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REPORTS - OVERVIEW

Reports are used for every conceivable purpose within Amlib, from printing up tables and updating
borrower records to printing out overdue notices.

It is possible to create and run a huge variety of reports covering every single module. In addition, it
is possible for you to customise these reports in both their design and functionality.

The creation of a report is covered in broad terms by the following flowchart:

Files with .QRP E— Template t— | Created/edited
extension Design and Function in Report Writer
(REPWIN30.EXE)

Report Type

Matching template to module and function

Create Report
Report selection and description

Determined by Where Data

parameters or by Search conditions and parameters

selecting a Saved File

Order

Sequencing the results

Results

View/printing results
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TEMPLATES

Whenever Amlib prints, emails or saves a file, it uses a template to determine what should and how
it should be printed.

What is “printed” by the template is determined by a number of factors:

e Fields in Template — for example: Name, Address, Item No, Title

e Report Module Category — for example: Circulation Reports

e Template Type — for example: Email

e  Where Statement — for example: Borrower Type = A (for Adult)
Template Location
Most report templates can be found in the Amlib/Reports folder on your Amlib server. If you do not
normally have access to this space, then you should contact your IT support staff about arranging

access to this location to enable you to customise your report templates.

It is possible load templates from your PC, but these templates will only be available for use by that
PC.

Template Types

Standard System Report Templates

These are the templates with an ampersand (&) at the beginning of the file name — for example:
&ODEMAIL.QRP (Overdue Email Notice). They are loaded into the Amlib Reports module and may
be renamed — without the ampersand (&) — if you alter the content/format of the report template.

Please Note: It's a good idea to note any templates that you have customised (but not renamed) and
keep them backed up as they will be overwritten during an upgrade.

Table Report Templates

These are the templates with a dollar sign ($) at the beginning of the file name — for example:
SBOTYPES.QRP (List of Borrower Types) They are generally hard-coded into individual Amlib
modules and cannot be renamed. You may, however, alter the content/format of the report
template.

Please Note: It's a good idea to note any templates that you have customised and keep them backed
up as they will be overwritten during an upgrade.
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Customised Report Templates

These are edited/reformatted templates that usually begin with ampersand (&) — and a few with a
dollar sign ($) — which have been resaved with a new name. The general practice when customising a
report template is to remove the ampersand (&) and add in a few letters indicating your library
name:

e &ODEMAIL.QRP >AMODEML.QRP

SYMBOL TEMPLATE TYPE EXAMPLE EXAMPLE DESCRIPTION
& System &ODEMAIL.QRP Overdue Email Notice
S Table SBOTYPES.QRP List of Borrower Types
# Special #ADDLABL.QRP Borrower Address Labels
[No symbol] Custom AMODEML.QRP Custom Overdue Email

Template Design

The design of a report template determines what data will ultimately be printed (even taking into
account the data selection parameters or Where statement) and the format it will be printed in.

A template is typically subdivided as follows:

e Report Header and Footer
o Page Header and Footer
e Group-defined Headers and Footers — for example: Borrower Barcode

e Detail Block
A template is typically comprised of the following:
e Lines — an object that can be added to any subdivision which can then be formatted and then
text, fields or images added

e Background Text — generally text and headings

o Fields — a placeholder ultimately replaced by information derived from a particular Amlib
field (for example: Title) or a user-defined variable that performs a function on these fields
(for example: Total Cost)

e Images — either pictures or objects that have been imported into the template

e Box—a user-defined line art shape
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Editing Templates

Report Writer (REPWIN30.EXE) is a separate program, produced by Centura, which is utilised by
Amlib for Reports. We have many templates created for library use, but you can customise them, as
well as create your own.

Format

The text on a report template is known as Background Text. You can see that it is different from
Fields because Fields show up in white:

o REE

File Edit ‘iew Report Tools Format  Help

Pos: Width: [2.925  +] [Courier New M= EEDEEE
Content: |STK1_LINEG | [eomoe ] Fm: | -~
l B

[ros
-
1 I PR TIORN - PUT P -0 P PP PP PPN PP |- PN PP PP I | | PP 1 PR PO < 00 TPV O TP I O PPN 1 OPY PP - P PP 1. YT I W
Ty

[ Report Header 0 Lines | Image % == _|
[ FPage Header 0 Lines | Background Text &

= [Header: OHIGUE_MO | \ -

To: ZcrIFF | 3ctrlengrth{ BOR_CHILD | , '' ., Str\rim [ScETpm

Email: BOR EMAIL \ ]
Eorrower Ho: EOR BAR NO \ N

LIBEARY OVEERDUE REMIHNDER NDTICA

"The following items are overdue. Flease return thely by " || DateToZtrPicture [ DateiddDay

Title ICall o Date Due i

= | Detail Block
|S TE1 LINE1l m 3TK1 LUE
[ Foater: UMIGUE MO ] :

To respond to the notice you may: \
% Return these items to any branch likbrary \
* Phone and and renew unresserved itews
: Fields
Yours =sincerely,
Library Manager.
1| v
It is also possible to incorporate text into a Field:
j'The following items are overdue. FPlease return them by ' || DateToZtrPicture| DateAddDayt
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Insert/Delete Lines

To delete lines:

To insert lines:

Click and highlight the line you want to delete and press the Delete button on your keyboard

Click and highlight the line below where you want to insert a new one and press the Insert

Cancel

[ ]
button on your keyboard
Edit Text
1. Double-click on the Background Text object you want to edit — the Format Background Text
dialogue box will open
5 Tnes] Format Background Text
Text:
0 Lines |
LIBRARY OVERDUE REMINDER
TERT NOTICE|
F{ Strlength{ BOR_CHILD ) , '' , Strlrim |
4 EMATIL

2.

3  BOR EBAR NO

LIBERARY OVEERDUE EEMINDEER HOTICE

~ Character
Jing items are overdus. FPlease return ther Font: Points:
Courier Hew - |[]12 -
Call No I Jl | Jl
_______ [ Bold [ Italic
| ™ Strikeout ™ Underline
2TE1_LINEA
Justify
Position:m
JE NO = - () Left
Width:
to the notice you may: — 8.375 j O Qn_enler
I Chese items Lo any branch likrary ) Right
: and and renew unreserved items

arely,

| Formula... | |

Reset

Borders. .

Tabs...

Colors...

Edit/format the text as desired

3. Click on the OK button when complete
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Edit Fields

1. To change what is displayed in a Field, you can select the Field and choose a new item from
the Content drop-down box at the top:

1} ReportWindows - C:\Amlib\Re ports\&odemail. qrp
File Edit “iews Report Tools Format Help

Pos:[83 | width:[2.925  +]| [Courier New M= EEOEHE

Content: |STK1_LINEG | [Ceomor ] Fmt: |
i STEK1_LINEG alag a g qm R
subusad 5T pLOC A S [
STK1_STATS

SuIFF[ StiLength[ BOR_CHILD ). " . StTr
E 'The following items are overdue. Please

Totalborr
mTutalllems —
30 T otindivs hd
<[ Header: UMIQUE WO |
To: StrlIFF( 3trLength( BOER CHILD | , '' , 3trTrim (3trlUpp

Email: EOR EMAIL
Borrower No: ECE EAR MO

LIBRARY OVERDUE EEMTHDER HOTICE —l_
'The following items are overdue. Flease return thewm hy ' || Dg Ej DII‘im
Title Call No
= | Detail Block
|STK1_LINE1 STEL1_LINEG STK1_DUE

Insert a New Background Text or Field Object

1. From the main menu, select Tools > Background Text or Field

2. Position the cursor where you would like the object to appear and click the mouse to insert

Reposition Background Text and Field Objects

e You can move text/field objects around by changing the Position and Width in the menu bar:

&1 ReportWindows - C:\Amlib\Re ports\todemail_qrp
FileFdit Wisw  Beport Tools  Eoemab Help

Pos: (8.3 | Width: (2925 || |Courier New ~ie ~]
Content: [STK1_LINEG j| EDTOR || Fmt: |
.TD | |1 | 12 ., 15 14 15 15, 17 15 1A o m

Change Fonts and Font Sizes

e You can change and font and size of text/field objects in the menu bar:

&1 ReportWindows - C:\Amlib\Re ports\todemail_qrp
File Edit ‘iew FReport Tools Format  Help

Pos:[8.3 | Width:[2925 ||| Courier New ~||f10 ﬂ]||
Content: |STK1_LINEB ﬂi EOMOR | FmE | !
N N O "
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Saving Templates

When you have finished customising a template, ensure that the template is saved with a new name
to avoid it being overwritten in any future upgrades — for example: AMODLET.QRP

You will notice that the above example does not have an & at the start of the template name. An &
indicates that it is a standard System Report Template, and the lack of an & indicates that it is a
Custom Report Template.

- x|

File Mame: |VAMLIBAREPORTS\AMODLET.QRP | 1] 4 |

Directory:  c:‘amlib\reports Cancel

Directories:
[--1

[test]

[-c-]

[-d-]

Save the customised template into the Amlib/Reports folder on the Amlib server. This will make the
template available for use for all users. Alternatively, you may save it into a local folder on your PC —
but please be aware, that the template (once loaded) will only be available for use on that PC.
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Loading Templates

Your new/customised template needs to be saved somewhere that can be accessed by every
workstation, such as the Drive:/Amlib/Reports folder on your Amlib server.

To add them into the Amlib client:

1. Launch the Amlib client

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

’f\ Hangpt Filas - TFARF aib S b=sr LTy ___J Id
. Main  Application
F1 llew F2 Modify FiSave | FaDelete | | F5 Query |
Report Entity
|Ci|‘~:.u|ation j
Account

Default’ Default | Update Update Authority Repart File Mama Message ( may be

Stats | Sub Stat Histary Entity Bibliographic Type

Ccode | Code Borrower

LN N Catalogue ,, Author, F

M N CirculE Financial ntinuous - Fuli &odlst.grp

3z 313 Ny ¥ iKingstdInter-Library Loan 2, Authar, Fort &KINGOD2 QR
¥ ooy Kingst)Order &, AUthor, Forr BKINGLON,. QR

30 1311 v ¥ Kingst Ez;'e"lﬂ';‘i“lm &, AUthor, Fors RINGODT QR
M M ODBIL Satistics e, Author, Forr IBLLTR.QRP
M Mo Offline | Stockitem ine files expot &ofline.grp
M Mo i Offline Processing Results Offline process re &aalproc.grp
Ny Mo Owerdue Letter Title, Authar, Forr EQDLETTR.QE
Ny MoiOwerdue Letter Caontinuous - Fuli EODLET.QRP
I MoiOwerdue Letter with termn Cost Title, Adthar, Fors#Costlet.arp
M Mo iCwerdue List by Class (no page he Continuous - Fuli &odlste.grp

1. From the Report Entity drop-down, select the appropriate module for your report — for
example: Circulation

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

(G CUEGonSNEWREoT O (5 X
F3 U|1(Ia‘te| | F5 Query
Description |
Template | Browse
Choose Type |Tit|e, Authar, Farrm, ltern Mo, Location (Default) j
Message (may be split in 2 x B0 or 3 x40
Default Stats Code Default Detail Stats Code
Update History (Y/N) | Update Entity (Y/N) |

3. Type in an appropriate Description — for example: Overdue Notice (Letter)
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4. Template — click on the Browse button — the Choose Report screen will display:

r':J'J:.lu_:a HREOT: ﬂﬁi

Laak jr: | I=5) Reports j 5 EF-

) Test 7| al1002.GRP Bz QRP i

|7 sapoD1.ORP | AIx1002.ORP | BK3.ORP i
T ALBODUE.GRP ) BK4.ORP i
T ACDPRINT-TEST.QRP | T BKGEN.GRP i

|7 sapoD4.QRP T|Bibliag.arp ] BKLIQUOR . QRP '

| 7] ABILLRM.GRP T|BK1.oRP | BKPRTE.QRP

&

B
Filename:  [4ADODZ.0AP
Filzs of type: | Custorn Repart Templates [*.qrp) j Cancel

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

6. Files of type:
e Select Custom Report Templates (*.qrp) for customised templates
e Select System Report Templates (*.qrp) for all standard system templates
7. Locate the template to be loaded and highlight it
8. Click the Open button — the template will be selected the Choose Report window will close

9. Choose Type — it is essential that the appropriate type be chosen that this will inform how
your template operates and the information that is sent to it — in this example: Continuous -
Full descriptions has been selected

Girculation- New Report File... 3

F3 Update F5 Guery

Description | Overdue Notice (Letter)

Template | &0DLET QRP Browse

Choose Type |Title, Authar, Farm, ltem Mo, Lacation (Default) j

Title, Authar, Form, Iltem Mo, Location (Default)
Title, Call Mo, Stats Code, lterm Mo, Location
Res, Title, Author, Form, lterm Mo, Location

Fes, Title, Call Mo, Stats Code, lterm Mo, Location
Type,Group, Clags AuthForm ltem lock

Continuous - Full descriptions

Continuous - E-mail

Offline files expart

Offline process report

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

10. Message — leave blank
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11. Default Stats Code — it is possible to collect statistics on the number of times that this report

is run by adding an entry into the Statistics Codes table (Main > Supervisor > StatsParams)
and then adding the Stat Type into the Default Stats Code box

12. Default Detail Stats Code — it is possible to collect statistics on the number of individual
notices that a particular report generates by adding an entry into the Statistics Codes table
(Main > Supervisor > StatsParams) and then adding the Stat Type into the Default Detail
Stats Code box (not available for all modules)

,
Sraristies Cudas - TLAFF s S sy Dy J |d

Main  Libraryienu

Fillew | F2insert | Fisave | F4Delete

F5 Ouery | Fé Print |

Stat Stats Count Money Form | Item | Borr | Borr | Borr |Locn| Suburb Ward Area Year Month [
Typ Description (YN} | (YN | (Y/N) | Type (Y/N} Group Class (Y/N} (Y/N) | Y/N O (N QN Q0N D
{V/N) Y/N) | (Y/N)

113 { Auths via MaRC Y N N N N N N Y N N N Y Y

114 : Bumps via MaRC Y N N N N N N Y N N N Y Y

200 OPAC Other Y N N N Y N N Y N N N Y Y
Overdue Y Y : : : : : : : : Y

311 : Count of 1st

Default Stats Code | 310 Default Detail Stats Code | 311

13. Update History (Y/N) — it is possible to retain a record of the report having been generated —
for example: the above Overdue Letter report can add a record of the overdue being printed

to the Borrower History of affected patrons

14. Update Entity (Y/N) — this field can be used to update the status or alter a parameter of a
record — for example: an account may be generated for an overdue circulation report

| Sl bl =y 2 HEnure Fil= d

F3 Update | | F5 Query

Description |Overdue Matice (Letter)

Template | 20DLET.QRP Browse

Choose Type |Cnntinu0us - Full descriptions j

Message (may be split in2 xB0ar3 x40

Default Stats Code | 310 Default Detail Stats Code | 319
Update History (Y0 [ Update Entity (Y/N) [

15. Click the F3 Update button

16. Close out of the Report Files screen

The template is now loaded and available for use in a Report.
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Report Types

REPORT ENTITY TYPES

Account

Authority

Bibliographic

Borrower

Catalogue

Circulation

Financial

Inter-Library Loan

Periodical

Reservation

Statistics

Stockitem

Last Updated: 19 September 2014
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SETTING UP REPORTS

Report Module Categories

The Reports module is split into the following categories:

REPORT DESCRIPTION EXAMPLES

RepAccounts Accounts Reports Account Reprints without creating
a Financial record for the
borrower.

RepAuthority Authority Reports Author, Series, Subject Heading
Listings, etc

RepBibliographic Bibliographic (Catalogue Data) | New items displaying Title, Author,

Reports Subject Headings, Notes, etc.
RepBorrower Borrower Reports Listings of borrowers, loan

histories, address labels

RepCatalogue Catalogue Report — for more 4 lines of data to show items by a
tag displays use particular author, etc.
RepBibliographic

RepCirculation Circulation Reports Items on Loan, Overdue lists, slips,
Letters, Invoices, etc.

RepFinancial Financial Reports Budget categories and
expenditure, etc.

ReplLLS Inter Library Loan Reports ILL notices including request and
renewal notices, etc.

RepOrders Order Reports Orders, Supplier Listings

RepPeriodicals Periodical Reports Full journal listing, Suppliers,
Renewal reminders, Claims, etc.

RepReservation Reservation Reports Pick-up lists, reservation collection
notices and expired reservations
lists

RepStatistics Statistics Reports Statistics summary and detailed

reports on library activity. Daily,
Weekly, Monthly, Yearly etc.
Issues by Borrower Type or by
Form or Stats code.

The Order MUST be correct!

RepStockitem Stockitem reports Listing of items, Value of the
collection
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Create a Report

1. Launch the Amlib client

2. Go to the Reports category required — for example: Circulation Reports (Main > Reports >
RepCirculation)

|5%3 A

CommInfo  Accessories

Base

3
1R
Authorities  » g !i.‘

b Borrowers

%]

7

Catalogue

Finance
Orders

»
]
Circulation  »
3
3
»

Periodicals

StockItems  »

RepAddiew
RepPrintProgress

Supervisar  k

RepAuthority
RepBibliographic
RepBorrower
RepCatalogue

RepFinancial
RepllLS
RepCrders
RepPeriodicals
RepReservation
RepStatistics
RepStockiter

3. The corresponding Reports screen will display:

|"€E’\ Clyenbiug ey - JLAFF air Qi s Bl

Main  Application

- 2]

F1 Hew F2 Modlify F3 Save F4 Delete F5 Query Fé Print FT Where | F& View F3 Order F1& More |
Repor Detai Create Create Report Report Templa
Stats | Stats| Hist | Acct Description Type =

312

Code Code {Y/N)

(Y/N)

Overdue SHELF LIST

Overdue List for Shelf Che

#BODLSBC.q

Overdue with Cost

Overdue Letter with Item C

#CostLet.qrp

Recall Notice

Recall Notice for items on

&CIRRESC.QF

Racall Natica (Fmaill

N N Borrower List of ltems Overdue List by Class {wi odlstoc.qrp
33 313 N N iClass List - Overdues {page break) Overdue List by Class { odlstoc.qrp

N N i Class Overdue List Overdue List by Class (wi odlstoc.qrp

N N :Class Overdue Slip Overdue Slip by Class with; &odslpc.qrp
314 315 Y N iFirst Overdue Notice Overdue Notice (SMS) &0DSMS.QRI

N N ‘HomeLib On Loan by Route Overdue List by Class (with: &odlstoc.qrp

N N iHourly Equipment on Loan Circulation List with Addres &odlst.qrp

N N | Offline Export Offline Files Export Soffline_qrp
30 3N Y ¥ {Overdue Notices by Email Overdue Notice (Email) &odemail.qrp

N N

N N

N N

¥ Y

Racall Notica Fmail

ARFSFMANI ¢
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4. Click the F1 New button — the Select Format Report table will display:

Salael playupt Furn il
Description Default Default Update Update  File Mame
Stats | Sub-  History Entity
Code | Stats
Code
Circulation List with Address, Phone M ] Eodlstgrp
kingstan Final Overdue Mz 313 by Yo HEKINGODZQRF
kingston Lang Owerdue by Yo PEKINGLOM.GRF
kingston Overdue Reminder 310 31 Y Y ERINGODT QR
QDBILL ¥ Mo HIBLLTR.GRP
Cffline Files Export M i Eoflline.grp
COffline Processing Results M ] Eaolproc.qrp
Kl ILET.QRF
Cwerdue Letter with ltem Cost M Mo i#Costletgrp
Owerdue List by Class (ho page bre M Mot Eodiste.grp
Cwerdue List by Class {with page br M Mo fEodistoc.grp
Cverdue List by Group no page bre N il Eodlstg.qrp
Civerdue List by Group dwith page hr: M i Eodlstog.qrp

[z

Select | C

ancel ‘

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

o Need help with choosing the right report? A complete list is available in the

Appendices

6. Your selection will appear at the bottom of the Reports table in red:

Main  Application

datimcn{athiomReponsEsinEEat e Ceal i e

Fillew || F2Modity | F3Save || F4Delete || F5Query | |
|
Repor Detai Create Create Report Report Templa
Stats |Stats| Hist = Acct Description Type
Code |Code| (Y/N) (Y/N)
5313 313 N N Class List - Overdues (page break) Overdue List by Class l[withE Sodlstoc.qrp
N N :Class Overdue List Overdue List by Class {withi &odlstoc.qrp
N N :Class Overdue Slip Overdue Slip by Class with; &odslpc.qp
5314 315 Y N First Overdue Notice Overdue Notice (SMS) S0DSMS.ORF
E N N iHomeLib On Loan by Route Overdue List by Class (withi &odlstoc.qrp
N N Hourly Equipment on Loan Circulation List with Addres Sodlst.qrp
N N i Offline Export Offline Files Export &offline.qrp
5310 3N Y Y Overdue Notices by Email Overdue Notice (Email) &odemail.qrp
: N N Overdue SHELF LIST Overdue List for Shelf Che¢ZBODLSBC.q
N N {Overdue with Cost Overdue Letter with ltem C#CostLet.qrp
N N Recall Notice Recall Notice for items on i &CIRRESC.GF
Y ¥ Recall Notice (Email) Recall Notice Email &RESEMAIL.C
—+ 3N Y N Overdue Notice (Letter) &ODLET.QORP

7. Type in an appropriate Report Description — for example: First Overdue Notice (Letter)
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e This is a description often serves as the heading of the report (including many
Stockitem reports)

=310 311 | Y { N iFirst Overdue Notice (Letter) ‘Overdue Notice {Letter) &ODLET.QRP

8. Report Stats Code —it is possible to collect statistics on the number of times that this report

is run by adding an entry into the Statistics Codes table (Main > Supervisor > StatsParams)
and then adding the Stat Type into the Default Stats Code box

9. Detail Stats Code (where applicable) — it is possible to collect statistics on the number of

individual notices that a particular report generates by adding an entry into the Statistics
Codes table (Main > Supervisor > StatsParams) and then adding the Stat Type into the
Default Detail Stats Code box (not available for all modules)

e For reports using the same template which already include Stats Codes, you may
wish to add in unique Stats Code for each report to further differentiate your
statistics — for example: 1 Overdue and Final Overdue

slalEIEECodee SR Chelsead S hrarny _J |d

Main  LibraryMenu

Fillew | F2insert | F3Save | FADelete

F5 Query | F6 Print |

Stat Stats Count Money Form| ltem Borr| Berr | Borr Locn Suburb Ward Area Year Montl

Typ Description /Ny (YN} (YN} | Type (YN} Group Class (YN} OV/N) 0 Y/NO OONY OGN (YN
{¥/N) (Y/N) | (Y/N)

310 i 1st Overdue

311 Count of 1st

312 iFinal overdue

313 : Count Final

316 : Email overdues

<i=<i=i=<i=i=<
LA S SE S S S
=< ==
=i = = =g =
EEE S SE S 4SS
=< i<
EEE S SE S 4SS
=== ==
=i
=< i<
<i=<i=i=<i=i=<
=i
< i=i=i=i=<i=<

317 :Email overdues count

10. If you would like the affected record to retain a record of any notice generated, then ensure
that Create Hist (Y/N) =Y

11. Update (where applicable) — there is often an Update column of some sort present; this
allows the report to be used to update the status or alter a parameter of a record — for
example: an account may be generated for an overdue circulation report

12. Click the F3 Save button

|ﬁ5’\ Clrenbitlugf e puyis - SLAFF ar Sl Ll 2 J |Lj

Main  Application

F1 Hew F2 Modify F3 Save F4 Delete F5 Guery F6 Print FT Where | F3 View F% Order F10 More |

Repor Detai Create Create Report Report Templa

Stats  Stats Hist | Acct Description Type

Code Code {¥/N} {¥/N)

313 5313 N N éCIam List - Overdues {page break) éﬂver(lue List by Class {withg Sodlstoc.qrp
’ 5 © N First Overdue Notice {Overdue Notice {SMS) i &0DSMS.QRF

verdue Notice {Letter) JDLET.QRP
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Where Statement

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

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

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

| Clye il Haporis - iy d
| F5 Query
1 Choose Search Golurnn 2 Choose Operator
|

Issue Date Due Back = i v

Izsue Location o

Issue Date Issued -

Bor Barcode r r o~ ~

Bor Type

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| Faste

J Cptional Multiple Brackets J 4
[ Calumn Oper YWhera i

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

a. Choose Search column: The options differ between Report Categories and Report

Types. If you’re not sure which of these is the correct one, it can help to have a look
at the corresponding module screen you want to get information from — for
example: the Borrower screen

b. Choose operator — select from the following list:

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

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

< Where the text entered is less than the <01/10/10 (less than 1 Oct 2010)
data required
< Where the text entered is equal or less <01/10/10 (less than or equal to 1
than the data required Oct 2010)
> Greater than >01/10/10 (greater than 1 Oct 2010)
> Equal or greater than the text entered >01/10/10 (greater than or equal to
1 Oct 2010)

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

r".ﬁ]r'_:u!ﬂ'!]uu HEPOTISENVITETE: m
=3

1 Choose Search Colurmn 2 Choose Operator
Issue Location =]
Issue Date Issued — TLKE © ke OIN o
Bor Barcode & — r e
Bor Group < o o= s
Bor Class @

3 Type the WHERE Condition and Press PASTE COR Fress SPECIAL

Paste
A =
J Cptional Multiple Brackets J M

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

fCirSu!ﬂ'{iuu REPDSEITETE m
1 Choose Search Colurnn 2 Choose Operator
Issue Location =]
lssue Date Issued =1 CLKE ke O IN o
Bor Barcode &= o
Bor Group < < o= s
Bor Class @

3 Type the WHERE Condition and Press PASTE OR Press SFECIAL

]
j QOptianal Multiple Brackets j M

ETH

{ Column Qper Where 3

(mE

3. You can then add in further conditions:
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e Join conditions together using the AND and OR Boolean operands buttons.

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

4. Click the F3 Save button when complete

Special Button

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

For example: if you would like to look at dates from a week ago or further back, you could enter the

following Where condition:

Issue Date Due Back <= Current date — 7 Days

Select Issue Date Due Back from the 1 Choose Search Column box

Select the < operand from the 2 Choose Operator box

Click the Special button — another Where window will open

Select the Special operand from the table — for example: Current Date

Adjust the relational value of the selected operand by using the + or — buttons and the Days
or Months boxes — for example: - 7 Days

An example of the expressed condition will be visible in the box at the top of the window:

| WHETE!

X]

Issue Date Due Back == Wednesday, 1

Dec 2010

Start of Week

Start of Month

Issue Date Issued b
Bar Birth Date

Bor Registration Date

LastChanged

Lasthetive

ﬂD ,?— Days
[«] | T wontns

7. Click the Paste button when complete

{ Column
Bar Type

‘Where
A

AND =

Izzue Date Due Back

Current Date - 1 Week
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Brackets

Brackets can be used to group items together and it is very important that they’re used correctly.
This screenshot is an example of a Where statement using brackets to find all Adult Fiction items
whose barcodes begin with a particular alphanumeric range:

SLOCRI I eI E PO ST d
| F5 Query
1 Choose Search Colurnn 2 Choose Operator
|
Issue Location - G o
Issue Date Issued & o=
[ternMo
CatRef < < > 5
Title
3 Type the WHERE Caondition and Press PASTE OR Press SPECIAL
| Paste
J Qptioral Multiple Brackets J M
! Column Qper Where 3
{ termMo; LIKE {1311 OR | =
ltermNo | LIKE {ASLIB | 3 |knD
Stats Code = AF

If you ran this statement without the brackets, instead of finding items that either had an ItemNo
starting with 3111 or ASLIB, with the Stats Code of AF, you would find every item where the ItemNo
started with 3111 (regardless of Stats Code) and every item with the ItemNo starting ASLIB with the
Stats Code of AF.

To enter brackets:

1. Select your first condition in the list that you would like to put brackets around and click the (
button at the top of the list

2. Then select the last condition in the list that you would like to put brackets around and click
the ) button at the top of the list

Cptional Multiple Brackets @

Calumn Qper Where )

Baor Type i :
lssue Date Due Back! == [Current Date- 1 Week
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F90rder

This feature defines the sequence of the items displayed in the report. For example, an item report
may be printed in Call Number order if you need to find them on the shelf, or in Title order for
another list of items. The order can be important for certain reports that require a set sequence — for
example: Statistics Reports.

Many of these reports have a fixed order and cannot be changed (the F9 Order button is greyed out).
To define the sequence, select the F9 Order button. The sort options available differ between
categories and report types.

1. Select the report from the list and click on the F9 Order button —the Order By screen will
display

2. Use the arrow keys to select fields to Order By — for example: Item Call Number

3. lItis possible to have more than one option — for example: the report may be sorted by Item
Call Number and if there are several items with the same Call Number, you can then have
the second option to sort by Item Title

| Sl nlitlog Hayuris - Urdap by d
F3 Save ‘ F5 Query
Columns Order By
Addrl Ward Code ASC DESC
Issue Renew Count

Isgue Type (DiaikyiHiourly

Caolumn
ltern Author ltem Call Mumber fasc B
Itern Fublisher ltern Title {ASC
Itern SetiesiSBN
ltern Subject

Itern Call Mumber
ltern Stats Code
ltern Farm

ltern Type

ltern Qrigin

ltern Loan Code

ILL Date Due Back UP

BN

4. The order can be ASCending or DESCending, with ASCending as the default. ASCending goes
from the lowest value to the highest — for example: Ato Z, 1 to 100 (Occasionally the order
may be better DESCending, such as in a report designed to see the highest costing items)

Choose the sort order. Highlight the sort option and click this button to move the
option across to the Order By column

Change the sort order. Highlight the sort option to remove in the Order By

column, and click this button to move the sort option back

e Remove all the sort options by clicking this button

5. The UP and DOWN buttons can be used to move the highlighted field up or down in sort
priority

6. Click on the F3 Save button when you have finished defining the order
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F10 More

The F10 More button provides additional parameters to allow you to apply charges, set up SMS
functionality or map the fields to be used.

Please Note: A report employing F10 More parameters must be run via the Scheduler.

In this example report, we will be setting up a F10 More statement that includes additional fees:

Amount will be | [Optional]
added to the
FORM_ Amount will be
CHARGES Field | added to the

in the Report FORM_
CHARGES Field

in the Report

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING Report Line | Line 2 Fee per | Line 2 Fee per | Line 2 Fee Print Line 2 not

Number Item S.c Notice S.c Line Used
EXAMPLE 2 2.00 5.00 Includes fees of: | <Leave blank>
COMMENT Line 2'is Enter amount to | Enter amount to | Text will be added

used to add | be charged for be charged per | tothe USER_LINE1

Fees to each overdue notice (in Field in the Report

reports item [Optional] | addition to any [Optional]

item fee)

Set Up Overdue Fee Parameters

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

2. Click the F1 New or F2 Insert button

3. Enter the following parameters:

a.
b.

C.

Report Line Number =2

Line 2 Fee per Item = 2.00

Line 2 Fee per Notice = 5.00

Line 2 Fee Print Line = Includes fees of:

[ GElEss0vETd eS| pEiore:

Fillew | F2msert | FaDetete ||| F5 Query

| Class Overdue Slip

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

Some assistance is given by the column titles helow

ReportLing MU Line 1 account histor Line 1 overdue history | Line 1 Financial recq
eg1,2,3 |Line2Fee peritem $.cLine2 Fee per Motice §. Line2 Fea Print Ling
Lined SMS Line2 SMS Message |Lined Email Addres:

2 2.00 5.00

Includes fees of:

4. Click the F3 Save button when complete
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Edit the Template to Include Charges

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

e The new &ODFEE.QRP template includes FORM_CHARGES and USER_LINE1.

- | Detail Block
STK1_LINE1 STK1_DUE STK1_COST |

« |Footer: BOR_B&R MO |

USER_LINE1iM _CHARGES

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

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

View Report

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

the report as follows:

1. Highlight the report and click the F8 View button

2. The Select File for View prompt will display:

Select. FHile forView, X

9

‘*‘r/ This type of report may use a Saved File as the Source. Do wou want ko select the File now?

Yes | Cancel |

3. This type of report may use a Saved File as the Source (rather than the entire database). If

you would like this report to use just a Saved File, click the Yes button, otherwise click the No

button (generally users select the No button)

4. The report will display in the Report — View screen:

i HEPOTIS

VIEWE

EIB]X]

jEy

L]

Dear Parent/Guardian

OVERDUE NOTICE

has not returned the following item/’s

TITLE DATE DUE COST

Chemistry ;. key to the earth. (Class Set) 13/05/2003 $35.00

We would ask that if the itermds cannot be located, the sum of $35.00 be forwarded to the
school.

If you have army guestions regarding this matter, please do not hesitate to contact the library
staff.

Yours sincerely

Library Staff

5. If you wish to print a hardcopy, click on the print icon
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Print Report (via Scheduler)

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

Using the Scheduler (via the F6 Print button) has several benefits over running reports via the F8

View button: It allows you to schedule regularly run reports so that staff do not have to do it
manually each time, and it allows for further functions as part of the report such as updating

Borrower/Stockitem History, updating the Reservation Status and adding report information to your
statistics. Email and SMS reports MUST be run via the Scheduler.

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

Start the Scheduler

1.

R ven ation REPOTISES

Main

F1l

From the Reports screen, select Application > RepStartSchedule:

ReportChangellser
ReportLogOff
Repaddhew
RepPrintProgress

SR F b Siglasar Bl

Chrl+L

1 Delete F5 Guery Fé Print

FTWhere | | F8 View

= B[]

The Report Scheduler screen will display:

| HREPOTISEHENHIE

[X]

perform.
v Printing

[ Saveto File

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

™ Yes

If & report is scheduled by another
user do you still want to print it?

* Mo

QK | Cancel ‘

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

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

session)

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

Click the OK button
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6. After clicking OK, if you go back into the Application menu you will see that

RepStartSchedule is now greyed out with a tick next to it — this indicates that the Scheduler is
now running

venation REporisSSy it aatiehel seal Bhrarny Lj _JE‘
I Fi|  ReportChangelser Delete || F50uery || FGPrint || FTWhere || F8View | | F9Order || F10 More
ReportLogoff Chrl+L
Repaddhew
PepPrintProgress |
I = ; = ; — v |

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

Scheduling the Report

1. With your report highlighted, click the F6 Print button — the Print dialogue box will display:

Hrit a‘

Fram To

* Datahase & Printer " Fila

" Query File -

Frequency Schedule

" Once Only First Print Date | 081122010
" Daily First Print Time | 9:00 AW
" Weekly

v Al T Page
O monthly
" Every

—
Copies ,1— [ Dratt
days -

Selected Printer

| Browise
0K | Cancel ‘

2. Select from the following options:

a. From:

e Database (to search the entire database)
b. To:

¢ Printer (to generate print reports)

¢ E-mail (to generate email reports)

e File (to save a report as a file)
c. Frequency:
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e Once Only (if this is the only time you’re going to print this report)
e Daily (if you plan to send it every day)

o Weekly (if this is a once a week item)

e Monthly (if this is to be printed every calendar month)

e Every ___ days (if you want to set a specific schedule

d. Schedule:

o First Print Date (the day you want this report to begin its schedule)

o First Print Time (specifies the exact minutes the report will run)

e. Selected Printer:

e You can specify any active printer on the network to print to — including

virtual printer drivers such as a third party software that allows you to print

to PDF (For example: CutePDF Writer)

3. Click the OK button when complete

Check Print Progress

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

RepPrintProgress — the Print Progress screen will display:

|ﬁ"\ EnnbBropressiesiwhEiaatiGhelsealabrarny, J |L3
Main  Application
FiSave | FdDelete | ‘ F5 Query F6 Print
* Waiting ¢ Running  Printed Filter | Al j
Description Date To Frequency Req By File
Print =
First Overdue Notice (Letter) 081272010 Daily STAFF
9:00 AM

|Sche(|u|er Started 08 Dec 2010 4:03:59 AM: Printer Email

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

the Filter drop-down menu at the top:

Last Updated: 19 September 2014

Page 32



Amlib Basic Reports Manual

|

Filter |
All
1B Daily
g Weekly
AFF Monthly

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

Running, or have already been Printed:

" Waiting & © Printed Filter | All j
Description Date To Date Frequency Req By File
Print Printed

Export Borrower Email to | 29/03/2008 | 29/03/2008

CSVfile

9:38 AM

9:39 AM

Once

HOI

Ci\Documents and Setting

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

¢ Waiting " Running rmte(l Filter | Al j
Description Date To Date Frequency  Req By File
Print Printed =
Overdue Notices by Email | 26/11/2010 | 26/11/2010 Once STAFF
10:19 AM 10:20 AM
Stockitem Details (CSV) 231172010 ¢ 23/11°2010 Once STAFF C:‘\Documents and Setting
6:08 PM 6:09 PM
SMS test 10/11:2010 10/11/2010 Once STAFF C:\Documents and Setting
3:02 PM 3:04 PM
First Overdue Notice 10/11:2010 10/11:2010 Once STAFF
2:38 PM 2:3% PM
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Additional ltems

When scheduling reports, you must remember:

e The scheduler must be started prior to the time that reports are scheduled to run — you may

have a procedure to start the scheduler first thing in the morning. Schedule your reports a bit
later (for example: if you start at 8:30am, then schedule the first report for 9:30am) so that if
there are any unforeseen delays, the print schedule will still go as normal.

e Schedule reports with time to spare: Allow time for Amlib to be started and the scheduler to

be started. Allow time between scheduled reports (at least 10-15 minutes) in case you need
time to refill the printer, or something else happens.

e Check and stock the printer before the reports are due to run: Scheduling reports that print to

file or send e-mails are somewhat easier to manage, so you may want to try the scheduling
with these first. If you are scheduling printed reports, ensure that the printer is full of paper,
not low on toner and if possible have someone near the printer when the reports are due to
run, so they can fix any paper jams quickly.

e Check the ‘Waiting’ queue: Old reports that have not run can jam up the print queue and stop

your scheduled reports from running. It is good practice when starting the scheduler for the
day to check RepPrintProgress and delete out any old print jobs from the “Waiting” queue.

e Check and maintain your “Printed” queue: A large amount of print jobs in your printed queue

can stop your reports from running. While there is ample space in this area to store
information on past print jobs, the space in not unlimited. If the print jobs are not deleted on a
regular basis (perhaps quarterly or every few months) this area will eventually become too full
to allow the reports to run. It is fine to keep some print jobs in the “Printed” area of
RepPrintProgress. Perhaps keep the last few days or few weeks and delete the rest. How many
reports and how often you print will determine how far back you can keep this information.

o If scheduled reports do not run for some reason (there is a paper jam or the scheduler is not
started, etc.) they will sit in the “Waiting” queue in RepPrintProgress and stop other reports
from printing. If there is a delay, check the “Waiting” queue. If the reports due to run have a
date/time next to them that has already passed, these will need to be deleted and then
manually printed via the ‘print’ button.

o Check before your re-run reports: If there was a delay or paper jam and you have to run a
report for a second time, check your settings before running it. If the report creates accounts
for very overdue items, running it a second time will generate a second charge —it is best to
run manually via F8 View and then print from the view screen. Do the same if you are adding
history to records or recording statistics. Reservations will require a different procedure as
they will already have their status changed to “Printed”.
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SAVING A REPORT TO FILE

You can save your reports to a file, for email or formatting, or just to keep it in an electronic format
rather than paper. The two ways of doing this are by Table or Report.

Table

1. Access a module and perform a search — the results will display in a List
2. Highlight the items you would like to save to file

3. Type Ctrl + C to copy them

4. Open up MS Excel or Word

5. Type Ctrl-P to paste the selection into a table or page

C 1. 3 =¥ *] |
0% i imn Uit - 28 o _J LJ

Main Table XReferences File

Seq Title Author Call Mo Form Stats |(On| Cwe |Rsv | Perm | Process | On Series Process Date Edit
Loa Back Loc Crd

A B C D E F G H I J K L M N
1 |Exploring Schafer, E 823/.914 BK INF N 0 CHELSEA Y Beacham's sourcebo 2000
2 [Harry Pott Rowling, JJFIC ROW BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1595
3 [Harry Pott Rowling, J.K. BK i} N 0 CHELSEA Y 978-0-439-06486-6 (K 1595
4 |Harry Pott Rowling, J.K. BK i} N 0 CHELSEA AWAITINCY 978-0-439-14-Oct-10 1595
5 [Harry Pott Rowling, J.K. BK i} N 0 CHELSEA AWAITINCY 978-0-439- 7-Dec-10 1595
6 [Harry Pott Rowling, J.K. BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1595
7 [Harry Pott Rowling, J.K. BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1595
8 [Harry Pott Rowling, J.K. BK i} Y 8/11/2010 0 CHELSEA N 978-0-439-06486-6 (K 1595
9 [Harry Pott Rowling, J.K. BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1595
10 [Harry Pott Rowling, JF ROW BK J N 0 CHELSEA N 978-0-439-06486-6 (h 1595

This method works best if you don’t have a large number of results.
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Report

There are several MS Excel report templates available which can be used to save to a file.

In this example, we are going to use the &XSTKCSV.QRP template in the Reports > RepStockitem

screen:

10.

11.

12.
13.

14.

Launch the Amlib client

Go to Main > Reports > RepStockitem — the Stockitem Reports screen will display

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

Highlight the &XSTKCSV.QRP file and click the Select button —a new entry will appear in the
Stockitem Reports table

Type in an appropriate Description — for example: Harry Potter Items
Click the F3 Save button

Highlight the report and click the F7 Where button — the Stockitem Reports — Where screen

will display
Enter an appropriate search condition(s) — for example: Title LIKE Harry Potter
Click the F3 Save button

Highlight the report and click the F9 Order button — the Stockitem Reports — Order By screen

will display

Use the arrow keys to add fields to the Order By column — for example: Title | ASC using the
arrow keys

Click the F3 Save button

From the menu, select Application > RepStartSchedule — the Report Scheduler prompt will
display:

o v
| REPONUSEHEGTIET d

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

[ E-mail

v Save to File

If a report is scheduled by another
user dayou still want to print it?

™ Yes & Mo

0K | Cancel ‘

Ensure that Save to File is ticked and click the OK button
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15. Highlight the report and click the F6 Print button — the Print screen will display:

-
Frlit

From To

+ Database

" Printer &

[X]

" Query File f“
Frequency Schedule
o Once Only FirstPrint Date | 091272010
" Daily First Print Time | 2:30 AM
~

Wieekty o Al O Page
" honthly ,— l—
~

Every Copies |1 [~ Draft

e [ Overwrite Saved Files

Selected Printer

0K | Cancel ‘

16. Change the To: option to File and click the OK button —the Report — Save As dialogue box

will display:

| HEPOTI S aVERs:

?]X]

Savein: | (& Deskiop

I}y Documents f52sh
_-f My Computer

€My Metwork Places

Ifor upload

| Jkalamamunda

|[JR.epwin

| « & ek B

orkcut ko DebtCollection

{5 %-Documents

File: name: |harr}lp

Save

Save az type: | Text Document

ﬂ Cancel

17. Save As options:

a. Tosave it for a Word document, leave the Save as type: as Rich Text Format (RTF)

b. To be able to open it in Excel, change the Save as type: to Text Document

18. You can check the progress of your report in by selecting Reports > RepPrintProgress from

the menu

19. If you’ve saved the report to open in Excel (Text Document) then you will need to follow

these steps so it is displayed correctly:

a. Open MS Excel

b. Use File > Open to open the text file you’ve saved — ensure that the Files of type: =

All Files (*.*)

c. The Text Import Wizard will open
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eI poTisi-art =SS e RoTes) ,_JLB
The Text Wizard has determined that vour data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

Original data bype

Choose the file bype that best describes your data:

- Characters such as commas or tabs separate each field.

() Fiwed width - Fields are aligned in columns with spaces between each figld,

Skart import at rows | 1 File arigin: windows (AMSI)

Prewview of file C:\Documents and Settings)John Prentice) Desktopt harryp bxt.

axstkeosv. grp Ztock Details {
tem no , Item Title, Author, Call Mo, Form, Stats, Location, Floor, Cos

1
lzh

FTOCKOO2582830E |Harry Potter and the Chawber of Secrets f by J.E. Rowling
FTOCKODZ6E784E |Harry Potter and the Chamber of Secrets f by J.E. Rowling

T

d. Excel will recognise your file as Delimited, so click the Next button
e. Delimiters: select Semicolon and add a pipe | in the Other box

f. Click the Next button and then the Finish button

| SEXIN POV ant S SO i _Jj

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

Celimiters

[J1sb

Semicalon [] Treat consecutive delimiters as one

Text gualifier:

|:| Space
Other: ||

Data preview

sxstkoswv. orp Stock Details (C&
tem no , Item Title, Author, Call Mo, Form, Stats, Location, Floor, Cost
TOCEQOO368830B
TOCEOOZ262724E

[ Cancel ][ < Back ]’ Tlext = ]’ Einish ]

20. Your data will be transferred into the Excel sheet and you can now use the formatting tools
to customise it:

A B C D E F G H | J
&xstkcsv]q_ o Stock Details (CSV] - Harry Potter Books 9/12/2010

Item no, Item Title, Author, Call Mo, Form, Stats, Location, Floor, Cost

1
2
3
4 |STOCKO03 Harry Pott illustratic Rowling, JF ROW  BK
5
6
7

1 CHELSEA 35
STOCKOO3 Harry Pott illustratic Rowling, J.K. BK ] CHELSEA 35
STOCKOO3 Harry Pott illustratic Rowling, J.K. BK ] CHELSEA 35
STOCKOO3 Harry Pott illustratic Rowling, J.K. BK ] CHELSEA 35
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REPORTS IN OTHER MODULES

You can create reports in other Amlib modules such as Stockitem and Borrower by getting a table of
data. This can be done by either conducting a standard search in the main module screen, or doing a

Where search.

Search Size

The number of items or borrowers that display in a table depend on the Search Size set. In the

bottom, right hand corner of your screen you will see ?Size which will show you the current Search

Size setting:
|& Stueieii=ng - JLAFF s Q== Dy g _J |d
Main  Application ¥References  File
F1 Clear r F5 Query | | |
L Query Via
“ Item © Cat * Keyword [ Any
Item No Cat Ref No
I Previous Queries J J J J J
Title
Author| -
Publisher
Series/ISBN E
Subject SelectalliGroups
SelectQueryGroupis)
Call Number  sqjectmyomnGroup | Sts Code| | Form | | Call Set|
lescription NewItem  —— Copy No / Convert |
Location
Perm P | Floor | Origin/Source
For LO?II SavedwhereSearches emsmeec]  Semeeeed] Diacie | |
(YN}
e | ...................................... LT v Kespueryvia ’7 L li
H KeyWordOrand
Group | v KeyWordandOr
ILL Library: ILL R( KeyiWordAndand ITEM TYPE: MEMOS;_0
i MoSortQuery S .
On Loan Due on Order Res Seq S5 ?Size
1] 1) 1]
Last Modified Py ——— Issues 0

To change the search size:

1. From the menu, select Item > Query Settings > SetSearchSize — the Set Results Search Size

screen will display:

Tat flaolt at e %]
1 Mote: You are setting the number of
& records retrieved for each query -
10 to continue viewing atter this limit you
15 have to use the cantinue Query F11
28 aption
a0
100
200
280 The lower the numhber the faster the
400 queny !
500 The larger the number the more mermory
750 used on the PC
1000
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2. Select a number (for example: 500) — the table will then close and the ?Size will have been
updated:

On Loan Due on Order Res Seq Setf/ ?Size
0 0 500
Last Modified

by Issues 0

Process Information |

3. If there are more items in the results table than the Search Size set, you can go on to the
next list by selecting Table > ContinueQuery from the menu (or by clicking the F11 button)

& Studintg LISt = G000 ey s |J\j
Iain ¥References  File
Seq AddToReservelisk Authar Call Mo Form Statz |(On| Due |Rsv Perm | Procesz | On Series Process Date Edit
__ || (hangeDueDates Log Back =
m MassIternDeletion S 0 B-11¢ :
2|2 MassMemoltems AF CLAR BK AF M ] M E7E-0-246-13 195
3[7] MassMemoDelete ferson, James, TPAT BK iAF N 0 N i97E-0-31615 2006
g7 MassltemChange istie, &gatha, 16 PB CHRI BK PB iN 0 M O7E-0-00-616 10a;
5|7 Fistie, foatha, 16 PE CHRI BK AF  IN 0 MUSIC AVWAITING PEN 97E8-0-00-516:5 Ot 2010 1195
§[T Fistie, fomtha, 15 PE CHRI BK AF  ih 0 CHELS AWVAITING PEN 07600051615 Oct 2010 1190
7 .i\ Print F& dalmington, Jean. Bl PAMNF M 1 CHEL: M iProblems in & 197!
g[d  Report F? Jolmington, Jean. Bl LAFiH 3 eHEL Wi Problams in d 17
g[d Sequence il Damille.  (AF STEE | 1BK CAF N 0 CHEL M 97E.0.583-02 198
10| Bccidert fDanislle Steel,  iSteel, Darielle.  (AF STEE  BK LAF M 0 CHEL N iG7g-0-583-02 195
11 | The accidertal tourist £ Anne 1 Tvler, &mne, 1941- AF TYLE  (BK LAF N 0 CHELZPROCESSINGM i978-0-09-945(16 Jan 1997 198

Default Search Size

You can adjust the default search size in Supervisor settings:

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

2. (Optional) From the main menu, select Installation > Choose Location, then select the
location you log in as

3. Select the System tab

4. Scroll down to: Default search cache size = <enter an appropriate size> — for example: 400

|5a InsialiatyonEsy i aatahel seay Wiyl sye vy i Il ’a

Main  LibraryMenu  Installation

F3 Save F5 Query

Al ‘ Borrower ‘ Catalogue ‘ Circulation ‘ Stockitem ‘ System Other ‘

DEFAULT

Degcription Walue
Default catalogue security level i}

~/ | Default search cache size 400

5. Click the F3 Save button when complete

6. Exit and restart the Amlib client for the new parameters to take effect
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Creating a Table

1. In whichever module you're searching (Borrower or Stockitem) ensure that the screen is clear
—if not clear: click the F1 Clear button

2. Enterinyour search terms (just about any field in a screen can be used to query the
database, and you can do full stop (.) and <Tab> to bring up a list of codes, such as in the
Stats Code field

There are also different query options available:

QUERY VIA
Item Browse search for data displayed within the Stockitem module
Cat Browse search for data displayed within the Catalogue module

Keyword Searches any keyword within the Stockitem and Catalogue module using one of the
six bibliographic lines available: Stockitem: Title, Author, Subject, Series, Publisher or

Call No. Typing in the Subject line will search only Subject keywords.

Any Searches for any keyword within the Stockitem and Catalogue module — for example:
even if the Title line is chosen the keyword will be search in Title, Author, Subject,

etc.
|& Stuegaitzgg - JILARF s Cpa sl iy ._J |\3
Main  Application Item ®References File
F1 Clear | | F5 Query | | |
Query Via
T Item © Cat  Keyword [ Any
Item No | Cat Ref No
Previous Queries j ﬂ ﬂ J J
Title| harry potter
Author
Publisher
Series/ISBN E
Subject
Call Number | Form | | Call Set|
Description

| Copy No / Convert |

Location
Perm Temp | Floor | Origin/Source

3. When you have your search terms typed in, select the F5 Query button

4. If the query finds more than one item, the results will display as a List. From this List the
items can be viewed individually. It is possible to save the records to a file, or go to other
applications for the items (for example: Stockitems, Authorities, Periodicals) by choosing the
XReferences menu at the top of the screen
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@ STOCITEMINEIENE IoWs

(=3

SOTIROWS

Choose Cne
ofthese
Calimns

B

ternType

Author
Call Ma
Seties
Form
Stats

On Loan
On Qrder
Ry

(I

%]

Sort Sequence
™ Increasing

" Decreasing

Cancel

2. You can only choose one sequence option for example: Title

3. Click the OK button when complete — the then be reordered according to your selection

[ain #References  Eile
Seq AddToReservelist Author Call Mo Form Stats |On| Duwe |Rsy Perm | Process (On Series Process Date Ed'rtD
ChangebueDates Log Back Loc orel §|
— MassItemDeletion H : : : : i
2|H  MassMemoltems lirgi, J 1. JEICROWY iBK G P 0 CHEL Mo E7E-0-439-06 199
3/f  MassMemoDelste ling, JK. B J N 0 iCHEL v 1978.0-439-06 T9a;
g MassltemChangs fing, J K Bl J N 0 CHELS SUWAITING PEY | 075-0.430-06114 Oct 2010 1960
s ling, J4. B il M 0 {CHELS AWAITING PEY  378-0-433-06: 7 Dec 2010 193¢
& |H fing, J K. Bk i M 0 CHEL Mo i97E-0-439-06 193¢
7|H fingt, 4. B J N 0 CHEL N i978-0-439-06 199
&H Report F7 ling, JK. B J v 08M1260  CHEL N 978.0-435-06 198t
alH Sequence ling, J K. Bl N 0 CHEL N i078.0-430-06 150!
10 |Harry Paotter and the Chamber: Rowling, J.K. F ROy Bl iJ I u] CHEL: M 975-0-439-06 199!
11 |Harry Potter and the Chamber: Rowling, J K. Bk AF I u] CHEL! M :975-0-4359-06 199¢
12 |Harry Potter and the chamber | Rowling, J.K. F R Bk iJ I 1 CHEL! M {975-0-7475-3 1998
13 |Harry Paotter and the chamber ;| Rowling, J.K. F ROy Bk iJ I ] BELHR M 1875-0-7475-5 199
14 |Harry Potter and the chamber i Rowling, J K. F ROy Bl i r 0 HASTEAWAITING PEN  878-0-T475-3i18 Aug 20103193
15 |Harry Paotter and the chamber | Rowling, J.K. F ROy Bl iJ I u] CHEL: M i975-0-7475-5 193¢
16 |Harry Potter and the chamber : Rowling, J.K. F Ry Bk :d I u] CHEL! M :975-0-7475-3 199§
17 |Harry Potter and the Deathly B Rowling, J.K. ROy Bk iJ I u] ZHEL! hd
18 [Harry Paotter and the Deathly E Rowling, J.K. Ry Bk id I ] HAZTI b
19 |Harry Paotter and the Goblet oft Rowling, J.K. F ROy Bl iJ i u] ZHEL! I 193¢
20 (Harry Paotter and the half-blooé Rowling, J.K. F ROy Bl iAF I 3 BELR M iHarry Potter ; 200
21 |Harry Potter and the half-bloos Roswling, JH. F Ry Bk i AF I 3 CHEL! M iHarry Potter 2008
22 |Harry Potter and the Order of { Rowling, J.K. F R Bk iJ I 4 ZHEL! Y {9TS-0-439-30 2DDZD
Om (3]
|
5. Inthis table view you can change the sequence of items from the Table > Sequence, or you
can choose Table > Print (F6) or Table > Report (F7):
Sequence
1. From the List menu, select Table > Sequence — the Sort Rows prompt will display:
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Print (F6)

1. From the List menu, select Table > Print (or click the F6 key)

2. Your result list will appear in a print table — click on the print button to print

GllEAeponi bl densCAAml i estiRe porisks I BN URES

Fle View Frint

- [B]x]

(Bl &] « r[n]

Srelistam Selected Stockitem List 31/08/2011
Stockltem Auther Call No Form OnLoan Order Rsv
Perm Temp Title StatsCode Back Ext.Cat Ref
Floor Location Pracess Description
Date

ORDER00005940B Schafer, Elizabeth D 18 823/914 BK M hd o
CHE LIBR Explaring Harry Patter / by Elizabeth D, JNF

Schafer.
STOCK00369845B Schafer, Elizabeth D, 19 823914 BK ™ ™ o
CHE CHE Explaring Harry Patter / by Elizabeth D, ANF

Schafer.
STOCK00363979B Recher, Harry F. 574994 BK ] ] o
CHE CHE Exploring nature in forests, woodlands & ANF

heaths / Harry F. Recher.
STOCK00369888B Fecher, Harry F. £74934 BK M M o
CHE CHE Exploring nature in forests, woodlands & AMF

heaths { Harry F. Recher.
16906 Rawling, JK. FROW BK hd ] 1
CHE CHE Harry Potter and the chamber of secrets / JK. ANF 254172010

Rowling.
16907 Fowling, JK. FROW BK hd M 2
BEL __CHE Harrv Potter and the chamber of secrets £ J K. J 26/11/2M0

Report (F7)

1. Highlight the items you would like to use in the report

2. Select Table > Report (or click the F7 key) — the List Reports dialogue box will display

3. All the available templates for that category will be displayed

4. Select a Report — for example: Author&Title&Call (&STKTITL.QRP)

5. Click the F9 Order button to choose the sequence of your results:

Stuegsfidpg Upidap iy

Columns

&3

F3 Save | F5 Query

Order By

Issue Date Due Back
Issue Lacation
Issue Date Issued
ItemMo

CatRef

Authar
Fublisher
Series/ISBM
Subject

Call Mumher
Yolume

ASC DESC

u Colurnn .
<

Loe | sowil

6. Enter a Caption for the report —for

example: Harry Potter List
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L flauayes __j |d

Stockitem F9 Order |

| Report Name Template Name

 Author&Title : &stkitl.qrp =

Author&Title&Call &stktitl.qrp

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

éAverage counts by Stock ltem Stats Code | 5TKAVG.QRP

Copy Count by Cat Record &5TKCOP5.QRP

Count by Date Published &5TKPDC.QRP

Count by Form dstkfs.qrp

Count by Form & Call Set &stkcfcs.qrp

i Count by Form & Stats &stkcts.qrp

|

Caption  |Harry Potter List

7. Click the F8 View button — the results will appear in a Report — View window

8. Click on the print button to print

HENOTISVIEwW]

S|(=]E3

Q] 8] ] r]p]

&stktitl.qrp Harry Potter List
Stockiterm Title, Aothor, Call Mumber, Stats Code and Form

Item Number: ORDERODOO5940

Exploring Harry Potter / by Elizabeth D. Schafer.
Schafer, Elizabeth D, 19655-
823,914 Sts Code: JNF

9/12/2010

Form: BK

Item Number: MCO39251

Rowding, J k.
JFIC RO Sts Code: J

Harry Potter and the Chamber of Secrets / by J.K. Rowling ; illustrations by Mary GrandPré.

Form: BK

Item Number: ORDEROODDS131

Rowding, J k.
Sts Code: |

Harry Potter and the Chamber of Secrets / by J.K. Rowling ; illustrations by Mary GrandPré.

Form: BK

Item Number: ORDEROOOOGS39

Rowding, J k.
Sts Code: |

Harry Potter and the Chamber of Secrets / by J.K. Rowling ; illustrations by Mary GrandPré.

Form: BK
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WHERE SEARCH

You can access Where searches in the Stockitem and Borrower modules by selecting Application >
Where... (in the Stockitem module) or Application > BorrowerWhere (in the Borrower module):

Main  Application

S Siuelat= Wilsr= Senell - SLFF Sz Lyl

AR

Fi Clear |

F4 Select | |

F8 Order

1] Choose Search Column

Z Choose Operator

Cat Ref No
Title
Author
Publisher
Series/ISBN
Subject
Call Number
Vol

Ed

Sts Code
Form

Description

Call Set Reference |

" LIKE
(-\- =

<

" LkE
=

.

OR Press Special

"IN i

-2

3 Type the Where Condition and Press Paste

Paste

Query Description:

{ Column

Operator Where

FEE E

1. Choose Search column: it can be helpful to have a look at the main Stockitem (or
Borrower Details) screen if you’re confused about which fields contain what information

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

OPERATOR DESCRIPTION EXAMPLE
LIKE Where the required data in this field LIKE ELD (for Eldorado)
begins with the text entered
LIKE Where the required data in this field does | LHKE ELD (for all except Eldorado)
not begin with the text entered
IN Useful for selecting multiple codes IN A,J,YA (for all of these types)
N Useful for multiple codes not to be N ILL,LS (to exclude these types)

included

Where the text entered is exactly equal to
the data required

= A (borrowers with a code of A for
Adult)
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#* Where the text entered is not equal to the | #J (borrowers who do not have a
data required code of J)
Useful for NOT EQUAL TO NULL — choose
this operator, do not enter any data and
click the Paste button

< Where the text entered is less than the <01/10/10 (less than 1 Oct 2010)
data required

< Where the text entered is equal or less <01/10/10 (less than or equal to 1
than the data required Oct 2010)

> Greater than >01/10/10 (greater than 1 Oct 2010)

> Equal or greater than the text entered >01/10/10 (greater than or equal to

1 Oct 2010)
3. Type the Where condition: this can be a date, a code, letters, numbers, etc
BUTTON DESCRIPTION
Paste Adds the Where condition to the Query Description table
Special This button contains useful fields that can be used for any mathematical operand (i.e. =, #,
<, £, >, 2) — for example: Current Date
Delete Deletes the highlighted Where condition from the Query Description table
AND Includes the AND separator to the Where conditions in the Query Description table (this is
the default)
OR Includes the OR separator to the Where conditions in the Query Description table
( Adds a beginning bracket to the Where condition in the Query Description table
) Adds a closing bracket to the Where condition in the Query Description table
4. Once your Where condition is set up you can either:

a. Count the number of results by clicking the F6 Count button —a prompt with the

following message will display: XXX Stock Item(s) were found.

.

| e NER e T

\11‘) 236 Stock Ikemis) were Found.

x|
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b. Get the list of results by clicking the F5 Query button — the results will then
display in the relevant List:

S tookitem B2 A6 oS i=/E3

Main Table XReferences File

Seq Title: Authar Call Mo Form Statz |(On| Due Rsy Perm | Process | On Series Process Date Edit
Loa Back Loc Ord

ith.
2| The adventures of Tom Sawey Tweain, Mark, 1835-1J Twa) Bk

A78-0-7084-0 147

J M 0 GCHEL M
3 | Alice's adventures in wonderl; Carroll, Lewis, 1832 JF CARR BK idJ I u] CHEL! M 196:
4 | Alice's adventures in wonderl Carroll, Lewwis, 1532 J CARR B i i) o CHEL ¢ 1978
5 | &nd novy for something exact! Jennings, Paul, 1918 AF JEMM B idJ I 1 CHEL! M i1873-0-575-02 197

5. If you wanted to find ALL of something (for example: Borrower, Stockltems, items on
loan) then you could run a query such as:

a. BarCode IS NOT NULL (all Borrowers)
b. ItemNo IS NOT NULL (all Stockltems)

c. Issue Due Date Back IS NOT NULL (all items on loan)

Query Description:

[ Column Operator, Where
: | ISNOT iNULL

The NULL value is achieved by simply leaving a blank space in the field 3 Type the Where Condition
and Press Paste — as soon as the Paste button is clicked a NULL value is entered into the Query
Description table

Saving a Where Search
It is possible to save a Where search:

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

[ SavEd WITETES Lj-
F3 Save ‘ F5 Refresh| Fé Count ‘

Gluery Description Oniener

Type a description ofthe Ywhere Clause, then press Save.

Chelsea Junior Fiction
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2. Type in a Description (for example: Chelsea Junior Fiction) and click the F3 Save button —a
prompt with the following message will display: The Query File has been created.

| liz=yt Lj]

\]‘:) The Query File has been created.

3. Once saved, you can access saved Where search by clicking the F4 Select button in the
Where screen, selecting the Saved Query from the list and then clicking the F9 Select button:

SaVECMITEIES: L_’]
FiSave | FADelete || F5Refresh| F6 Count| ‘ Fo Select
Cperatar: |STAFF j
Query Description Cwner

Query to File

It is possible to save the Where search results to a file, which can then be used in other operations
(including reports).

1. After choosing your Where parameters, click the F7 QtoFile button — the Saved Query
Results table will display:

LOCHTIEMSaVE 0 IETHEs IS Lj
Fillew | F2Empty | FiSave | FaDelete | F5ouery | FoPrint | F7copy | FaPaste | FoSelect |
Sot @ Asc ¢ Dest Operator: | STAFF =]

Details Allowy other Gty Last File o
operators to Lipdated Mo
access this file
TNy
Spine Lahels ¥ 11081272010 11:35:52 PM} 3012
massChange Y 2 Q2022010 11745 P 0o
#dd Subject Headings W 0 021272010 12:58:08 PMi 3009
Mass Renewals W 12 108A162010 11:55.08 &M 3001

— | Chelsea Fiction W 0 0971242010 4:29:23 Aw j
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2. You can either use a pre-existing list file or create a new list file:

a. To use a pre-existing file: select a list entry from the table and click F9 Select (click F2
Empty first if you would like to clear any pre-existing list items — look at the Qty
column to ascertain this.).

b. Alternatively, a new file can be added by: clicking on the F1 New button, typing in
the Details (for example: Chelsea Fiction) and then clicking on the F3 Save button.
Then highlight the file and click on the F9 Select button.

3. This Saved File can now be used as part of a report or procedure
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APPENDICES

Appendix 1: Report Writer (RepWin30)

The REPWIN30.EXE program used to edit reports is located on your Amlib server in the
Drive:\Amlib\Utility folder (for example: C:\Amlib\Utility)

You will find both the Repwin folder (containing the REPWIN30.EXE) and the REPWINSETUP.EXE
(which you can use to install RepWin30 on a local PC).

If you are unable to access your Amlib server for any reason, then contact Amlib Support and they
will sent you a copy of the installer.

To install RepWin30 on your PC:

1. Copy the REPWINSETUP.EXE to your desktop

2. Double-click on the REPWINSETUP.EXE — the RepWin30 Report Template Designer for Amlib
Installer Wizard will display:

el EREWI NS IR Eporial e el e eI E e oAb, |
[ﬁl LR e SIS E PO Empl et el ESTENETR ORI gj_]ﬂ‘

Welcome to the RepWin30 Report
" Template Designer for Amlib
| Installation Wizard

This will itvztall the FepWin30 Repart Template Designer for
Amlib on wour computer.

It iz recommended that you cloze all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

[ Mext> |’ Cancel

3. Just follow the instructions on the Wizard to install
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Appendix 2: Creating Spine Label Reports

Most spine label reports require the loading of a customised spine label. The following guide takes
you through the entire process for loading the customised template, creating a new report, creating
a Saved File of items to print and running the report.

Save the Template

e Save the template into the Amlib/Reports folder on the Amlib server. This will make the
template available for use for all users. Alternatively, you may save it into a local folder on
your PC — but please be aware, that the template (once loaded) will only be available for use
on that PC.

e Ensure that the template is saved with a name that clearly identifies it as a customised spine
label — for example: PRSPINE5.QRP

Load the Template

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

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

Stueisiidng - pl=ad e nre Fil=s \3

F3 Update | | F5 Query

Descriptian |MyLihrary Spine Labels (5 wide)

Ternplate | PRSPINES Browse

Choose Type [Spine Labels 5 label wide [~

Message (may be split in 2 x B0 or 3 % 40

Default Stats Code l_ l_

[ Update Entity (Y/M) [p

5. Type in a Description — for example: MyLibraryName Spine labels (5 wide)

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

7. Select the file and then click on the Open button

8. Choose Type — ensure you select Spine Labels (with the matching number of columns to
those in your template) — for example: Spine Labels 5 label wide

9. You can leave Default Stats Code blank
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10. Update Entity (Y/N)=N

11. Click the F3 Update button to save the new template

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

Create the Report

1. Go to Main > Reports > RepStockitem — the Stockitem Reports screen will display

2. Select the F1 New button —the Select Report Format table will display:

SEIECIIREpOisonmal d
Cescription Update|  File Mame Message {mayh
Entity
M3 Excel Farmat - Stockiterm Count by Stats Code I+ Exsthes.grp

M3 Excel Format - Stockitern List - Title, Author, Call Mo, Farm ] Exsthosv.grp
MyLibrary Spine ) :
PLAIM tem Debits (Barcode List)

Estkpldh.grp

M
Geenvood Library Spine Labels M TESTMUSPINE OO
FRare Books Barcodes & RARE.QRF =
Reservation and Copies Ratio Mo i&stkeres.grp
Spine label with Accession Plate Mo PESPINEWT.QR
Spine Labels 1 Wide ] &spinet.grp
Spine Labels 2 Wide ] &spineZ.grp
Spine Labels 3 Wide ] &spine3.qrp
Spine Labels 4 Wide Mo iEspined.grp
Snine Labels 6Wide ] Lspined.grp

Frniem | ombnmle T oA~

-

B i T e

Select | Cancel |

3. Locate the template you just loaded via RepAddNew, highlight it and click on the Select
button

4. You will be returned to the Stockitem Reports screen — locate the report you just created and

highlight it (the entry will be in bolded red and the Report Type = the Report Description of
the template you loaded)

Repor Create Report Report Template
Stats | Fin Description Type £
Code | (Y/N)

© N 56w.a ‘MyLibrary Spine Labels PRSPINE5.ORP

5. The spine label settings should be typed into the Report Description field — for example:

5,6,w,a. DO NOT type in any other descriptive characters as this will stop the report from
functioning correctly — your Description should be similar to that in the example above.
The Report Description is composed of four positions using the following criteria:

a. The first position: how many labels to ignore before printing is commenced. In the
example there would be 5 labels missed before printing. On a 5 column wide spine
label printout, printing would then start from the first label on the second line). To
print on a new sheet of labels, the value would be 0.
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b. The second position: each line has a maximum of X characters before going to the
next line (in the example, the line would be 6 characters wide).

c. The third position—torw
i. w:Wrap the remainder of the Call Number to the next line(s)

ii. t: Truncate the remainder of the Call Number
(The example will wrap the remainder to the next lines)

591. 591.

994994 994994

56890

SMI SMI

d. The fourth position:a,bors
i. a:Puts a full stop at the end of the line
ii. b:Puta full stop at the beginning to the next line

iii. s:Sets the space as the break and ignores other Punctuation

591. 591 591.994
994 .994 SMI
SMI SMI

a b S

6. Select the F3 Save button

Once saved the line will be bolded red as the report does not have a F7 Where search. Typically this
report is used only with a Saved File (therefore requiring no Where search). However, a F7 Where
search of Received Date = Current Date could be used for those items received on that day only.
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Wand Into File

Iltems can be wanded into a selected file. This is useful if you wish to use the group of itemsin a
Report (for example: Spine Labels):

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

2. From the menu, select File > WandintoFile — the Wand Into File screen will display:

| i moaie L_']
F1 Clear F4 Select

Saved File: |{none}
Totalin |0

Barcode Title

Itern Mo:

3. Click the F4 Select button — the Stockitem Saved Query Results table will display

4. You can either use a pre-existing list file or create a new list file:

a. To use a pre-existing file: select a list entry from the table and click F9 Select (click F2
Empty first if you would like to clear any pre-existing list items — look at the Qty
column to ascertain this.).

b. Alternatively, a new file can be added by: clicking on the F1 New button, typing in
the Details (for example: Spine Labels) and then clicking on the F3 Save button. Then
highlight the file and click on the F9 Select button.

Last Updated: 19 September 2014
Page 54



Amlib Basic Reports Manual

LOCHIIEMSaVE 0 IETHEs IS L_']
Fillew | F2Empty | FiSave | FaDelete | F5auery | FoPrint | F7Cony | F3Paste | Fo Select |
Sot @ Asc ¢ Dest Operator.  |STAFF ~|

Details Allowy other Gty Last File i

operators to Lipdated Mo

access this file
YN

MassChange by 2 024212010 11745 Ph ann

Add Subject Headings by 0 02212010 12:58:08 PW: 3009

Mass Renewals by 12 0812010 11:85:09 AW 3001
=
=+ Spine Labels by 0 08M 212010 11:32:33 P j
~|

5. This will return you to the Wand Into File screen —the name of the selected list file will now
appear in the Saved File: field:

| i moaie L_']
F1 Clear F4 Select

Saved File: |S|1ine Labels

Totalin |1
Barcode Title
NC039251 Harry Potter and the Chamber of Secrets / by J.K. Rowling ; illus
Iterm Ma:

8. You can now start wanding in items: as each item is wanded, the Barcode and Title display in
the window (they will be automatically saved into the selected Saved File)

9. After all the items have been wanded close the window by clicking the[ X ] in the top right-
hand corner

Run the Spine Label Report

1. Go to Main > Reports > RepStockitem — the Stockitem Reports screen will display
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2. Locate the report you created as part of the Create a Report procedure above and highlight

it

3. Select the F8 View button — the Select Saved File stable will display:

This repart can anly use Saved Files that are not empty. Please choose
one ofthe valid Saved Files below, then press QK.

Chner File Marme Cluantity
STAFF MASS RENEWALS 12 =
STAFF MASSCHANGE 2
: F ME LABELS
FIQMA AUSTRALIAN FOOTBALL 7
FICMA COMMINFO 20
FICMA DEMO BOOKS 9
FICMA, HARRY POTTER BOOKS 15
JOHM PREFULLMARCEXPORT 5215
JOHM PRE KING LUPDATE 34
JOHMPREALL COLLECTION 5243
JOHMPRE CONVERT LIST 59
JOHMPRE COUMNT LIST 41
JOHMPRE DVD COVERS 210

Ok | Cancel |

4. Select the File Name (that you wanded your items into) and click the OK button

5. A Report - View screen will display:

A HEpORE B, __J __J \__]
E 4| «|»|rr 4ci
J 657. 005. AF 625. AF
FINE 028553 369 WILL 2 SMIT
MIL OBR ROB
STACK  STACK AF AF F PB
PB PB CLAR CLAR PIG TALE
ARIS ARIS
796. 625. JPB J PB F
334 5 LEWI LEWI GRIS LEW
STE

e The above example, shows a report starting at the first label: Report Description = 0,6,w,a
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e The following example shows a list starting at the tenth spine label: Report Description =

9,6,w,a
2 REpoTiEiEw] __J __J \3
| < |»] |
J 65T,
FINE 028553
MIL
0os. AF 625. AF STACK STACK
369 WILL 2 SMIT PEBE PEBE
0OBR ROB ARIS ARIS
AF AF F FB 706, 625.
CLAR CLAR PIG TALE 334 5
STE

6. Select the print button to print

Please Note: When the print button is clicked, a prompt with the following message may display:
Report margins are less than printer offsets...Text may be clipped. Continue?

| HEPOT \3

Report margins are less than printer page offsets:
.,_“‘/" Left=0.4, Top=0.4, Right=20.6, Bottom=29, 325,
' Text may be clipped. Continue?

Cancel |

The message is the result of the report template having particularly narrow borders. Users should
click OK button and check printouts to ensure that no clipping has occurred.

Clearing the File

After successfully printing the spine labels, the file can be emptied, ready for the next batch.

1. Inthe Stockitem module, select File > DisplayFile from menu — the Stockitem Saved Query

Results screen will display

2. Highlight the SPINE LABELS file and click the F2 Empty button — a prompt with the following
message will display: Are you sure you want to remove all entries from the ‘SPINE LABELS’
saved file?

3. Click the Yes button

4. Click the F3 Save button when complete
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Appendix 3: Reservation Reports

Reservation Statuses

When an item is placed on reserve, a Reservation Status is placed against that item. The status is

important as the reports use this status as a determinant for what to print and what not to.

STATUS EXPLANATION

ISSUE Item was on loan when reserved
(reserve placed via Amlib client)

ON LOAN Item was on loan when reserved
(reserve placed via NetOpacs)

SHELF Item was on shelf (available) when
reserved

RETURN Item has been returned AFTER
reservation placed

TRANSFER Item was on transfer when reserved

ORDER Item was on order when reserved

READY Reservation on item has been
CANCELLED through an expiry report
and is now ready for the next reader

PRINTED Item was included in a scheduled
Reservation report with Update Res
Status =Y
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Setting Up the Report: Pick-Up List

If you allow reservations to be placed on items that are ON SHELF (available) at the time of the
reservation, then you will need to create and run a report that will create a pick-up list to collect
these items

Create Report

1. Launch the Amlib client

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

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

Jalaet e it Fugif d
Description Default | Default Update| Update,  File Mame
Stats = Sub-  History | Entity
Code | Stats
Zode
Kingston Reservation Motice 320 | Y Y EKINREST . QRF
List of Reservations M Mo Breslistarp
Marme & Phane Farmat { no Histang M Mo ERAKA000.grp
Paostzard Farmat { keeps histary) M Mo ERA40O00.gR
Reservation Boak Slips b Mo ERAKAD10.grp
Reservation Matice b Y ERESMAIL QRF
Reservation Notices (SMS) Ay hd &RESSMS.ORP
Reservation Pick Up List Ay hd &RESBRF.CRP
an t M il ESLIST.QRF
Reserve Collections by Class ] ] &reshrfc.qrp
Reserve Collections hy Group I+ I+ &reshrfg.grp
Single Eres Test ] Mo iTestiSingletonik
Slip notification of bookings ] i EBKGSLP.QRP
Breview Select | Cancel |

4. Highlight Reservation Pick List (wording may differ — it will be using the &RESLIST.QRP print
template) and click the Select button

5. Type in a Report Description — for example: Reservations Pick List

6. If you would like the borrower record to retain a record of any notice sent, then ensure that
Create Hist (Y/N) =Y

7. Update Res Status =N

8. Click the F3 Save button

servation Pick Up L XESBRF.QRP
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Where Statement

1. Select the report from the list and click the F7 Where button — the Reservation Reports —
Where screen will display

2. The statement must include the following settings:

e Only Show First in Queue (Y/N) = Y (otherwise ALL reserves on an item will show)

e Res Item Status IN SHELF,READY (this will pick up any available or recently expired
reservation items)

e OnLoan (Y/N) = N (this will exclude items on loan from the list)

e (Optional) Item Perm Loc = (enter your location code) — for example: Item Perm Loc
= CHELSEA (where multiple locations available)

e (Optional) Process IS NULL (paste without putting a value in 3 — this will exclude any
items in Processing, Binding, Missing, etc)

e (Optional) Is on Order (Y/N) = N (this will exclude any items on order)

3. Click the F3 Save button when complete

X]

REsEnvalinnReEpori S HETE

F3 Save | F5 Query

oose Search Colurmn oose Operatar
1 ch Search Col 2 Cch Operat
Cost
Diate Due CUKE CLKE N O
v = [
Last Changed =
Last Operator < s - 5
Last Active

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

Bast
| N Baste
j fptianal Multiple Brackets j M
{ Column Qper Where )]
Cinly Showe Firstin Qlueue = A AMD =
Res lterm Status:  IN (| SHELF READY ARID
Cn Loan k) = M AMD
ltern Perm Loc = CHELSEA AMD

Process: 15 iWULL AMD Delete
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Order

1. Highlight the report from the list and click on the F9 Order button — the Reservation Reports
— Order By screen will display:

& ) N 7
| REservatiomiEporisEU ety Lj

F3 Save ‘ F5 Query

Columns Order By

ltern Publisher ASC DESC
Item Series/ASBMN

Itern Suhject

Calumn

Item Call Mumhber

Item Yolume
Item Edition
Item Perm Loc
Stats Code
Farm

Temp Loc

Far Loan (v
Date Received
Date Accession
Cost

Date Due

2 | [

2. Use the arrow keys to select fields to Order By — for example: Item Call Number

3. Click the F3 Save button when complete
Print

1. Highlight the report from the list and click the F8 View button — the Select File for View
prompt will display with the following message: This type of report may use a Saved File as

the Source. Do you want to select the file now?

3 . v
Sel=en Fll2 fup sy d

]

‘1_./ This bype of report may use a Saved File as the Source, Do you want to select the File now?

Cancel

2. Click the No button
3. The Report — View screen will display with a list of the items

4. (Optional) Click the print button to print the list

Please Note: No notices will be generated to patrons nor will the Reservation Status of the item be

altered.
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Update Status on Items

It is important that the items collected from the shelves should be processed (returned) before being
set aside for collection. This allows you to do two things:

1. Generate a collection slip to place in the item (optional)

2. Updates the Reservation Status of the item to RETURNED

Setting up the Report: Notices

This is the report that generates a patron notice. Notices can be sent in one of three formats: Letter,
Email or SMS. Unlike the pick list, it is possible to use one report to generate ALL notices for ALL
locations (if desired). Patron notices MUST be run via the Scheduler to update the Reservation Status
of the item to PRINTED.

Create 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 notice template (&RESMAIL.QRP, &RESEML.QRP or &RESSMS.QRP) you would
like to use and click the Select button

4. Type in a Report Description — for example: Reservation Notices

5. If you would like the borrower record to retain a record of any notice sent, then ensure that
Create Hist (Y/N) column =Y

6. Ensure Update Res Status column =Y (this will prevent notices from being printed twice)

7. Click the F3 Save button when complete
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Where Statement: Letter

1. Select the report from the list and click on the F7 Where button — the Reservation Reports —
Where screen will display:

| Haddy sty HEudres - =

F3 Save ‘ F5 GQuery

1 Choose Search Colurn

2 Choose Operator

&

3 Type the WHERE Condition and Press PASTE OR Press SFECIAL

Bookings Qnly (D
Max lterns per Notice (1-8) = T LIKE
Res Itern Status o
Res ltern Status Date -
i o« L
Res Expiry Date

" LIKE

O x

M

-

| CHELSEA,

4

Optional Multiple Brackets

Callect Location

{ Column Cper Where bl
Cnly Show First in Queue = Ay AMD =
Res ltern Status = RETURM AMD
Res Callect Location = Temp Loc

AND

Paste

Special

I

Delete

2. The statement must include the following settings:

1. Only Show First in Queue (Y/N) =Y (otherwise ALL reserves on an item will show)

2. Res Item Status = RETURN — this status will change to PRINTED once this report is

run, to prevent duplicate emails being sent

3. (Optional) Res Collect Location = Temp Loc [select using the Special button] — this

ensures that the item is at the collection location)

4. (Optional) Res Collect Location = (enter your location code — for example: CHELSEA)

— this will limit the notices sent to items for collection at the selected location

3. Click the F3 Save button when complete
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Where Statement: Email

Please Note: Please refer to the Email Reports guide for full details for setting up email installation
parameters.

1. Select the report from the list and click on the F7 Where button — the Reservation Reports —
Where screen will display:

X]

| Haddy sty HEudres - =

F3 Save ‘ F5 GQuery

1 Choose Search Colurn 2 Choose Operator

Always use Address 1 (¥R
Only Shaw First in Queue (¥l = CUKE CLKE  CIN - O
Baoakings Only (v
Res ltern Status

Res ltern Status Date o« < o= o

v = %

3 Type the WHERE Condition and Press PASTE OR Press SFECIAL

Paste
| CHELSEA,
j Optianal Multiple Brackets J M
{ Column Cper Where bl
Cnly Show First in Queue = Ay AMD =
Res ltern Status = RETURM AMD
Bor Use Email (M) = Y AMD
Bor Email Address 18 MOTiMULL AMD
Fes Collect Lacation: = iTemp Loc AMD Delete

2. The statement must include the following settings:

e Only Show First in Queue (Y/N) = Y (otherwise ALL reserves on an item will show)

e Res Item Status = RETURN — this status will change to PRINTED once this report is
run, to prevent duplicate emails being sent.

e Bor Email Address IS NOT NULL (Paste without placing a value in 3)
e Bor Use Email (Y/N) =Y

e (Optional) Res Collect Location = Temp Loc [select using the Special button] — this
ensures that the item is at the collection location)

e (Optional) Res Collect Location = (enter your location code — for example: CHELSEA)
— this will limit the notices sent to items for collection at the selected location

3. Click the F3 Save button when complete
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Where Statement: SMS
Please Note: Please refer to the SMS Reports guide for full details.

1. Select the report from the list and click on the F7 Where button — the Reservation Reports —
Where screen will display:

%]

| Haddy atlug HEudrts - =

F3 Save ‘ F5 Guery

1 Choose Search Colurn 2 Choose Operator

Always use Address 1 (¥R
Qnly Show First in Queue cAkl = TUKE CLKE UM N
Baoakings Only (v
Res ltern Status

Res ltern Status Date < < o= o

v = %=

3 Type the WHERE Condition and Press PASTE OB Press SFECIAL

| CHELSEA

[ace |
j Cptional Multiple Brackets J M
{ Calumn Oper YWhere 3
Only Show Firstin Queue: = iy AMD =
Baor MabilefCell Mumber S NOTiMULL AMD
Baruse MaobilefCell; = iy AMD
Res ltern Status = RETURM AND
Res Collect Location: = {Temp Loc AND Dielate

2. The statement must include the following settings:

e Only Show First in Queue (Y/N) = Y (otherwise ALL reserves on an item will show)

e Res Item Status = RETURN - this status will change to PRINTED once this report is
run, to prevent duplicate emails being sent.

e Bor Mobile/Cell Number IS NOT NULL (Paste without placing a value in 3)
e Bor use Mobile/Cell = Y

e (Optional) Res Collect Location = Temp Loc [select using the Special button] — this
ensures that the item is at the collection location)

e (Optional) Res Collect Location = (enter your location code — for example: CHELSEA)
— this will limit the notices sent to items for collection at the selected location

3. Click the F3 Save button when complete
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Order

1. Select the report from the list and click on the F9 Order button — the Reservation Reports —

Order By screen will display:

r“a;af‘fﬂtiu“ Heporis S Erat

Columns

Alwaws use Address 1 (VTN
Cnly Showe Firstin Queue (VMY
Bookings Only (¥

Res Collect Lacation

Fes Expiry Date

Res Placed Location

Res Placed Date

Boaking Fram Date
Booking To Date

Cn Loan (M)

Bor Barcode

BIEIE

Bor Surmname
Bar Given
Bor Title

Bor Sex

(<]

"o I o

Order By

ASC DESC

Zolumn

Bor Barcode

<]

Lue | oom]

2. Use the arrow keys to select fields to Order By — for example: Borrower Barcode

3. Click the F3 Save button when complete
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Appendix 4: Sample Where Statements

Overdue Notice (Letter)

1. Highlight the report and select the F7 Where button — the Circulation Reports — Where

screen will display
2. The statement must include the following settings:

a) Issue Date Back < Current Date (via Special button) — this can be altered to suit your

particular needs
3. The following settings are optional:
a) Borrower Location = CHELSEA
b) Bor Type IN YR11, YR12

c) If the patron has a guardian address, then this is the default address for the notice —
to revert back to the patron address: Always use Address 1(Y/N) =Y

d) Additionally, you may wish to limit by Bor Group and/or Bor Class

e) If you are running email reports as well, you should enter the following: Bor Use
Email I=Y

4. Click on the F3 Save button when complete

Overdue Notice (Email)

1. Highlight the report and select the F7 Where button —the Circulation Reports — Where

screen will display
2. The statement must include the following settings:
a. BorUse Email=Y
b. Bor Email Address IS NOT NULL (Paste without placing a value in 3)

c. Issue Date Back < Current Date (via Special button) — this can be altered to suit your

particular needs
3. The following settings are optional:
a. Borrower Location = CHELSEA
b. Bor Type IN YR11, YR12

c. Ifthe patron has a guardian address, then this is the default address for the notice —
to revert back to the patron address: Always use Address 1(Y/N) =Y

d. Additionally, you may wish to limit by Bor Group and/or Bor Class

4. Click on the F3 Save button when complete
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Reservations Pick List

1. Select the report from the list and click the F7 Where button — the Reservation Reports —
Where screen will display

2. The statement must include the following settings:
a. Only Show First in Queue (Y/N) = Y (otherwise ALL reserves on an item will show)

b. Res Item Status IN SHELF,READY (this will pick up any available or recently expired
reservation items)

c. OnLoan (Y/N) =N (this will exclude items on loan from the list)

d. (Optional) Item Perm Loc = (enter your location code) — for example: Item Perm Loc
= CHELSEA (where multiple locations available)

e. (Optional) Process IS NULL (paste without putting a value in 3 — this will exclude any
items in Processing, Binding, Missing, etc)

f. (Optional) Is on Order (Y/N) = N (this will exclude any items on order)

3. Click the F3 Save button when complete

Reservations Notice (Letter)

Please Note: This report must be run via the Scheduler

1. Select the report from the list and click on the F7 Where button — the Reservation Reports —
Where screen will display

2. The statement must include the following settings:

a. Only Show First in Queue (Y/N) =Y (otherwise ALL reserves on an item will show)

b. Res Item Status = RETURN — this status will change to PRINTED once this report is
run, to prevent duplicate emails being sent

c. (Optional) Res Collect Location = Temp Loc [select using the Special button] — this
ensures that the item is at the collection location)

d. (Optional) Res Collect Location = (enter your location code — for example: CHELSEA)
— this will limit the notices sent to items for collection at the selected location
3. If you are running email reports as well, you should enter the following: Bor Use Email =Y

4. Click the F3 Save button when complete
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Reservations Notice (Email)

Please Note: This report must be run via the Scheduler

1. Select the report from the list and click on the F7 Where button — the Reservation Reports —

Where screen will display

2. The statement must include the following settings:

a. Only Show First in Queue (Y/N) =Y (otherwise ALL reserves on an item will show)

b. Res Item Status = RETURN - this status will change to PRINTED once this report is
run, to prevent duplicate emails being sent.

c. Bor Email Address IS NOT NULL (Paste without placing a value in 3)
d. Bor Use Email (Y/N) =Y

e. (Optional) Res Collect Location = Temp Loc [select using the Special button] — this
ensures that the item is at the collection location)

f. (Optional) Res Collect Location = (enter your location code — for example: CHELSEA)
— this will limit the notices sent to items for collection at the selected location

3. Click the F3 Save button when complete

History Report (Borrower or Stockitem)

1. Select the report from the list and click on the F7 Where button — the Reports — Where

screen will display
2. The statement can include the following settings:

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

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

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

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

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

3. Click the F3 Save button when complete

Audit Report

1. Select the report from the list and click on the F7 Where button — the Reports — Where

screen will display
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2. There are three audit types:

e D: Deleted
e |:Inserted
e U: Updated

3. The statement can include the following settings:
a. Enter an Audit Type — for example: Audit Type (I/U/D) =1

b. Enter a start date: Audit Date >= enter a date in DD/MM/YYYY format — for example:
01/01/2010

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

d. You may also want to limit by Location, Borrower Type, etc.

4. Click the F3 Save button when complete

Statistics Report

Please Note: For this report, the TransType = the Stats Types in the Statistics Codes table (Main >
Supervisor > StatsParams):

- of PR ) CT.A t "k o v,
= STatishce Codes s BERatChelsen Ly J ]d

Main  LibraryMenu

Fillew | F2insert | F3Save | FdDelete

F5 Query | F6 Print |

Stats Stats Count Money Form Item | Borr | Borr | Borr Loen|Suburb Ward Areal|Year Month
Type Description (Y/N} | (Y/N} | (Y/N) Type (¥/N) Group Class (Y/N} (Y/N} Y/N (Y/N) (¥Y/N} (Y/N)
LIRS YA YR L
5 Issues (Loans) Y N Y Y Y Y Y Y Y Y Y Y Y
6 Renewals Y N Y Y Y Y Y Y Y Y Y Y Y
7 Borrower Visits Y N N N Y Y Y Y Y Y Y Y Y
10 Returns Y N Y Y Y Y Y Y N N N Y ¥
11 Foreign Returns Y N Y Y Y Y Y Y N N N Y Y
13 Returns (Not on Loan) Y N Y Y Y Y Y Y N N N Y Y
15 Reservations Y N Y Y i Y Y Y N N N i Y
16 Satisfied Reserves Y N Y Y Y Y Y Y N N N Y Y
17 Expired Reserves Y N Y Y Y Y Y Y N N N ¥ Y
18 Cancelled Reserves Y N Y Y h Y Y Y N N N Y Y

1. Select the report from the list and click on the F7 Where button — the Statistics Reports —

Where screen will display
2. The statement can include the following settings:
a. Enter an Trans Type — for example: Trans Type (Issue,Ret) IN 5,6,7,10

e These are the Stats Types for Issues, Renewals, Borrower Visits and Returns
in the Statistics Codes table (see below)
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e You can access the complete list of Statistics Codes in the Supervisor module:
Main > Supervisor > StatsParams

b. Enter a start date: Trans Date >= enter a date in DD/MM/YYYY format — for example:
01/01/2010

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

d. You may also want to limit by Location, Borrower Type, etc

3. Click the F3 Save button when complete

Authority Report

1. Select the report from the list and click on the F7 Where button — the Reports — Where
screen will display

2. There are four parameters:

o Key: Check for particular data contained in the MARC tag
e Tag: Search for a particular MARC tag
e Oper: User logged in when Authority was created

e Date

3. The statement can include the following settings:
a. Tag-—for example: Tag = 245 (Title)

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

c. Oper —for example: Oper= STAFF (looks for all Authorities entered by users logged in
as STAFF)

d. (Optional) Enter a start date: Date >= enter a date in DD/MM/YYYY format — for
example: 01/01/2010

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

4. Click the F3 Save button when complete

Bibliographic Report

1. Select the report from the list and click on the F7 Where button — the Reports — Where
screen will display

2. There are three unique parameters:

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

e Tags to Display: MARC tags to display in report

3. The statement can include the following settings:
a. Auth Tag — for example: Auth Tag = 245 (Title)

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

c. Tags to Display — for example: Tags to Display IN 100, 245 (will display Author and
Title in report)

d. (optional) Enter a start date: Date >= enter a date in DD/MM/YYYY format — for
example: 01/01/2010

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

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

4. Click the F3 Save button when complete
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Appendix 5: Sample F10 More Statements

Bibliographic

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

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

—20A in the report is optional.

Any Tag can be
matched to any
Line Number

more details

more details

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING Report Line | Tag Number eg + or blank blank or and Not used

Number or and sfin cat_sfin ('a’,

(lal' Ibl) Ibl)

EXAMPLE 1 100

2 245

3 082

4 650
COMMENT | Can be any MARC Tag field Specify which Specify which

number number — for part of the MARC | part of the MARC

between 1 example: 245 tag to send - see tag to send - see

and 20 (Title) table below for table below for

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

OPERATOR

DESCRIPTION

EXPLANATION

blank (Default)

The entire MARC tag is printed

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

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

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

and sfin ('p', 'n')

Only the subfields specified to be
printed within this Authority Tag

If 490 | Series statement tag, only the
Series name and number printed

and cat_sfin ('c')

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

Tag

If 260 | Publisher tag, only the 'c' (Date)
subfield printed (and not Place or
Publisher)
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DGOV E TRl TR M OTE far Saved el e orne ﬂ
FlHew | F2 Insert F4 Delete F5 Query

| DVD Caver fusing F10 More) and Saved File

Mate: Mo walidation can be perfomed an these parameters - take care.
Some assistance is given by the column titles below

Report Line MNu Tag Mumber eq + orblank or and s1 blank or and cat_sf Q
egl1,2 3 B
1 244
2 nsz
3 a00 +
4 G50 +
g GO0 +
B G451 +
T B0
a 300
[
Em %]

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

FIELDS 1A - 20A _ FIELDS 1 - 20 display
display Tag TBIEL D1 A FIELD1 the actual data for
Descriptors held in FIELDZ2A FIELDZ < the relevant Marc
Main > Authoriti FIELD3A FIELD3 T held in th

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

There are several different F10 More functions depending on the type of template selected.

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING Report Line Column New Value Send Memo Address 3
(Borrower Number
Automatic
Update Report)
EXAMPLE 1 S BA Y <leave blank>
2 <leave blank> | <leave blank> | <leave blank> | Y
COMMENT Line 1 is used Borrower field — | The new value — | If Y, create the If Y, can be used
for updates can be must be a valid memo in Text to delete
Borrower Types | code for the for Letter, Address 3
Line 2 is used to | (T), Classes (C) selected column | found at the top | (Guardian
delete Groups (G) or of the Borrower | Address) from
Borrower Status (S) Reports screen Borrower
address 3 record
I —————————
HEADING Report Line Line1—field1 | Line 1 Field 2 | Not used Not used
(Borrower Number deletion — Cutoff date
:nanctl)al reference no. | < format
epor from report of
P dd/mm/yyyy
marked for
delete trans.
EXAMPLE 1 500 01/10/2010 <leave blank> | <leave blank>
COMMENT Line 1 is used If no Date is
for deletions entered the
Deletion will
take place
regardless of
Date
slugiuyg=r Uit = nta S =gislun - o= d
Fillew | F2nsert | F4Delete ||| F5 Query
| Borrower Update - Auto Suspension
Mote: Mo walidation can he perfomed on these parameters - take care.
Some assistance is given by the column titles below
Fepart Line MU Column ey Value Send Memo
Bg 1,2 3
1 BA ¥
Circulation
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COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING Report Line | Line 1 account Line 1 overdue Line 1 Financial Line 1 Fees type
Number history NAME history NAME record NAME name
EXAMPLE 1 OVFINACC OVDFINAL OVDUEACC OVDUEFEE
COMMENT | Line1isused | If left blank, the If left blank, the If left blank, the If left blank, the
for History system will put a system will put a system will put a system will put a
and Financial | Report Type of Report Type of Financial Type of Financial Type of
reporting ACCOUNT in the OVERDUE in the OVERDUE in the FEE in the
purposes Borrower History Borrower History Borrower Financial | Borrower

window if Create
Hist (Y/N) =Y and
Create Acc (Y/N) =
Y and the report
run via the
Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

Can use to specify
1st, 2nd etc
overdue —for
example:
OVDUE1,0VDUE2

window if Create
Hist (Y/N) =Y and
Create Acc (Y/N) =
N and the report
run via the
Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

Can use to specify
1st, 2 etc
overdue —for
example:
OVDUE1,0VDUE2

window indicating
the (replacement)
Cost for overdue
items if Create Acc
(Y/N) =Y and the
report run via the
Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

Please Note:
Customer-defined
Financial record
NAMES must also
be defined in the
Circulation

Financial Types
screen.

Financial window
for reports that
have a
FORM_CHARGES
field in the report
(see example 2) if
Create Acc (Y/N) =
Y and the report
run via the
Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

Please Note:
Customer-defined
Financial record
NAMES must also
be defined in the
Circulation

Financial Types
screen.

[Optional]

Amount will be
added to the
FORM_
CHARGES field in
the Report

to any item fee)
[Optional]

Amount will be
added to the
FORM_
CHARGES field in
the Report

HEADING Report Line | Line 2 Fee per Line 2 Fee per Line 2 Fee Print | Line 2 not Used
Number Item S.c Notice S.c Line
EXAMPLE 2 2.00 5.00 Includes fees of: | <Leave blank>
COMMENT | Line 2isused | Enter amount to Enter amount to Text will be added
to add Fees be charged for be charged per to the USER_LINE1
to Reports each overdue item | notice (in addition | field in the Report

[Optional]
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HEADING Report Line | Line 3 SMS Line 3 SMS Line 3 Email Line3YorNto
Number Message Address Delete file
EXAMPLE 3 SMS SMS Overdue sms@smsservic | N
Notice e.com
COMMENT | Line3isused | Always SMS Message body — The email address After Sending,
for SMS becomes the of the SMS- delete created
reports message in the messaging service File-YorN
email (50 chars) (50 chars)
Gyardig Bdiiay ©yyi Faa) - e d

F1 llew | F2 Insert |

F4Delete |

F5 GQuery

| Crwverdue Letter fwith Fee)

MHote: Mo walidation can be peformed on these parameters - take care.
Some assistance is given by the column titles below

egl1,2,3

Line3 SMS or SP

Report Line Mu Line 1 account histor Line 1 overdue history | Line 1 Financial recq
LineZ Fee perltem %.c Line2 Fee per Motice §, Line2 Fee Print Line

Line2 Message

Line3 Email Addres]

OYDFINE

OYDLET

OYDUEACC

200

5.00

Includes fees of:
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Reservations

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING Report Line | Line 1 account Line 1 reserve Line 1 Financial | Line 1 Res Fees
Number history NAME history NAME record NAME type name
EXAMPLE 1 RESVACC RESVLET RESVACC RESVFEE
COMMENT | Line1isused | If left blank, the If left blank, the If left blank, the If left blank, the
for History system will put a system will put a system will put a system will put a
and Financial | Report Type of Report Type of Financial Type of Financial Type of
reporting ACCOUNT in the RESADV in the RESADV in the FEE in the
purposes Borrower History Borrower History Borrower Financial | Borrower

window if Create
Hist (Y/N) =Y and
Set to Y for create
account =Y (on
Line 2) and the
report run via the
Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

window if Create
Hist (Y/N) =Y and
Set to Y for create
account = N or left
blank (on Line 2)
and the report run
via the Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

window for
overdue items if
Set to Y for create
account =Y and
the report run via
the Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

Please Note:
Customer-defined
Financial record
NAMES must also
be defined in the
Circulation

Financial Types
screen.

Financial window
for reports that
have a
FORM_CHARGES
field in the report
if SettoY for
create account =
Y and the report
run via the
Scheduler.

It is possible to
specify your own
name — see
example (max: 8
chars).

Please Note:
Customer-defined
Financial record
NAMES must also
be defined in the
Circulation

Financial Types
screen.

[Optional]

Amount will be
added to the
FORM_
CHARGES Field in
the Report

to any item fee)
[Optional]

Amount will be
added to the
FORM_
CHARGES Field in
the Report

HEADING Report Line | Line 2 Fee per Line 2 Fee per Line 2 Fee Print | Line2SettoY
Number Item S.c Notice S.c Line to create
account
EXAMPLE 2 2.00 5.00 Includes fees of: | Y
COMMENT | Line2isused | Enter amount to Enter amount to Text will be added
to add Fees be charged for be charged per to the USER_LINE1
to Reports each overdue item | notice (in addition | Field in the Report

[Optional]

Last Updated: 19 September 2014

Page 78



Amlib Basic Reports Manual

HEADING Report Line | Line 3 SMS Line 3 SMS Line 3 Email Line3YorNto
Number Message Address Delete file
EXAMPLE 3 SMS SMS Overdue sms@smsservic | N
Notice e.com
COMMENT | Line3isused | Always SMS Message body — The email address After Sending,
for SMS becomes the of the SMS- delete created File -
reports message in the messaging service YorN
email (50 chars) (50 chars)
plaadp aitlu pluiles (Laiiag - d

F1 llew | F2 Insert |

F4Delete |

F5 GQuery

| Reservation Motice {Letter)

MHote: Mo walidation can be peformed on these parameters - take care.

Some assistance is given by the column titles below

egl1,2,3

Report Line Mu Line 1 account h Line 1 reserve hi¢ Line 1 Financial rece  Linel R

Line2 Fee per lterr Line2 Fee per Mof LineZ Fee Print Lineg Line2 Set

Lined SM3 or SP | Line3 Message |Line3 Email addres:

Line3'

0.40

1.00 Includes fees of T
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Add the User-Defined Financial Record and Fees Type Names to the Circulation Transactions Types

(RepCirculation and RepReservations Only)

Please Note: Any user-defined names in column 4 and 5 (Line 1 Financial record NAME and Line 1

Fees type name) in the F10 More screen must also be added to the Circulation Transaction Types

table.

1. Go to Main > Finance > CircFinTypes — Circulation Transaction Types screen will display:

| ErEmaaonNransacionN FpEsESl R hEIseal T hrany __J |L.']
Main  Application
Hew | Insert Save Query Print
Trans Transaction Standard | CR or DB Included
Type Description Amount
Charge () % as (99.9
| ost ltem I 3000 i}
OVDUEACC i Overdue Account
OVDUEFEE :Overdue Fee $0.00 DB 0.00
OVERDUE Overdue ltem $0.00 DB 0.00
PAYDAM Payment for Damaged Item $0.00 CR 0.00
PAYFINE Payment for Fine $0.00 CR 0.00
PAYLEGAL Payment for Legal Charge $0.00 CR 0.00 —
PAYLOST Paymentfor Damaged ltem $0.00 CR 0.00
PUR Purchase request $3.00 DB 0.00
RENEW Renewal Charge $0.00 DB 0.00
RESADV Reserve Advice Charge $0.00 DB 0.00
PFSCANC  (Cancallad Racana Charaa &n nn ne nonn
LIk

2. Toadd a new Transaction Type:

a. Click the New or Insert button

b. Trans Type —type in the user-defined name — for example: OVDUEACC or OVDUEFEE

c. Transaction Description — for example: Overdue Account or Overdue Fee

d. CRorDB=DB

e. Click the Save button when complete
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Appendix 6: Setup Email

Supervisor Parameters

To begin, some settings need to be set in the Supervisor module (this need only be done once):

1. Launch the Amlib client
2. Go to Main > Supervisor > Installation — the Installation (DEFAULT) screen will display
3. Select the Other tab

4. Scroll down set the following: E-mails are sent using the following method: (M)API or
(I)nternal or (S)MTP. Setto S, lor M

Generally (S) SMTP is recommended, especially as it is simple and it has advantages over the
others. It also means that the email client does not need to be open on the PC running the
notices and allows greater flexibility with regard to setting up “from” and BCC/CC
parameters.

r L CT A e I -y v,
|@ InEial 2o P aaiaEHeIEe ) S hTarny ‘ !i i

Main  LibraryMenu  Installation

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

DEFAULT

Description Yalue
E-mail Attachment Path EC:xTestingEmaiIAttachl
E-mail Maximum Attachment Size (kb §1DE|DE|D

E-mails are sent using the following method: (MMAPI or {internal or (SIMTP

Location is Yalid for Holdings

Then the following parameters should also be set (a full table is included below):
e SMTP Blind Carbon Copy e-mail address: you can specify the BCC address to send a copy of
all notices (so that you can verify that they have been sent)

o SMTP sender e-mail address: the email address to display on the notice sent to the borrower
(For example: enquiries@amlib.com.au, it can be the same as the BCC address)

e SMTP Server name: the address of the SMTP mail server being used. This might be a server
address or an IP address
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|Q Instatiatiomesy it aatiEhelceay yhrany

Main  LibraryMenu  Installation

F3 Save F5 Query

All | Borrower ‘ Catalogue | Circulation ‘

System ‘

Other

Stockitem
DEFAULT
Description Walue
Location's Usertame for ILLS Met Interface
Cnly showy reports for: (Liocation, {Giroup, (Oiperator, Show (41l A

Path of spreadsheet

"clprogram filesimicrosoft officelofficelex

Feservation prompt on arder placerment (¥R

Y

Feservation prompt on order receipt (7M)

5 N

SMTP Blind Carbon Copy e-mail address

john.smithg@oclc.org \

SMTF sender e-mail address

/ N\

library@amlib.org /

SMTF server login

SMTP Server name or IP address (199.199.94,9)
SMTP server password —
SMTP server reguires a login? M
Spreadsheet: (E)xcel E

Systermn Language ( EMGLISH or RUSSIAN Only ) EMGLISH
System supplied Order Mo (VD) b

Use catworksheet for periodical cataloguing

MUK
5. Click the F3 Save button when complete
6. Exit and restart the Amlib client to allow the settings to take effect
The complete set of parameters to consider:
DESCRIPTION EXPLANATION EXAMPLE

Emails are sent using the
following methods (M)API,
(I)nternal or SMTP

Generally (S) SMTP is recommended,
especially if the organisation is not using a
Microsoft Exchange Server. It also means
that the email client does not need to be
open on the PC running the notices AND can
display the “from” name from one of the
parameters below rather than the email
address from the email client.

SettoS,lorM

SMTP Blind Copy e-mail
address

Optional: If using the SMTP for emails. Enter
only if copies of the email are to sent to a
chosen email address — for example: Testing
purposes

library@amlib.com

SMTP sender e-mail
address

Optional: If using the SMTP for emails, enter
the Address you wish to indicate as the
sender

enquiries@amlib.com.au
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SMTP server login

(Optional) From your Systems Administrator
if required

SMTP Server name or IP
address

If using the SMTP for emails, enter the
Server Name or IP Address of the Server
installed with the e-mail communication
protocol, responsible for receiving and
forwarding email messages

ServerName — for
example:
server.amlib.com.au

SMTP server password

(Optional) From your systems administrator
if required

SMTP server requires a
login?

If Y, supply a SMTP server logon and
password

If N, leave SMTP server logon and password
blank

Y/N

The above tasks create Sender and BCC for ALL emails generated by the system. However, it is

possible to set up separate SMTP parameters (Sender and CC) for individual locations, modules and

reports.

Setup Individual Email Systems by Location

1. Inany Installation screen module, select Installation > Choose Location from the menu — the

Locations prompt will display

2. Select a Location and click the OK button — the Installation screen for that Location will

display

3. Repeats steps 3-5 above: if you would like to use the DEFAULT settings, then the relevant

fields for each location should be left blank

4. Once complete, you must exit and restart the Amlib client to allow the settings to take effect

Setup Individual Email Locations, Modules and Reports

We recommend leaving the email set-up for particular locations until after initial testing has been

completed. Once the initial testing has been done, then:

1. Inany Supervisor module, select Library Menu > LocRepSMTP from the menu — the SMTP

Parameters by Location screen will display

2. Select the F1 New or F2 Insert button

3. Using the drop-down boxes available in each column, select the Location, Report Screen, and

Report Type

4. Then type in the individual Sender’s Email and Carbon Copy Email addresses

5. Click the F3 Save button when complete

6. Exit and restart the Amlib client to allow the settings to take effect
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B9 LT Pelrauisisgs bylSocationesil gl elseal ahrany ;_i Ia

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save FiDelete | F5 GQuery F& Print

Location Report Screen Report Type Sender's Email Carbon Copy Email |
CHELSEA RepCirculation Continuous (E-Mail)  icirc@oclc.org john.smithi@oclc.org |
CHELSEA RepReservation E-Mail eres@oclc.org jane.jones@oclc.org
HASTINGS RepCirculation Continuous (E-Mail) circ@oclc.org nmrk.mnith(c:r;oclc.oru|

Borrower Settings

For borrowers to receive their overdue notices via email, the borrower record will need to have the

following:

; o CTREE at (°F o |
R oy Uil - STARF a €l Ly \_i _]a

Main  Application Borrower  XReferences  File

FiClear | F2insert | F3Update | F4Delete F5 Query || F6 Table FT << F& < Fo > F10 =>
o Previous Queries -1 -2

BarCode |B380 Pin
Scope | 'LIBRARY',MOBILE Given Name Middle Name
Sumame |Dawkins Richard |

Title |Mr Sex W Balance: $0.00
BirthDate |26/031941  <|[-] 5] Potential Charges?
Type |A Group Class ||

Status |OK 9700 6788, 5 Colin Street, Hallam
Status Date 12/11/2010

Location |CHELSEA

v AlwaysShow

Business Phone D
Loan Memo
Refl | Raf? | Count
Email |richar(l.(lawkins@oclc.org Use for Notices |‘|"— 1 1
Mobile/Cell |0400123455 Use Mobile/Cell for Notices |N_ Lib. Group : LIBRARY

Exclude from Debt Collection |N— Enquiry Security Level (0099} W

Joined 01/12/1997 At CHELSEA Modified 31082011 1:10:10 P Seq Set 7Size
Reg Exp. 01/01/2020 Last Active 08/11/2010 by STAFF 21 200 200
Mormal addrezs for borrower | MM

e Email address — for example: richard.dawkins@oclc.org

e Use for Notices =Y (for Yes)

H Email |richar(l.(lawkinsjc:t‘goclc.org Use for Notices |Y—
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Report Settings

When creating an Overdue or Reservation email report, the following two settings must be included
in the F7 Where parameters:

e Borrower Email Address NOT NULL (Paste without a value in 3 to get a NULL value)

e BorUseEmail=Y

{ Column Qper Where )]
Bor Email Address  [5 MNOT; WULL AMD =
BaorUse Emaili = Y AMD

|zsue Date Due Back; = Current Date

Appendix 7: Manage Email Attachments

Reports with the option to send attachments via e-mail will have the Manage Email Attachments
button enabled (button text is bolded).

verdue No hy Email Eﬂw:elt:lue Notice (Email) email.qrp
N N Overdue SHELF LIST Overdue List for Shelf Che¢ZBODLSBC.q
N N {Overdue with Cost Overdue Letter with ltem C#CostLet.qrp
N N Overdue with Fee Overdue Notice (Letter) wit: &ODFEE.QRP
N N Recall Notice Recall Notice for items on £ &CIRRESC.OF
Y Y :Recall Notice (Email) Recall Notice Email &RESEMAIL.C=

| NLIM

ARGircnlatonReporisS SR EREREHeEealb hyary: J |d
Main  Application
F1 Hew F2 Modlify F3 Save F4 Delete F5 Ghuery Fé Print FT Where | F8 View F$ Order F1¢ More |
Manage Email Attachments ‘
Repor Detai Create Create Report Report Templa
Stats |Stats| Hist = Acct Description Type
Code |Code| (Y/N) (Y/N)
N N i Class Overdue List Overdue List by Class {with? Sodlstoc.qrp
N N :Class Overdue Slip Overdue Slip by Class with; &odslpc.qrp
314 315 Y N iFirst Overdue Notice Overdue Notice (SMS) &0DSMS.QRI
3o 3N Y N First Overdue Notice (Letter) Overdue Notice (Letter) S0ODLET.QRP
N N iHomeLib On Loan by Route Overdue List by Class (withi &odlstoc.qrp
N N Hourly Equipment on Loan Circulation List with Addres Sodlst.qrp
N N i Offline Export Offline Files Export &offline.qrp

E-mail attachment parameters must first be set up in Supervisor settings. Once the correct template
is selected, attachments such as MS Word documents can be sent with the e-mail messages.

Last Updated: 19 September 2014
Page 85



Amlib Basic Reports Manual

Supervisor Settings

1. Launch the Amlib client

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

3. Select the Other tab

4. Scroll down and enter the E-mail Attachment Path = file path to your e-mail attachments. ALL

e-mail attachment files must be saved to this location

5. Enter the E-mail Maximum Attachment Size = maximum size of attachments in Kb (1Mb =

1024 Kb)

6. Click the F3 Save button when complete

|Q InEtallatormes it Se & hrariy | Ve ey

Main  LibraryMenu  Installation

F3 Save F5 Query

Borrower ‘ Catalogue ‘ Circulation ‘

Stockitem

Other

System ‘

DEFAULT

Cescription
Default Periodicals copy listing wiew (21 copies ar {M)ot received

Value

Defaultto the last X3 days when displaving issues audit
E-r ment Path

100000

E-mails are sent using the following methaod: (MIAPI or (internal ar (SIMTP =1

Lacation is Yalid for Holdings

Location is Yalid for OPAC Enquiries

Location is valid for Registrations & Circulation

Location's Base File Mame ILLS Met Interface

Location's Borrower Barcode for Memos

Laocation's Depreciation Account Ba.

Location's Depreciation Allocation

Lacation's EAM for EDI

Laocation's Help Files Ref Directary

Laocation's Picture Directory

CAmliblsyspix

| NUM

7. Make sure to copy these settings to your other locations — select Installation > Advanced
Copy — the Advanced Parameter Copy screen will display:

a. Parameter Set = Other

b. Tick the E-mail Attachment Path and E-mail Maximum Attachment Size (kb)

parameters

c. Click the Select All button adjacent to the Destination Location(s) box

d. Click the F6 Copy button

e. Click the Done button
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S vance e e ROy i

| F5 Query | Fé Copy
Copy Options
FParameter Set | Other j Source Location DEFALLT j

Copy Description Walue

[T i Create an audit for all Stockitems (YIN) A

[~ iCreate Order Financials: (8)utomatically, (Myanually or (D)isahle A

[~ iDefault Periodicals copy listing view (81 copies or (Mot received

[~ iDefaultto the last ¥4 days when displaying issues audit

¥ E-mail Attachment Path CATestingEmailattacht
¥ E-mail Maximum Attachment Size (ki) 100000

[T iE-mails are sent using the fallowing method: (MJAPI or (hnternal or (S)MTP 5

[~ ilLocationisWalid for Holdings

[~ ilocation is'alid for OPAC Enouiries

Select All Select Mone
Destination Location(s) W \tarn when copying blank parameters
Copy Location
[Belmant ITS Dept

v Belmont Librany

v ChelsealTS Dept

v iChelseaLibrary

v iHastings Library

v iHome Library Service SElBT NenE

Done

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

Create the Report

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

2. Create the report — for example & N1ADDEM.QRP (see separate individual procedures for
more information about creating email reports)

rAEE e r |
[EaTcnlationiRep oSl i salaEhel seal shrany _J :Lj
Main  Application

F1 Hew F2 Modify F3 Save F4 Delete F5 Query Fé Print FT Where | F3 View F9 Order F10 More |

Manage Email Attachments |

Repor Detai Creat¢ Create Report Report Templa
Stats Stats| Hist @ Acct Description Type
Code Code| [Y/N} | (Y/N)

© N | N [Class Overdue List {Overdue List by Class {withé Sodlstoc.qrp

Overdue Notices by Email {Overdue Notice (Email)  &odemail.qrp
N N iOverdue SHELF LIST Overdue List for Shelf Che¢ZBODLSBC.q
N N iOverdue with Cost Overdue Letter with tem C#Costlet.qrp
N N :Overdue with Fee Overdue Notice (Letter) wit 80ODFEE.QRP
N N :Recall Notice Recall Notice for items on £ &CIRRESC.QF
Y Y iRecall Notice (Email) Recall Notice Email &RESEMAIL.C
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Adding the Attachment

1. Highlight the report to which you would like to add an attachment

2. Select the Manage Email Attachments button — the Manage Email Attachments screen will
display:

¥
i

Janig= Bl
F1 Hew

Attachment Path CATestingEmailAttachi

Max Attachment Size I 100000y

File Mame

3. The attachment path set in Main > Supervisor > Installation will be visible in the Attachment
Path field

4. Click the F1 New button — the Select File to Attach prompt will display:

-]« B ek E-

File name: |LibraryNewsIetter.doc Open I
Files of type: [l Fies (%) | Cancel |

5. Browse to the location of the attachment folder, select the file and click the Open button

6. The document name will appear in the File Name box (with an arrow next to it)

sttachment Path CATestingEmailAttachi

Max Attachiment Size I 100000y

File Mame

= Librarytblewsletter.doc

7. Click the F3 Save button (the arrow will disappear once saved)
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araEesEma A S SV ET e O e Ryl m
F1 Hew Fd Delete F5 Query
Attachment Path CATestingEmailAttach

Max Attachment Size 100000 by

File Mame
Libraryhlewsletter.doc

8. To add further attachments, repeat 4 — 7 above

Please Note: The size restriction set previously in Main > Supervisor > Installation refers to the

maximum size allowed for an attachment or the total size of ALL the attachments (if there are
multiple attachments).

9. To delete attachments: highlight the attachment you wish to delete and click the F4 Delete
button

DLCESRYEIl m

FiDelete || )F5 auery

Attachment Path | CaTestingEmailattachi

Max Attachment Size 100000y

File Mame

LikraryMewsletter doc

10. Once the list of attachments is complete, ensure that you click the F3 Save button to save
your changes — close out of the screen by clicking the [ X ] in the corner

Email Text (RepBorrower Only)

When sending an Email Letter to Borrower (&N1IADDEM.QRP) with attachment(s) in
RepBorrower it is possible to send some accompanying text (see Appendix 8: Text for Letter)

Running the Report

e This report MUST be run via the Scheduler
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Appendix 8: Text for Letter (RepBorrower)

The Text for Letters button can be used to add text to the Letter to Borrower (&N1ADD10.QRP) and

Email Letter to Borrower (&N1ADDEM.QRP) templates. The Text for Letters function can also be

used to populate

borrower update memos.

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

ST

Hlopyoyy=y Haniis - TLARF s Cpalbi=sy Bl (R S __J
Main  Application
F1 Hew F2 Modify F3 Save Fd Delete F5 Query Fé Print FT Where F8 View | F3 Order F10 More |
Manage Email Attachments ‘
Report Updat: Report Report Template
Stats | Entity Description Type
Code | {Y/N)
N :Borrower Memos List Borrower Memos : &bormemo.qrg
N {Borrower Reading Count {Adult) Borrower History C 8BORHCNT.QF
N :Borrower Report - Full Details Borrower - Full Det 8BORRFUL.GR
N {Borrowers by Location and Type MS Excel Format -i &xbclt.qrp
N :Count Sex and Type Counts Sex and Ty &best.qrp
Y iDelete History = 2 Years Old Delete History & Li¢ &borhist.qrp
N éEmaiI letter to Borrowers ‘Borrower Letter by &nladdem.qrp
N {Home Borrowers List Line by Line &horrsht.qrp
N {Juniors Due To Change To Adult Line by Line &horrsht.qrp
N iLetter to Borrowers Borrower Letter  &N1ADD10.QRI
654 N iNew Books New Books Email  8BORINEM.GR

2. Highlight the report you are using, and select the Text for Letter button —the Letter Text
dialogue box will display:

LN ] ] T N ST T S Lﬂ
F3 Save ‘ F5 Query

The likrary is pleased to have new Online Services available to
wou including:

* Change address details anline

*iew gutstanding faes & fee histary

* Cancel reservations online

*Online purchase requests &inter library loans

For more information please visit hitpo! wawne amlib.net

3. Type (or copy and paste) in your text

4. Select the F3 Save button when complete — then close out of the screen by clicking on the
red cross
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Please Note: When sent, your chosen text will appear in the body of the message:

i

i |

2

LTIV,

B[]

] 8| D ]r

A
F]

To: M= Sarah Jane Swmith 9/12/2010
From: Library Staff

The library is pleased to hawve new Online Services available to you
including:

* Change address details online

* Wiew outstanding fees & fee history

* Cancel reservations online

* Online purchase redquests & inter library loans

For more information please wisit http:// www.amlib.net

Library Ztcaff
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Appendix 9: List of Report Templates in Amlib

For a full list of Report Templates available please refer to the 'List of Amlib Reports Installed with
New Versions' guide available on the OCLC Website,

Amlib>Documentation>How to Guides Documentation>Reports, Miscellaneous

https://www.oclc.org/support/services/amlib/documentation/how-to-guides-
documentation/reports.en.html

(Contact Amlib Support if you require a login to this website or assistance with the selection of a
report template)
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Appendix 10: Operators

OPERATORS

For Reports &
Where Searches

LIKE HHKE IN N = Z < < > > F12
Begins Does not Include these | Do not Equal Not Less Less than Greater Greater PRINT
with begin with multiple Include to... Equal than or Equal to | than than or SCREEN
codes e.g. J,A | these to... Equal to
multiple

codes




