Only [F8] (&cilnew.qrp)

Format as below. Reports only the newly issued items for a borrower (those displaying a tick)
detailing the Item Number, Title and Status (Due date). The name, address, phone number and
Barcode number of the Borrower displays at the top of the page.

Print Issues Only [F9] (&ciliss.qrp)

Format as below. Reports the issues items for a borrower detailing the ltem Number, Title and Status
(Due date). The name, address, phone number and Barcode number of the Borrower displays at the
top of the page. Useful for Slip Printers.
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CAPEL PUBLIC LIBRARY

Borrowers Receipt - 27/09/02
THOMAS CHAFTER

Harse breaking made easy [videorecordi
Videarecording 40972002
Harse breeding : a practical guide for ow
Books 25/09/2002

Birds of Australian gardens.
Books 1/03/2002

Aservice provided by the Shire of Capel.

Print Statement [F10] (&ci1000.qrp)

Reports the issues and reservations for a borrower detailing the Item Number, Title and Status (Due

date). The name, address, phone number and Barcode number of the Borrower displays at the top of

the page

Inverell Shire Library

Fhone { 067) 22 0103 or(067) 22 127
Borrowers Receipt - 26/02/07

Mame: LAMDA ANDERTON
Address: 507 Thorn Avenue
Beechboro WA
6063

Fhone: Borrower Mo: +60011352299

{ please notify library of any change in address )

Item No Title Status

Bk ASLIB266T7064XE  The fisherman's handbook : how te f Due 21/11/99
BK ASLIBA0233359B  The gold of noon. Due 21/05/00
BK ASLIB46T704639B From Potter's field. Due 19/03/01
BK ASLIBAGE10242E  One foot in the grave. Due 18/02/01
BK ASLIB46955313B  This year it will be different. Due 18/03/01
BK ASLIBAG964932E  Winter chill. Due 18/03/01
BK ASLIBAGO974668  Escape. Due 15/03/01
BK ASLIBATO04142E The obsession. Due 18/03/01
BK ASLIBAT109424B  The ladykiller. Due 15/03/701
Bk ASLIBAT237651E  Heir to a throne. Due 19/03/01
BEK ASLIB48384593E Complete novels of Anne Bronte, Due 18/03/01
CAS ASLIBABT20526B The mystericus affair at Styles [sou Due 18/03/01
BK ASLIBAGE0G2TOR Bird designs stained glass pattern b Reservad

VID ASLIBATZB837XB  Bird man of paradise [videorecordin  Reserved

Print Overdues Only (&cilovd.qrp)

Only the current Overdues are printed for the Borrower displayed on the Issues Window
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OTHER CIRCULATION FACILITIES

OverRide

1. Go to Main > Supervisor > UserNames — the User Names screen will display

2. Highlight the User Name you wish to check and select the F8 Choose button — the User
Security screen will display

3. From the menu, select CurrentUserMenu > Circulation

4. Check the StopOverRide option - grey means this in inactive — therefore the operator is able
to override stops. If the StopOverRide option is active (bold), the operator will be unable
override stops

The option is available in Issues and Reservations. For example: if a Borrower type has a limit of 5
items and the operator decides to allow 100 items, activating the Override functions allows these

loans to be issued without further warning messages.

Please Note: Messages not related to the Privileges of the borrower still display — for example:
Overdue items, Financial, Reservations, etc.

Set a Date Prior to Wanding Items
It is possible to set a different due date prior to wanding in items.

1. Go to Main > Circulation > Issues — the Issues screen will display

2. Bring up a borrower record

3. Select Borrower > Set Date Due For All New Issues for Borrower — the Issue Date Due
prompt will display

4. Type in New Due date and click the OK button
Any item issued after this point will use this new due date.
Item Alert Message without a Process
Sometimes in Issues or Returns a message comes up that looks incomplete. This indicates that a

Stockitem has the Alert set to Y, but there is no corresponding Process — for example: Missing,
Damaged, etc.

Item Alert @

'0' There is an alert on this item. Last Process was "
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™ Stackitem - STAFF at Chelsea Library =T ®
Masin  Application [tern  XReferences File
FiCiear | F2insert | F3Update| F4Detote | FSQuery | FeTabie |  r7ec | ke | ks | roe |

Query Via
T ltem © Cat * Keyword [ Any

Previous Queries J _I J J J

item No [STILZLET CatRefNo 33847

Title| Doctor in the soup / Richard Gordon
Author| Gordon, Richard, 1921-
Publisher, London : Century Hutchinson, 1986

Series/ISBN| 978.0.7126.9481.0 1986
Subject
Call Number| AF GORD [ Sts Code] AF [Form]ek  [Call Set]
Doaceiptl | Copy No | Convent |
T
O Perm [CHELSER Temp [CHELSEA Floor [ Origin/Source
ot Ii.‘;;:; W Loan Type Opac? |? #Icirl F Process | | I

Received |19/03/1997 < =|[3] Accessioned [19/03/1997 Current Cost | 20.00

Group [LIBRARY

ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: ©

Usually Alerts are set in relation to a Process:

@ Process Codes - STAFF at Chelsea Library (UM DB v5.3) =] ® [
Main  Application
Fillew | F2insert F3 Save FaDelete | FsQuery |  F6Print |
Process Show in Operator For Loan Remove on Return  ~

Opac (Y/N) | Alert (Y/N) (¥IN) (YN P{rompt))

AWAITING PR
BINDING

CLAIMED RETURNED
DELETE PENDING
INTER LIBRARY LOAN
MISSING

ROTATION BELMONT
ROTATION CHELSEA
ROTATION HASTINGS

< < < T T = ==
T Zi=i=i= = <[
< < <iZiwiZi=Z==
WIVWIVW:IVWIWIiW DT

You can find all the items with an Alert but no Process through a Stockitem Where Search:

1. Go to Main > Stockltems > StockitemWhere — the Stockitem Where Search screen will
display

2. Enter the following parameters:
a. Alert=Y

b. Process = NULL (Paste without entering a value in 3)
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'ﬁg Stockitern Where Search - STAFF at Chelsea Library (UM DB v5.3)
Main  Application

[E=3 Eoh =<

F1 Clearl F2Inserl| F4 Select F5Query| FE-Count| F7 Qtofile| F8 Order

1 Choose Search Column

For Loan (Y/N) -
Loan Type

Opac (Y/N)

Alert (YN

Process Date

Received

Accessioned

Current Cost

ILL Library

ILL Ren

ILL Due

ITEM TYPE

On Loan -

Query Description:

2 Choose Operator

" LIKE " LKE "IN 'alN]
v = i =

< i = o= i

IV

3 Type the Where Condition and Press Paste
OR Press Special

{ Column Operator Where
! Alert (M), = ¥

| AND

FlEEE R

Special

elete

NUK

Change of Due Dates

1. On the Stockitem List results screen
2. Highlight the items to be altered

3. Select Table > Change Due Dates

WARNING: This is bypassing the usual system way of renewing the loan or changing the date
due, so the links and history will not be valid. Useful when a set of items need altering at the
same time - for example, when schools want to change the Date due for certain Classroom sets

& Stockitem List - 27 rows
Main Table XReferences File

Seq Title Author Call No Form Stats |On| Due |Rsv|Perm| Process |On Series

Loa Back

Loc Ord

o [© sl

Process Date Ec «

8 | Harry Potter and the Deathly E R g, J ROW B J 0 {HAS
9 | Harry Potter and the Goblet of Rowling, J.K. F ROW BK [AF Y 1705260 CHEL N 19
10 | Harry Potter and the Goblet of Rowling, J.K. F ROW BK il N o CHEL! N 19
11 | Harry Potter and the half-bloo wiing, J.K. F ROW BK iAF N 3 BELM N iHarry Pottery 20
12 | Harry Potter and the half-bi ling, J.K. F ROW BK {AF N 3 CHEL M iHarry Pottery 20
13 P R FR B 4 HEL 978 38-35 20
14 FR B 4 CHEL 20
15(Ha otter and the o g, FR BK 4 CHEL 20
16 | Harry Potter and the philosoph Rowling, J.K. BK iJ N 5 HAST; 15
17 | Harry Potter and the philozoph BK iJ N 5 CHEL 19
Harry Potter and the prizoner BK 2

Automatic removal of Process codes on return of Stockitem

You now have the option to remove a process code immediately on return of an item that has a

process code attached. On return of the item a message will appear with an option to remove the

process. If you select YES the Process code is removed instantly from the Stockitem.
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Monday, 16 May 2005 4:39 FH
B Mamnn
[[A7 [ [sEBY —  [Dyket (——
& S b M o e
[ |24 | M58 6200, 24899 Wallinglon Road, Rowsille Basnce [N

Form Rev

T § Authos fem Mo Cue Back  Renewed TLotA

b ] Theste ks 0 alert on thes bam. Last Process v PROCESSING. [0 o want bo desr the
i prncess 7

Process Code Table in Stockitem, Application

Note the new column where an option to Prompt of automatically remove the Process can be set.

L - |
#" Process Codes - STAFF at Eastville D g =]

Main  Application

F1 Hew | F2 Insert F3 Save F4 Delete | F§ Query | F6 Print |

Process Show in Operator For Loan Remove on Return
Opac (Y/N) | Alert (Y/N) (Y/N) (Y/N/P{rompt))

[

A/C PAID

DAMAGED

DAMAGED SENT AS LB35
DISPLAY

ILL SENT BACK

IN PROCESS

LOST

LOST AND PAID FOR
MISSING

MISSING STH 2000
MISSING STH 2005
MISSING STH 2006
WITHDRAWN
WITHDRAWN EBRARY

EZEEEEEREEREREEIAIEIE
IR I I IR B B S g
ZEZ A ZEZ EZ 2 EZ. T T NIiZ| =
b= = I = I = = [ = I = Iy = Iy = I I = iy |

| MM

ReserveAllocate

Used to add reservations to copies where other items sharing that same Catalogue Reference have
reservations. For example, if an item added to the Database shares a Catalogue with other copies
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that have reservations. Add items in the usual way. If the other items with the same Catalogue
records have Reservations, a message will display.

Stockitem

i The Item has now been Inserted,
s Mote: The Catalogue Record for this Item has reservations.

Highlight the items that have the same Catalogue Reference from the Table and select
ReserveAllocate from the Item menu.

A ReAllocate Stockitem Reservation screen is displayed. (Reserve Shuffle will only work if the items
have the same catalogue reference).

Highlight the reservations you wish to add to the new item, this is usually the whole list. Select Addto
[F2].

ReAllocate Stockitem Reservations x|

*{ AddFirs{ F2 AddTo| F3Save | F4Undo |

F5 Query F6 Print | FT CollLoc| F8 UseThis

5153 The bird of happiness.
Item To Add STOCKO0104396B Reserves 0
STHK Stk | Queue Perm Collect  Borrower Date |Temp Status Status
Itern Form Order | Locn| At Placed |Locn Date

ASLIB26770854B: BK 5 (EAS: EAS Tim Chapter :20/04/2001:EN :RETUEZ20/04,2001
317005603212 BK 9 (EAS: EAS Tim Chapter :15/01/200ZEAS
STOCKOO1MD4396E BK 5 EAS: EAS Tim Chapter 19/08/200ZEN

This will add all the highlighted reserves from the existing item to the new item. Select Save [F3].

To trigger the reservation, the new item can be placed through Returns.

CIRCULATION - BOOKINGS

1. Itis now possible to book Stockitems such as Equipment and PCs for borrowers though the
Reservations screen.
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2. When a borrower is searched and XReference to ReservationsModule selected, or when a
Stockitem is searched and AdditemToReservelist selected, the menu option Borrower/Book
Marked Items becomes available.

3. When selected the Create Booking screen will appear.
4. Library Hours for all locations must first be set in Supervisor/Locations/Hours.

5. When the booked item is issued, Loan period depends on parameters for the item form not
the booked period.

6. Booking session lengths can be set from a range of 4 minutes to 120 minutes.

Create Booking x|

—Booking For

I Julia Catalano

|The Library is always closed on SLIMDAY

—Booking Date and Time

Use: Either the calendar button or a number for days from today or just enter a start and end date.

Use: Calendar | " pays = Date session [N
I i} Days from Today:

Length

I MO MDAY Start Date I 03/04/2006 Starting Tirne 10:00 AMIES
I MOMNDAY End Date ||]3;|]4;2|][|ﬁ Ending Time I 10:15 AM vl

Baook Frarm | 3 Apr2006 10:00 A Confirm Booking

Book Tao |3Apr2006 10:15 AM

7. A date can either be selected from Calendar, inserted from the Days from Today option, or
entered start an end date.

8. The starting time and ending time are selected from dropdown options. If the time slot has
been used by another borrower or is not available a message will appear to warn you.

9. Alist of bookings for a patron can be viewed from Borrower / Current bookings and a list of
bookings for a Stockitem can be viewed from Stockitem / Item / Current Bookings.

10. If the item is issued, the following message will prompt to Issue and Cancel the booking by
selecting Cancel. Loan period depends on parameters for the item form not the booked
period.
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ssue x|
L] Iter: 31111004335590
2)

‘Warning - The current borrower also has a booking For this item. From Wednesday, 5 April 2006 10:00 AM  To
Wednesday, S5 April 2006 10:15 AM

To Continue with Issue Choose YES
To Abandon the Issue - Choose NO .
To Continue with Issue and Cancel the booking Choose CAMCEL

Your Choice 7

Mo Cancel

Several new reports for the bookings function are available and are detailed in the Reports section of

this document.

INTERLIBRARY LOANS

1. You will need to set up StockExternallibs prior to creating the first ILL record. Usually this

table is supplied at installation. It is a good idea to have an entry for VDX to use at the time

of request.
@ External Libraries - STAFF at Eastville U =)
Main  Application
F1 Hew | F2 Insert F3 Save F4 Delete F5 Query F6 Print
Code Libh Hame Phone Request Fax Email Contact JAddr Line 1 Addr Line 2 i
Method

THO Thornlie Public 09 459 2499 BASE.HTM 09 459 047 Connemara Drive Thornlie
Library

TMHN Tammin Public 096 37 1101 BASE.HTM 096 37 111 Donnan Street Tamming
Library

TOM Tom Price Public (091 89 1053 BASE.HTM Central Road Tom Price
Library

TOO Toodyay Public 09 574 2323 BASE.HTM 09 574 215§ 96 Stirling Terrace Toodyay
Library

TRE Three Springs 099 54 1001 BASE.HTM 099 54 118 Railway Road Three Springs
Public Library

TRY Trayming Public 096 83 1001 BASE.HTM 096 83 104€ Railway Street Trayning
Library

USE Useless Loop 099 48 1226 BASE.HTM D99 48 130: Useless Loop Via Geraldton
Public Library

2. Tocreate an ILL record, go to Main > Stockitems > Stockitem > Item> ILLs
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InterLibrary Loans
F Clear | F3 Save FsRefrsh | FoUpdnef | F7prt1 | F8Prt2 | Foprt3 F10 Upper |
Author: | JACQUES, BRIAN
Tille | MARLFOX Browser
Clags: FParameters
A5E! | Fdac On Order W
Other ref Ugser name
Ext. Ref No eqISEN |
Publisher: |
Cost DatefEdition Passward
| WOK DK
Supplying ,7 HTML File
Libraries * ,7
Requesting EAS EASTVILLE
; = Note: * Only
Collection At +
niection EAS EASTVILLE these fields may
Optiohal Iterm Code ILLS1000015477 Gaye Kippa be Updatad
Comments = |
Status  MEWY Digte 0911072006 11:52:07 A 05851 020068 STAFF
*Form  Stats. Source LoanType dpac Alert Oper FermLocn T n Patron Regd
ILL  AF WL I+ &l [ Supplier T I+

Type the data into the fields required. The F10Upper button will ensure all the typing on the

screen displays in Upper Case to distinguish it as an Inter Library Loan resources from normal

stock.

The Optional Item Code will be supplied automatically by the system. It will be changed when

the item is received from the InterLoanLibrary

A Borrower Barcode can be entered or a Borrower can be searched by pressing the Borrower

Button, to place the ILL item on reserve for that Borrower.

Form and Stats Codes need to be filled in. Source can be used. The information comes from

the StockOrigins window

The Perm and Temp Locn can be left blank and the Loan Library filled in on the Stockitem
screen when the item arrives.

When complete, select F2Insert

An ILLs, Stockitem and Borrower reservation are created.

Stockitemn - ImterLibrary Loans |

Q ILL=z |, kem and Reservation Crested

10. The Stockitem will display. This can be cleared or closed.
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@ Stockitem - STAFF at Fastville UL
Main  Application Item XReferences File
FiClear | F2insert | F3Update| FaDelete | F5query | F6Table | | |
Query Via
Item No [ILLS1000015477 Cat Ref No ¢ ftem © Cat © Hevword 1 Any
Previous Queries j ﬂ ﬂ J J
Title| MARLFOX
Author| JACQUES, BRIAN
Subject
Series
Publ. Details
Call Number| F JAd] [ Sts Cade| AF [Form]iLL  [Call Set]
Description | Convert Val |
Luc?:nt:::ln EAS Temp |EAS Floor| Origin/Source W

Forl_(Yo?Nr; Y Loan Type Opac? W Alertm Process | |

Received ﬂ ﬂ Accessioned Current Cost

Group |LIB
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
Cnloan H Due OonOrder H Res1 Seq Set ?Size
1 1 400
Last Modified by Issues 0

Erter shelf code for ftem

On receipt of the item

Change the temporary barcode to match the barcode on the item.
Add the date received. Fill in the ILLS lib, ILLRen (Y/N) and ILL Due if required at the base of
the Stockitem screen.

3. When F3Update is selected, the item will be updated and a message will be displayed about
its reservation a borrower barcode has been entered on the ILLS screen.

@ Stockitem - STAFF at Fastville U

Main  Application Item 2References File

F1 Clear | F2 Insert | F3Update | F4Delete | F5ouery | F6Table | | |

Query Via
It  Cat * K d I A
Item No |I4455334465T Cat Ref No em a evwor i
Previous Queries j ﬂ ﬂ J J
Title| MARLFOX
Author| JACQUES, BRIAN
Subject
Publ. Details
Call Number| F JAC [ Sts Code] AF [Form |iLL [ call Set]
Description Convert Val |
Location
Perm |EAS Temp |EAS Floor | Origin/Source [VDX

FDrIF:?Nr; |? Loan Type Opac? W Alert W Process | |

Received ﬂ ﬂ Accessioned Current Cost

Group |L|B
ILL Library: BEW ILL Ren: Yi ILL Due: 06/11,/2006 ITEMTYPE: N MEMOS: 0
Onloan H Due OnOrder H Res1 Seq Set ?Size
1 1 400
Last Modified  09/10/2006 11:54:54 AM by STAFF lssues 0

Further description of tem max 100 chars
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ILL Reserved

.
\!1) This ILL is reserved For KIPPOG (Gaye Kippo of 9555 0333, 334 Gayekip St, Library Town, Waj),

The item can now be loaned in the usual manner. When the item is returned, it will give a message
about the Returning Library and the date to be returned.

Returns

Thiz iz an InterLibrary Loan tem
356401224531

Due back st P3ALE on Sunday, 24 March 2002.

On return of the item

Select F4Delete to delete the item from the catalogue. This deletes the corresponding ILLs record.

ILLs Loans from your library

Each ILLs Library can be a Borrower on your system. Make sure that you have a Borrower Type of ILLs

and that the loan parameters are set correctly.

{7 Patron Details - STAFF at Eastville =
Main  Application  Borrower XReferences  File
Fi Clear | F2insert || F3Update || F4Delete . F5 Query || F6 Table
BarCode |P2ALB Pi
arode | " Given Name Middle Hame
Sumame [Albany Public Library [ |
Title Sex |— Balance: $0.00
BirthDate <|[=] 2
Type |I Group Class

Status |OK York St, Albany
Location ’r

Internet Approval Borr .D.
Loan Memo
Refl | Ref? Count
Email | Use for Notices [N 2 0
Mobile/Cell | Use Mobile/Cell for Notices |
Joined 28/05/2002 At EAS Modified 28052002 42703 PM Seq Set ?Size
Reg Exp. 30/05/2005 Last Active 25/0872004 by  STAFF 1 1 400
CAPS UM

Enter SURMAME
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wid Issues - STAFF at Chelsea Library Manday, 30 September 2013 5.29 PM o = b
Main  Application Borrower Items Print
F1 Clear F4Bor? | F5item? |  F6A4Style | F7BookMark | F8Newlssues| F9lssues | F10 Statement |
¥ Show ltems .
|B26 Name Potential Charges | $0.00
Ts oK |CHELSEA |Brissett
Type Status  Locn Mrs  |Judith B
al. |$0.00 {
Group Class | | |— i
| | Memos [0 Loans |1
Form Rsv Title / Author / Call No Item No Due Back T.Loc P.Loc Ren
= | BK 0 If Wishes Were Horses | Ivy Baker | BAKEEQ-‘.’-USQGE?-‘.’- S OTMO0I2013 ECHELSEA {CHELSEA :

Amlib Version 5.3 and higher allows VDX to communicate with Amlib via the NCIP protocol.
Messages include:

e Request items — Amlib then determines whether the requested reservation is allowed and
creates the reservation if allowed

e Cancel Request — Amlib deletes the reservation

e Issuing items — Amlib issues an item

e Renewal of items — Amlib determines whether the requested renewal is allowed and then
renews the item if allowed. A new due date will be returned

e Return of items - Amlib returns the item

Separate notes are available in the Amlib/Help folder for Installation and User Guide
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TRANSFERS

This facility may be used to effect changes to the permanent, temporary or both locations on
Stockitems. For example, this could be useful when items are being located at another Branch
library.

The Stockitems to be altered can be chosen by:

1. Wanding the items
2. Query —searching for the items
3. Item Transfer From a File — Save the items into a Saved File

Wanding the Items
5. Launch the Amlib client
6. Go to Main > Circulation > Transfers (Ctrl T) — the Transfers screen will display:
7. Set the Location to change to, by choosing the appropriate Location from the Drop-down box

8. Choose which Locations to change by clicking the appropriate Location setting (radio buttons
above the empty listing:
a. Perm And Temp Locn (to alter both Permanent and Temporary Locations of the
items)
b. Perm Locn Only (to alter just the Permanent Location of the items).
c. Temp Locn Only (to alter just the Temporary Location of the items)

{&) Transfers - STAFF at Chelsea Library Wednesday, 17 July 20131156 AM [o] @ =
Main Application Form  [tem

Chelsea Library

Perm Locn:  [Stack -
Temp Locn: Im j
Location Settings
& Perm And Temp Locn  Perm Locn Only  Temp Locn Only
Form| Stats Rsw Title | Perm | Temp ftemn Ho

item |

HuM

9. Wand each item in the Field labelled Item. The Item details will display in the Table. As it fills
it will continue scrolling down.
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Query

- Location Settings
& Perm And Temp Locn T Perm Locn Only " Temp Locn Only
Form Stats| Rsv Tithe Pam Temp Hem Ho [E
= 8K | £ | 0 [Bananas in priamas Things 1o do  illustrated | STACK [sTack 55423 [E]
=+ BE E 0 |Beqinning to kearn about thinking I By Richand| STACK | STACK SEOZ11157
=+ BK E 0 |Blossom Comes Home | James Harrod STACK | STACK GROTRA525
=+ BE E 0 | Derty Henry [ Lucy Dickens STACK | STACKE Ga03B4A9T1
= BH | E 0 |Antarctica | Helen Cowcher STACK | STACK SHOFHS000
=+ BK | E 0 | The Choosing Day | Jennifer Beck STACK |STACK SROIES018
- BK | E 0 |Boxed In [ Vyanne Samuels STACK | STACK GHOTHS 06
=+ BE E 0 | The Christmas Star | Marcus Plstar STACK | STACK SE03E5130
- B | E 0 | Big ALl Andrew Clements STACK | STACK SHOZHES12
= BE E 0 | The Animals” Christmas | Caiharine Gardam | STACK | STACK GEOIBES4T
= BK | E 0 |As |Grew Oider | lan Abdulla STACK | STACK GHOIRGEZT
= 8K | E | 0 |Countrybear's neighbour LarryDane Brimne STACK  |STACK | osoasses0
s i F | Fateh it if way can | Arian Thamnenn ETArK | eTar i GRATARTI L5
Hem

It is possible to search individually for items for the Transfer.

1.
2.

Follow the Instructions from 1 — 4 from above
From the Item Menu select Query

Location Settings
& Perm And

Itern Deetails
Ieerr Merse
Itern Sesrch F5

Itern TransfesFromFile

ay, 17 July 2013

" rerm Locn Only

1249 PM

" Temp Loen Only

|Form | Stats| Rsv

Perm | Temp

Item No

3. A Stockitem Enquiry box will display

4.

Enter a query term and press F5 Query
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Stock Itern Enquiry
F1 Clear | F3 Choosel ‘ F5 Query |

Title | HORSE

Author
Publisher
Series/ISBN
Subject

Call Number |

Perm
Form I T I Item No

Form Rsy On|On Title Perm | Temp| Due Iltem Mo |«
Loz Org Locn | Locn | Back [

<[ 3

Mote: Searches on this window default to your group settings

Enter first name of Stockitern

5. The items found for the Query will be changed and added to the list

Item Transfer from a File

It is possible to select a File of items for the Transfer.

1. Follow the Instructions from 1 — 4 from above

B Teansfers - STAFF at Chelsea Libeaey Wednesday, 17 July 0131234 PM = | @ =]
Main  Application Form
Chelsea Library Clear hem List Fl Wednesday, 17 July 2013 234 PM

P Iem Details
hem Mema
Te em Search F3
Location Settings hem TransferFromFile
& Parm And Terrprooow wrm Locn Cnly " Temp Locn Only
Form | Stats Rsv Tithe Perm | Temp Hem No -
-+ BH | E 0 |dis for dinosaur | Rosalinda Kightley | STACK | STACK fa0489925
- BH | E 0 |d is for dinosaur | Rosalinda Kightley | STACK | STACK Ha04589925
=+ EBHK E 0 |dis for dimosaur | Rosalinda Kightley 1 STACK STACK BH0489925

2. From the Item Menu select > Item > TransferFromFile
3. The Stockitem Saved Query Results will display
4. Highlight the relevant File and choose F9 Select
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Stockitern Saved Query Results @

Fillew | F2Empty | F3Save | F4Delete | F5Query | F6Print | F7Copy | F8Paste | Fo Select |

Sort @ Asc " Desc Operator: |STAFF j
Details Allow other Qity Last File -
operators to Updated Mo
access this file
(YMN)
gk 28M1 Y 3 28M1/2012 9:21:13 AM | 3417
gktest3 Y 3 27M11/2012 12:26:19 PM{ 3392

gk test 0 27112012 12:20:31 PM ;. 3367

gk2 14 1 07M1/2012 2:36:35 PM | 3342
oldills 60 11/09/2012 10:17:59 AM | 3341

Overnight EQ
ExchangeMundaring 22/6
Exchange Greenmount 22/6
gk testing 21/6

Order records

Little coffee

5 22/07/2012 1:5816 PM | 3340
22/06/2012 5:40:23 PM | 3316
52 22/06/2012 45707 PM | 3315
135 (2106/2012 53343 PM | 3290
12 {15/06/2012 2:56:50 PM | 3289
3 14/06/2012 12:15:30 PM | 3264 ~

=i=imii<ii<i=i=
I
=~

5. The items from the File will change Locations as specified, display on the listing and a
message will show:

File Transfer @

':0} The items in the file have been transferred to the new location.

BORROWER FINANCIAL - MAKING A PAYMENT

Single Entry Accounting

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
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Payments

Total Amount Owin

This Payment

Receipt Mo :

Change Due

$298.20

I
——

& Allocate Against All kems

" Allocate Marked ltems

‘ Ciong |

x]

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

Borrower Financial Transactions

F1 Hew Charge

“ersme || rave || rsouesy | rom | rramem | rorwmns | pnem || riowsme |

X

|EIOOKREF' |Carpenter _ " Asc (¢ Desc
Type TransDate Date Modified | Lochn | Comme Iterm Title Gty | Charge | Inv_Ro Iy Date Paid
(Debity (Credit)

OWERE 1 2/08/2011: 0750252012 Lia Auta 37240 Chocolate: 1 (51995 1155 120872011 :519.95
Charge dreams :
far aver 124

OWERE 1 2/08/2011: 07025201 2 Lig Auta 14235 Completei1  ($29.95 (155 1208/2011 1§29.895
Charge hook of
for Australiar

OVERE 1 200852011 075020201 2 LB Auta 46213 Lady 1 i§156.00 (155 120872011 1%15.00
Charge knight/
far Tamara

OWERE 1 2/08/2011: 07025201 2 Lig Auta 32717 Pulling {1 i$12.95 {155 1208/2011 1§12.85
Charge the
for moves [

OVERE 1 200852011 075020201 2 LB Auta 43044 Harry 1 i§g17.00 {155 120872011 1§17.00
Charge Potter
for and the

OWERE 1 2/08/2011: 0750252012 Lia Auta 45630 Feadings:1  :$51.00 1155 120872011 :551.00
Charge on The
for importanc

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
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4. Click the Do! Button

Waive

Total Atmount Owing $8.80

Selected Amount to Waive $5.80

Reason / Explanation

| IN HOSPITAL]

5. A Waive transactions confirmation message will display

Waive transactions X

\;r/ Are you sure you wank o waive the selected bransaction(s)

o |

6. Enter Yes to continue or No to cancel
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IN HOUSE PROCESSING

The In House process allows libraries to report and to keep statistics on items used within the Library

but not borrowed.

1 Access the Window from the Issues module > Application Menu > Process In House
Wanding a Stockitem in the In House use window , updates the Last activity date for that
Stock item and puts an INHOUSE entry in the item History, which is then counted in Amlib
statistics.

3 Some libraries collect any items left on tables at the end of each shift change and want to be
able to identify materials that are being used but not borrowed.

& Circ_InHouse - YVOMME at SELBY Branch

Mar Applcation Fom  Them

Change Location Setlings

& Mo Change o

SELEY Branich Wodnasday, 26 May 2004 11:16AM
Effective Process Date ‘Wednesday, 26 May 2004 11:16 AM
Paorm Locn: |5ﬂ“5".d. =
Tomp Locn:  |SELBY Branch _-J

eim And Temp Locn

™~ Peim Locn Only = Temp Locn Only

Foim Stals Rsv

AF

Titke
0| Blaad gt (Dick Fiaisis

Ereak i Dick Franci SELE ag

Perm
SELEY

Teing
SELEY

Hem Mo
SR 10237
!

4 Scan as many items as required and close the window when finished. The Item history has

been updated.

Stockitem Circulation History

F5 Query Fé& Print
I
Times Issued : § S 0 StockTake | Original Cost Price
Times Resenead Paring U Last depr: $14.00
Times Renewed : 0 0 LastAct:  26/05/2004 11:16:08 AM
920054542 Circulation Activi :

Action Date Whao Comments S
INHOUSE Fh52004 Wanded In HOUSE window at SELBY by YWONNE i §0
TRAMSFER 210052004 Perm Laoc was GEMBRCOOK now SELBY Ternp Loc wi §0
TRAMSFER 210052004 Perm Lac was SELBY now GEMBROOK Termp Loc wi §0
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Reporting In House use

For example to see a list of items used in house in the last 7 days.

In RepStockitem, choose a Stock item history report. This example uses &stkhis2.qrp.

RepStockitem - Where

“rasme |
1 Choose Search Column 2 Choose Operator
Iterm Mo ~
—= " LIKE  LKE N 2
History Yalue & — r .
Borrower Mo
History Date < o« ) oy
Histary Cantents b - N

3 Type the WHERE Condition and Press PASTE OR  Press SPECIAL

Paste
| INHOUSE =
ﬂ Optional Multiple Brackets J Special
{ Column Cpet Where 3 ~
: History Datei =  iCurrent Date - 1 Week . iAND &

JHOLUSE

ELL ER

Delete

The Where parameters would include:

History Type = INHOUSE AND
History date e.g. Greater than >

> Special > Current date — 7 days

> F3SAVE

Statistics can be counted for InHouse use, using the Stats Parameter number 25.

B Sup_StatsParams - STAFF at MOMTROSE Branch
Main  Libraryfeny

Fillew | Fzinsert | FiSave | FaDelete || F5 ouery | F6Print |

Stat Stats Count Money Form lMem Bonr Bonr Bonr Locn Suburh Ward Area Year Month Day  F#
Typ:  Description (N} (M) (OOHN) | Type (/M) Group Class (Y/N)| (YN} YON (OMN) 00N 00N (0N
19 ‘Fnreiqu Reser\re“f ‘H "'f' A “f L) "'f' A H ‘H N A “l’ A N
20 |Loen Transfers | H L ¥ M H N ¥ H H 1] ¥ Ny by N

M | Hew Oiders | N N [N N N N ¥ [N W N Y ¥ ¥ [N
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CREATING MASTER/SUBSIDIARY ITEMS (KIT LOANS)

It is possible to link stock items to one (Master) item. All the linked (or Subsidiary items) show as on
loan when the Master is on loan. This is useful for sites that want to set up kits or videos (with
programs catalogued separately) and do not wish to loan out the separate items independently.

Example 1: Videos with Multiple Programs

Title: ABC for Kids SUBSIDIARY ITEMS

e Bigred car (20 mins)
e Wiggle time (30 mins)

MASTER

Example 2: Kits

SUBSIDIARY ITEMS

e Teacher’s Guide Book
e Video

e 24 plastic animals

e Sound cassette

o  Worksheets

e Game

Kits can be added as a Master with Subsidiary items, or alternatively as a single item. Use the former
for those instances where you would like the ancillary items to be searchable on the catalogue.
Otherwise a Memo on the stock item which lists the ancillary items would suffice.

Creating a Master Record

1. Launch the Amlib client
2. Go to Main > Stockltems > Stockitem — the Stockitem module will display

3. Ifyou are creating a new stockitem: Enter the barcode that you wish to use for circulating the
loan. If the item is a kit or box, scan the barcode into the Item No field. Otherwise, just do a
F5Search in the Stockitem module to locate the item which you would like to be the Master
Item

HINT: A description relating to the item as a Master can be added to assist in listing Master Items.
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4. From the menu, select XReferences > SelectAsMaster:

#": Stockitem - STAFF at Chelsea Library o] @ |3
Main Application Item File

F1Clear | F2Insert Autharity F6 Table FT << F8< | F9> | F1o>:-|

Borrower Query Via
OtherBorrowers It " Cat * K d [ A
Item No -l;:-l!_.,m” e 32000 em a ELm o
HiEls Previous Queries j ﬂ J J J
] Order Records
Title| ABC for Periodical Records
Author Stockitem 3
Publisher| ABC vid -
oTolssues
Series lcve ltern [ Vol |572 1991
Subject Renew [tem
Call number| VIDEO | g e [StsCode]svip  [Form |vi  [Call Set]
Description ,— Return Chute Itern - Copy No / Convert |
: AdditemToReservelist
Location
Perm |CHELSE - Floor | Origin/Source
reaklink
I II‘\??NI-; W Loe Createlink \lert m Process | |
ived [22/011 ! 2210111997 24.50
Received Selecthchiacter r..ed Current Cost .
Group |LIBRAR RelatedItems
ILL Library: RemovefsMaster ue: ITEMTYPE: N MEMOS: 0
Onloan N Due OnOrder N Res 0 Seq Set 7Size
) 4 21 200
Last Modified 221011997 11:22:54 AM by CATE Issues 16
Select this record be a Master for subseguent selection (Type M) | MU

5. The following prompt will then display: The Item has been selected as Master.

Select As Master @

\:I The Itern has been selected as Master.

6. Once the item has been selected as a Master, the ITEM TYPE: will change from N (Normal)
to M (Master):

ILL Library: ILL Ren: ILL Due: ITEM TYPE: M EMOS: 0

Teee— .
OnLloan N Due OnOrder N Res D 5eq Set 7?Size
- 4 21 200
Last Modified 22011997 11:22:54 AM by CATE Issues 16

Process Information Date | MUK

7. Click the F1 Clear button — the system will remember the last item to be made a Master
ltem

8. Itisthen possible to link other items to this Master Item. You can either create a new
stockitem record (attached to the same catalogue record), or use F5 Search to locate the
stockitem in question (which can be linked to the same Catalogue record — or a separate
record if you would like it to be searchable as a unique entity).
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9. Once the stockitem to be linked is displayed on the screen, from the menu, select

XReferences > Createlink — a prompt will then display, asking you to confirm the Link this
Item with the Current Master:

Create Link £

10. Click the Yes button to create the link — the following prompt will then display: The item has
now been Linked.

Create Link @

| The tern has now been Linked.

11. The Stockitem will now have an ITEM TYPE: of S (Subsidiary):

% Stockitem - STAFF at Chelsea Library =] @ =]
Main Application [tern XReferences File
F1 Clear | F2 Insert | F3 Update F4 Delete F5 Query F& Table FF << F8 =< | F3=> | F10 == |
Query Via
™ ltem  Cat * Keyword [ Any
Item No |[[iElEE Cat Ref No 34787

Previous Queries ﬂ ﬂ ﬂ J J

Title| Big red car [videcrecording] / the Wiggles.
Author| Wiggles (Band)
Publisher| [Australia] : ABC Video, 1995.

Series 1995

Subject| Songs.

Call number| VIDEO WIG WD [Form]vi  [Call Set]
beaprte | Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
i I{‘,??N'; |T Loan Type Opac? |T Alert m Process | |
Received |24/09/1998 ﬂ ﬂ Accessioned |01/0171996 Current Cost  |24.95
Group [LIBRARY
ILL Library: ILL Ren: ILL Due: ITEMTYPE: 5 MEMOS: 0
Onloan N Due OnOrder N Res 0 Seq Set 7Size

2 3 200

Last Modified  24/09/1995 12:00:00 AM by TREVOR lzsues O

Process Information Date NUM
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Circulating Linked Items

1 When borrowing out linked Items, only the Master Item will display in the Issues module:

i Issues - STAFF at Chelsea Library Tuesday, 9 August 2011 1142 AM =] & |[==]
Main Application Borrower Items Print
FiClear | F3RenewAll| F4Bor? | Fsltem? |  F6AdStyle | F7BookMark | F8Hewlssues | F9lssues | F10 Statement |
¥ Show ltems
|BQSBB Name Potential Charges | $0.60
A Jok [CHELSEA |Smith
Type Status Locn Ms o=l J B
al. |$0.00
Group Class | | |_ y
[ENG | [0861047200, 2/298 Selby Street, Osborne, W.A., 6 WMemos |0 Loans |3
Form Rsv Title [ Author / Call No ltem No Due Back T.Loc P.Loc Ren
BK | 0 :4.50 from Paddington | Agatha Christie / G 980215342 20/07/2011 ; CHELSEA CHELSEA 1

BK | 0 :Doctor Who and the auton invasion |/ Terr; 980387259 29/07/2011 ;CHELSEA CHEL SEA 1
{ ABC for kids Volume 2 Video hits ."VIDE[]: 12011 ECHELSEA {CHELSEA

2 Subsidiary items can be circulated independently of the Master — the following Alert will
display if a Subsidiary item is circulated: This is a Subsidiary item. It is not usually issued
using its own barcode — normally the Master record must be issued.

Do you want to issue just this item?

Item Alert 3

This is a Subsidiary item. It is not usually issued using its own barcode -
normally the Master record must be issued
Do you want to issue just this item ?

3 When the item is returned another Alert notice will display (see below for more details)

4 Once the Master Item is out on loan, all linked items also show that they are out on loan to
that borrower. In the Borrower module, from the menu, select XReferences >
ShowltemsOnLoan to see the full list of items on issue to that borrower (including linked

items):
@ Stockitemn List - 5 rows = @
Main Table XReferences File
Seq Title Author Call Mo Form Stats |On| Due |Rsv|Perm| Process | On Series Process Date E¢ ~

Loa Hack Lo fat!

1
2| Big red car [videorecording] / { Wiggles (Band) VIDED WIS V1 VD Y 2308260
3| 4.50 from Paddington .-'Ag;th. Christie, Agatha, 1& PB CHRI BK iPB Y i28/07/260 CHEL M {878-0-00-615 18
4| Doctor Who and the auton invi 0426112954 Dicks, i JPB DICK BK (JPB Y {28/07/2¢0 CHEL N iDoctor Who 18
I 5| Australia [Map] / designed by ; Australia. Division ¢ 812 BK ANF Y i 23/08/2(0 CHEL: N l
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5 To check the Master of any Stockitem with an ITEM TYPE of S, from the Stockitem module
menu, select XReferences > CurrentMaster — the following prompt will display denoting the
current Master record:

Current Master @

1:0] "ABC for kids Volume 2 Video hits' is the current Master record.

6 To check a listing of linked items, from the Stockitem module menu, select XReferences >
Relatedltems —a Stockitem List of Related Items will display:

& Stockitem List - 3 rows = @

Main Table XReferences File

Seq Title: Author Call Mo Form Stats |On| Due |Rsv| Perm| Process |On Series Process Date B =
Loa Back Loc Ord

0 iCHEL N

2| Australia [Map] / designed by i Australia. Division ¢ 512 BEK i ANF

3 | Big red car [videorecording] / { Wiggles (Band) VIDEOWIG (W1 (JVID iN 0 CHEL N 18

Returning Master-Subsidiary Items

This procedure applies to checking in or scanning through the returns module any items that have
been set up with a Master-Subsidiary relationship (for example, kits with several parts or boxes of
books and other library items).

1. Launch the Amlib client
2. Go to Main > Circulation > Returns — the Returns screen will display

3. Check in the box or Master item —a prompt will display with the following message: This is
the Master Item. Return All Parts

Master Return B3

This is a Master Item . Return All Parts

4. If you are sure that all items are present, click the Yes button (otherwise click the No button)
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5. If you clicked the Yes button, the returned item will display in the Returns screen:

&% Returns - STAFF at Chelsea Library Tuesday, 9 August 20111227 PM =] ® | =]
Main Application Borrower Itemn  Print
F1 Clear F3 Renew F5 ltem ? |F11 ResSlip)|
| B9988 Mame . . .
| A |OK |CHELSEA | Smith ftems on Loan || 2
Type  Status Locn
Group Class |M5 |Sarah |T Memos ,_
|ENG | | 0861047200, 2/298 Selby Street, Osborne, WA 6 Balance |$0.00
Form|Rsv Title / Author Item Mo Due Back |Renewed T.Locn
! 0 450 from Paddington / Agatha Christie / CHRISTIE; 980215342 {20/07/2011 1 {CHELSEA
Wha and the auton invasion / Terrance Dick: 980387259 { O 20007/201111
s Volume 2 Video hits ]

6. To return only some parts of the box or set, click the No button — the Subsidiary Return
Check screen will display:

Subsidiary Return Check (==

980263408 ABC for kids Volume 2 Video hits

This item has paris. If some parts are missing then mark them below if you do not want them returned.
You may also create a memo and add a process code to the missing part.

Ifyou DO decide not to return an item then it will be disconnected from the master and a memo will be created.

ProcessCode,i Alert I_ Opac ’_ For Loan ’_

Memo Type | Text | Was aftached to 930263408
Return ? |Add Memo ? | Add Process ? Title Item Mo -
Y M N Australia [Map] / designed by the divisio: 73520
Y M M Big red car [videorecording] / the Wiggle 859044

Proceed as Indicated

Abandon this MASTER return Cancel

7. Use the list to check if all contents are present. If not, use the options on the screen to
process these items according to your library procedures:

8. Click the green OK button at the bottom of the screen to process the items as indicated
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Subsidiary Return Check

=5

980263408 ABC for kids Volume 2 Video hits

This item has parts. If some parts are missing then mark them below if you do not want them returned.
You may also create a memo and add a process code to the missing part.

Ifyou DO decide not to return an item then it will be disconnected from the master and a memo will be created.

Process Code | 55iING PART

Alert

,‘r’_ Opac ,Y_ For Loan ,N_

Memo Type | KIT PART

Text |lem was missing from the Kit. This item was missing from the Kit

-

Return ? | Add Memo ? | Add Process ? Title Item Mo
W iN Y ¥ E|Austra|ia [Map] / designed by the divisio: 73520
Y M M Big red car [videorecording] / the Wiggle 859044

Proceed as Indicated

Abandon this MASTER return

Cancel

8. Items that were marked as Y for return will display on the returns screen:
5 Returns - STAFF at Chelsea Library Tuesday, 9 August 2011 1.16 PM =] @ |2
Main  Application Borrower Item  Print
1 Gor > Renew
| B99Bs Name .
| A |OK |CHELSEA |Smilh ltems on Loan | 3
Type  Status Locn
Group Class |Ms |Sarah |T Memos ’_
|ENG | | 0861047200, 2/298 Selby Street, Oshome, W.A_, 6 Balance |$0.00
Form| Rsv Title / Author Item No Due Back |Renewed T.Locn
BK | 0 4.50from Paddington / Agatha Christie / CHRISTIE} 980215342 20/07/2011 11 CHELSEA
BK | 0 ;Doctor Who and the auton invasion / Terrance Dick: 980387259 29/07/2011:1 CHELSEA
BK | 0 'Australia [Map]/ designad by the division of Nati / Al 73520 23/08/20111 0 CHELSEA
: 3( olume 2 Video hits : : :

9. If some items were marked as N for return, these will display as on loan to the original
borrower:
w Issues - STAFF at Chelsea Library Tuesday, 9 August 2011 118 PM =] @ |
Main Application Borrower Items Print
FiClear | F3RenewAll| F4Bor? | Fsitem? | F6 AdStyle F7 BookMark | F&Newlssues | F9lssues | F10 Statement |
¥ Sh It .
|BSE]88 Name Potential Charges | $0.60 ow ftems
A ok [CHELSEA | Smith
Type Status Locn Ms i J Bal. $0.00
Group Class | | |_ al "
[ENG | [0861047200, 2/298 Selby Street, Osborne, W.A., 6 Memos |0 Loans |3
Form Rsv Title | Author [ Call No ltem No Due Back T.Loc P.Loc Ren
BK i 0 4.50 from Paddington / Agatha Christie / C 980215342 29/07/2011 {CHELSEA i CHELSEA 1
B T T T T N LT T S IO T Tl U e T ey T T e S e THECSER T
——B Rt stratia AP e sigTE by et TS T T2 St B S B CHELSER o
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10. Items that were marked with a Y for Process Code, will contain the corresponding Process in
the Stockitem record:

@ Stockitern - STAFF at Chelsea Library =] ® ===

Main  Application [tem XReferences File

FiClear | F2insert| F3update| F4Delete | F5Query | F6Table | | |

Query Via
S IE_E Cat RefNo 35033 “ Item © Cat ™ Keyword [ Any
Previous Queries J J J J J
Title| Australia [Map] / designed by the division of National Mapping.
Author| Australia. Division of National Mapping.
Publisher| Queanbeyan, N.S.W.

Series/ISBN

Subject| Australia - Maps.

Call Number| 912 ANF BK [Call Set
e Copy No [ Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
For Loan
tvmy |1 Loan Type opac? |Y  alert [Y ( Process |MISSING PAums;znu
Received [19/05/1999 < | Accessioned |01/01/1984 Current Cost  |30.00

11. If items were marked with a Y for Memo, the memo will display on the Stockitem record:

IS

Memos for this Stockitem @

F1 New F2 Insert F3 Save F4 Delete F& Query F& Print F7 Modify

Show Date End Date Type Memo Details BorBarMoifap] =
Y 109/08/2011; 241272038 KIT PART Was attached to 980263408 This item was B9983
missing from the Kit. This item was missing from
the Kit

12 When returning a linked item, if you attempt to return the Subsidiary Iltem rather than the
Master Item, the following prompt will display: This is a Subsidiary item. It cannot be
returned using its own barcode — the Master record must be returned.

Item Alert @

|_ This is a Subsidiary item. It cannot be returned using its own barcode -
‘S’ the Master record must be returned.
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Supervisor Settings

It is possible to change the System settings so that when a Master Item is checked in via the Returns
module, it automatically shows Subsidiary Return Check list of the Subsidiary Items:

1 Go to Main > Supervisor > Installation — the Installation (DEFAULT) screen will display

2 Select the Circulation tab

3 Scroll down and adjust the following setting: Show subsidiary items when returning a master

item (Y/N) =Y
4
S Installation - STAFF at Chelsea Library o] @ [==]

Main  LibraryMenu  Installation

F3 Save F5 Query
All ‘ Borrower | Catalogue | Circulation Stockitem System Other ‘

DEFAULT

Description Value
Owverdue items can be renewed without needing override permission (Y/N) :

w subsidiary items when returning a master item (Y/MN)

Show the 'Borrower has read ..." message up until #5+# days 59999

5 Click the F3 Save button

6 Exit and restart Amlib client for the settings to take effect

Alternate Method

HINT: Alternatively, you can attach a memo to the Master Item, so that a message displays with an
indication of how many items are attached so that this can be checked:

Mernos for this Stockitem @

F1 Hew F2 Insert F3 Save F4 Delete F5 Query F& Print FT Modify

Show Date End Date Type Memo Details Bor BarMoifap] =

Yo 09/08/2011: 24M2/2038: KIT This kit contains the following items: (1) abc for
kids wol 2, (2) big red car and (3) map of australia.
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Delinking Items
1. To break the link: from the Stockitem module menu, select XReferences > BreakLink — a
prompt with the following message will display: The Item has been unlinked from ‘XXXX’

Unlink (23]

; I The Itern has been unlinked from 'ABC for kids Volume 2 Video hits'

Please Note: You will be unable to delete a Master stockitem record if it has linked items. The Master
cannot be removed as a Master until the items are first disconnected.

LOANING FILES

Items can be loaned out using files.

1 Create the file (e.g. By wanding into File from the Stockitem screen).

— R — T —
i@ Issues - STAFF at Chelsea Library | Monday, 30 September 2013 6.20 p_ml-:- CER X ]
- e ——
Main  Application | Borrower | Items  Print
F1Clear | F3 Reney Borrower Address fark F& Newlssues | F9lssues | F10 Statement |
Borrower Bookings ¥ Show ltems —
B378 arges | $0.00
B Borrower Current F11 g

YA OK Borrower Details
Type - Status Borrower Financial ’_ Bal. lmT

roup -

’7 Borrower IssueFromFile B
. Ly Memos [0 Loans |3
| Borrower Memos

Form Rsv st Prsefans Due Back T.Loc P.Loc Ren

BK i 0 iThe 13/08/2012 : CHELSEA CHELSEA
Borrower Reserves

BK : 0 :Mrl 07M0i2013 : CHELSEA CHELSEA 0
Borrower Search F4

BK : 0 :Mur 07/10i2013 { CHELSEA CHELSEA 0
Exact Name Only
Go To Reserve For Borrower
Privileges
Basic Offline Issues/CheckOut 3

2 The file may be items that you have selected e.g. for a theme.
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Stockitem Saved Query Results

Fihew | FzEmpty | F3Save | FaDetete | F5 query | Foprint | F7copy | F8Paste | Foselect |
Sort & Asc  ( Desc Qperatar: |STAFF j
Details Gty Cwgner Last File fad
Updated

never order

3 When thefile is loaned, all items in the file display on the Issue screen

-

w Issues - STAFF at Eastville Friday, 29 February 2008 3.31 PM UL
Main  Application  Borrower  Items  Print
F1 Clear F4Bor 2 | Fsttem? | F6 AdStyle | F7BookMark | F8Hewlssues | Fdlssues | F10Statement |
¥ Show ltems
| Name Potential Charges | $0.00
l oK lcoT Kim
Type Status Locn Helen B
al. |$0.00
Group Class | | |—
INR |BCT Sac Memos [0 Loans l?
Form Rswi Title / Author ! Call No ftem No Due Back T.Loc P.Loc Ren

— | CD : 0 :.Japan at play [electronic resource] : the k STOCKO01722278B 21/03/2008 :EAS EAS 1}
— | BK | 0 :Japan/Henry Pluckrose. ! PLUCKROSE, H 31111006000036 14/03/2008 ;| S0U S0U 1]
— | BK : 0  Japan/Peter Spry-Leverton & Peter Korre ASLIB21266549B 14/03/2008 :EAS EAS 1]
— | BK : 0  Japan [videorecording] : memaoirs of a se: 31111023304486 14/03/2008 :EAS EAS 1]
— | BK : 0 The Japanh we hever Knew : a journey of d: ASLIB51634864B 14/03/2008 :EAS EAS 1]
— | CD : 0 :The Japanese industrial economy [electri STOCKD0185787B 21/03/2008 :EAS EAS 1]
— | BK : 0  Japanese. Level one [sound recording] f :31111029197405 14/03/2008 :EAS EAS 1]
— | BK : 0  Japanese. Level one [sound recording] f : 31111029457072 14/03/2008 :EAS EAS 1]
— | BK : 0 The Japanese today : change and continu ASLIB30018161B 14/03/2008 :EAS EAS 1]
= | CD : 0 :Japan's comfort women [electronic resot STOCKD01820288 21/03/2008 :EAS EAS 1]
— | CD : 0 :Japan's contested constitution [electron : STOCKD0196401B 21/103/2008 :EAS EAS 0
— 0 :.Japan's international relations [electronic STOCKO0181021B 21/103/2008 0

Adjust

e [STOCKO00181021B| = 1Day | 3Day| 1wk| awks|  “tom
tem STOCKOO 810218 successfully lssued | MU

4  Each item is given a Memo showing the file and the borrower.

Memos for this Stockitem

F1 Hew F2 Insert F3 Save F4 Delete F5 Query F6& Print F7 Modify
Showe Date End Date Type Memo Details Bor Bar blo ifap) |
Yo 129002020081 28/02/2009; FILEISSUE | Issued to Kim via File Number 2488 080009
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5 When the items are returned, the file is selected and all items are returned from the
Borrower. The items are still attached to the file.
6 The Memos assigned to the items are also deleted when returned.

_
£5 Returns - STAFF at Chelsea Library Monday, 30 September 2013 623 PM =]

Main  Application [Borrower] Itern  Print

Borrower Bookings ’ F11 ResSlip

F1 Clear

Borrower Details
Borrower Financial
Borrower Memos ltems on Loan

Type  Status

Group Borrower Reserves | |— Memos

I ’7 Borrower ReturnAll Balance ’7
Borrower ReturnFromFile
Form| Rsv L\\; Item Mo Due Back |Renewed T.Locn

Go To Reserve For Borrower

Offline Returns/Checkln

Mo Borrower
Mo FinHalt

-,

File lssue

The Items in the File have been returned
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MEMOS

Memo Types
1. Open the Supervisor module

2. From the menu, select LibraryMenu > MemoTypes — the Memo Types screen will display

5§ Memo Types - STAFF at Chelsea Library [E==Hc]
Main  LibrasyMenu

Fitiew | Fzinsert | F3save | F4Detete |

F5Query | Feprint |

Memo Description Valid for Valid for  Show As Expires
Type Holdings Members Default n days
time
BARCODE Borrower's old barcode N ¥ N
BORCHGDETS A borrowers change of details has been acknowle: N Y N 8
CLAIMRET Claim Return Y Y Y
CNH Claims Never Had Y Y Y
COMMINFO | Note: Y N N $999
EXHIBIT Exhibition Use - Currently Not Loan for next 4 weel Y N Y 28
FILEISSUE Item issued from Saved File Y N ¥
HOMEREAD |Home Reading Preference N Y N 539
LOSTCARD  |Borrower Lost Card N Y Y
MERGED Merged bormrower details N ¥ N
Memo Types can be set for Borrower and/or Stockitem.
These can be used when:
12 Adding an individual Memo (supplies the Text automatically)
13 Mass Memo (from a Borrower or Stockitem Table)
14 Mass Memo Deletion (from a Borrower or Stockitem Table)
15 Where Searches and reporting
Mass Memo Data @
F1 Clear F3 Save
Show Date Message
|? |23.|'DE.|’2011 Exhibition Use - Currently Mot Loan for next 4 weeks e
End Date

21/07120M

Memao Type

EXHIBIT

Mass Memo Borrowers

1. Find the Borrowers to whom the Memo will be applied from a Where search or a Query. If
they are Borrowers that cannot be queried at the same time, find the assorted Borrowers and
save them to a File so that they can be displayed together in a borrower table. This example
uses searching for borrowers for a particular class using a Where Statement

2. Go to Main > Borrowers > Borrower Where

Last Updated: 1 October 2013 Page 82



Circulation Training Manual - Advanced Circulation

3. Enter an appropriate Where Statement to find your borrowers- for example Class = 7A and

Paste

£ Borrower Where - STAFF at Chelsea Library

BE] %

Main  Application

F1 Clear | F2 Insert F4 Select

F5 Query | F& Count

FT GtoFile

F38 Order

1 Choose Column to Search

BarCode ”~
Pin

Surname

Given Name

Middle Name

Title

Sex

Balance

BirthDate

Type

Group

Class

Status bt

4 Query Description

2 Choose Operator

" =

<

™~ LIKE

" LU<E

-

=

1IN !

3 Type the WHERE Condition

|78

Special

{ Column Operat Where }

3 o

Delete |

PLIRA

4. Select the F5 Query button

5. ATable will display. If only some of the Borrowers from the Table are to be sent Memos,

highlight those Borrowers — use Ctrl + Click to select multiples, or Shift + Click to select a

range.

6. Select Mass Memo All Borrowers or Mass Memo Marked Borrower as appropriate.

% Borrower List - 500 rows

Main Table XReferences File

w [

Aamock Deeda Mizz iHalimaiF (4

Lanensen Christing  iMisziMay F YA

0 5 BID B

o 2 EID B

5017 &

S017 =

9355 18660, CL130V047E0E7D

9555 18662, 1 CL1 3004780530

Seq Surname Mame Title | Middle | Sex Type Status |Loan; Locn | Group | Class | Refl | Ref2 | Addressi BarCode
1|4 H. Bracks Librarf Andrewe  ihdr iMark ik (80 0 0 B B MR 3999}—€ 95585 17438, i CL1 3004652910
F

g Aarons Allan hr i David

a019

4
5 | Aarian Allan ke fdohn ihd P 1] 7 BID B MR S018 9555 18663, | CL130%04751 050
B | Aaron Gareth v [N 1] 2 BID B R S018 9555 18665, | CL130%04751 210

9535 18666, CL130V02365590

9| Abay Kyla Mz iJane

e

s020

9355 18667, 1 CL130Y009341 6D

Ahbatizta

Drarvicd Mlr | Sigam

9355 18665,

9555 18671,

CLA30Y04751 36D

CL130%04751 640

13 | Abbey Samantha iMissiTeresdF v

15 | Abbey Smitha (53

o 4 EID |

BIC:

a020 G

a020 G

9555 18670, CL130%04751 56D

9555 18672, 1 CL130V04751 500

F o B B R
16 | Abbott Geraldineg  (Mizs F v 0 3 iEID | R 021 R 9555 18677, i CL130W04752100
AT | Ahbott Laurs hrs iKim LaiF :o 0 3 EID B R S021 R 9555 18676, CL130V04 782020
18 | Ahbott Moar Syahrs Mizs Foil 0 2 HEID B R a020T 9355 18673, i CL114C1 443558870
- o::: 18RT0 ("I ARANATRTVAST
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Step 3: The Mass Memo Data screen will display

Mass Memo Data

Show

M

Y{NIO

End Date

Type

Date Message

[23t0312010
dd{mmpyyyy

|3l].f11.r'2l]23
I—

Enter the details as re

quired:

1. Select Memo Type if appropriate — this will automatically insert the Show Default, the Date
Defaults and the Memo Message. To view the Memo Types available, type . <TAB> (full stop

and press the

TAB key)

Select

Choose asc/desc and click code or
description to change order

o pse

3

" Desc

3]

Code Diescription

.[|||||>
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Mass Memo Data |z|
Fasmo
Show Date Message
IY_ |23!I]3J'2I]1 0 |Email bounced, wverify email, change Motice to .

YINJO dd/mmpyyyy
End Date |1 712§2012

Type EMR

2. If no Memo Type is to be used, enter the Show, Start and End Dates and Message details.

Show: Y/N/O
Y The operator is alerted every time the Borrower’s identity is entered in
circulation
N The memo can be viewed from the Borrower memo option
0] The memo can be viewed from Opac

e Date: The date (in the format of dd/mm/yyyy) to begin showing the memo. This is defaulted
to today’s date but may be altered

e End Date: The date (in the format of dd/mm/yyyy) to finish showing the memo. This is
defaulted to the date as calculated in Supervisor, Installation, Borrower, “Delete memo after

xx days”. This may be altered

e Type: Optional. A type of memo can be entered to assist with deletions, reporting, queries
etc.

e Message Details: Text of up to 250 characters can be entered.

3. Select > F3 SAVE

Step 4: Memos will be automatically placed against the Borrowers. When the Borrower is displayed
in Circulation the memo will display if the Show is set to Y.

Memos for this Borrower

ritiew | r2msert | Faswe | raeete |
Barcode ICL114C13893?8D Marme |Abh0ﬁ, FPei Kin Mumber of Memos: |1_

stk Iterm no if applic ~

[Sho Date End Date Type Memao Details
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NOTE: Whether the Memo appears in the Borrower Module depends on
the Supervisor, Installation parameter for the relevant Location

‘r‘ (from Installation Menu). Check the Borrower button -
X

Parameter is "Show Memos in Borrower automatically”

OFFLINE MODULE

Off-line Circulation allows you to import your issues, returns or reservations from a dos file, created
with the Offline Module. This is useful when the Server can’t be accessed (for example: there is a
power failure where the server is, the IT dept are “doing things” to the server).

1 The Offline module is only available on PCs that have had the relevant programs installed,
before needing it (see separate guide)

2 Check the Main > Supervisor>Check Digits screen to ensure that there is a table of Barcode
validations set up.

3 If this is blank, it will be necessary to enter the validations of the Barcodes that are used (see
below).

4  Every time this table is updated, a message will display. The new offline.ini that is created
will need to be copied to the offline folder on each PC.

Update

-
\ ll) A new OFFLIME.INI file has been created for use with Offiine Issues, Offline Returns and Offline Stocktake.
—

The Amlib Offline Wizard (available from Support) will install all that is required and will download
the following:

e Offline.exe (Offline Application)
e Offline.ico (Offline Icon)

e Application extensions files from the Amlib folder (these are the dll files which enable to
facility to run smoothly).

5 Offline Ini (Offline Parameter File for barcode validations) should be copied to the Offline
Folder after the Installation has been done. This will be unique to each site.

6 This is created each time the Supervisor, Check Digits table is saved. If the Check Digits table
is altered, the updated offline.ini should be recopied to the PCs running Offline from their C
Drives.
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Y NOTE

Update the OFFLINE.EXE and OFFLINE.INI from the \AMLIB on the server when
new releases are installed or when additional Check Digits are added to the Amlib
Barcode Parameters

7 This menu now contains a Standard Menu as well as the Advanced Menu. The existing

Standard Offline (which has been used in the past) method is still available.

Offline Folder

u Amlib Offline Module H
Btandard Options

Bdvanced Options

AdvIssues B
AdvReturns

Cffline Folder

-Exit Ll Ie>V

A custom Offline folder can be chosen when using the Offline Module for Issues or Returns.

1 Either select an existing Folder or create a new one from the Window option “Make New

Folder”.

Browse For Folder @

Please choose the Folder were vou want all the OFfline Files
to be saved ko, then press OK,

[’E" Desktop had
= J_"| My Docurnents
= _# My Compuker
+ f: Amlib Support Docs
= S Local Disk (C:)
+ |2) 7e7522db0al 2431 3bc307FAdF 34359
# 0 jamiih
# () Amlibs3 =

To view any subfolders, click a plus sign above,

Make Mew Folder ] [ (o] 4 l[ Cancel

2 If a New Folder is to be created, select this button.

3 A New Folder will be automatically created which can be renamed.
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Browse For Folder @

Please choose the Folder were you want all the OFflineg Files
to be saved to, then press OF,

=) Amiib [»
1= cra
I Help
1) Mmedia
EJ Previous

|2 Reports

1) Seripts M

[

Ta wiew any subfolders, dick a plus sign above.

[ Make Mew Falder l I ik l[ Cancel ]

4  This Folder can then be chosen for any Offline transactions.

-ﬁlm Offline Issues g |

File

Last Saved
Borrower No

32908 Stockitem E
No

1 31111008668285

| 2 |ASLIB17332400B

Stockitem No
ASLIB17332400B

F1 for new Bormower

| mow

Sample Issues file

CL1100000019AASLIBO000027XAL110000000019X

CL1100000019BALSIBO0000 \ALSIBOO00O

Each Borrower Barcode is on a new line, followed by the Item Barcodes on the same line.

In order for the program to correctly validate checkdigits there must be a file of the name
‘offline.ini’ in the working directory of the PC. This file is recreated whenever you change the
CheckDigits window in the Supervisor module. A sample is shown below.

“ NOTE
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A sample offline.ini file

[Borrowerl]
Length=4
Weights=1
CheckDigits=0
LeadingChars=0
TrailingChars=0
Unusual=1

[Stockitem1]
Length=4
Weights=1
CheckDigits=0
LeadingChars=0
TrailingChars=0
Unusual=1

[Borrower2]

Length=6
Weights=1,2,1,2,1
CheckDigits=0123456789
LeadingChars=
TrailingChars=

Unusual=

[Stockitem?2]

Length=9
Weights=11,128,64,32,16,8,4,2
CheckDigits=01234567890
LeadingChars=

TrailingChars=
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APPENDIX 3: SAMPLE OVERDUE DATE LINE

LIST -
OUTSTANDING OVERDUE OVERDUE
OVERDUES INVOICE LETTER 1 SLIP

&

Current Date

Lessthanar

28 21 14 7 -
@

equalto Current
date minus42
days

<

Greater
than
Current
date
minus 35
days

>

Lessthanaor
equalto
Current
date minus
28 days

<

Greater
than
Current
date minus
21 days

>

Lessthanor
equalto
Current
date minus
14 days

<

Greaterthan
Current date
minus 14
days

>

Lessthanar
equalto
Current
date minus
7 days

<
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