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OVERVIEW

Periodicals are publications that are produced on a regularly scheduled basis. The frequency of
publication varies with each title but most are published on a daily (for example: newspapers),
weekly, monthly, bi-monthly, quarterly or annual basis. Some periodicals are published on an
irregular basis (for example: 5 times a year), although this tends to be the exception.

Periodicals may also be referred to as serials, journals or magazines. Technically however, serials are
continuing publications (whereas a periodical need not be). However, in general, any of these terms
may be used interchangeably.

Subscriptions

Amlib has the ability to set up subscriptions on a variation of frequencies and also enables a site to
receive unexpected periodicals. Using the system to keep track of subscriptions enables sites to be
more accountable for the ever increasing funding directed to periodical acquisition.

Bibliographic Details

It also gives the site the ability to fully catalogue and enter Stockitem information on each issue so
that they can be searched effectively. The level of this data entry depends very much on the
periodical itself. Some periodicals are extremely important to certain clients, providing current
information and must be able to be accessed efficiently by our membership. Other periodicals may
be for recreational reading purposes with the main priority being circulation. You may decide not to
create a catalogue entry and just circulate the item using a barcode provided at the time the
publication was received. However, for a periodical to be searched within the NetOpacs, the Main
Entry of the periodical must be attached to a catalogue record.
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PERIODICAL APPLICATION

Periodical entry is different to normal data entry in that the main entry usually contains subscription
information and handles a hierarchy of entry at the periodical master, issue and copy level.

Catalogue entries can be created for the main entry record as well as separate catalogue entries for
each issue if required. Copies are created automatically as they are received.

Main Entry < Catalogue
Title, Frequency and Supplier Details Record necessary for NetOpac searching
Subscription

Subscription details and Stockitem defaults

!

Issues < Catalogue
Individual issue details Optional record for individual issue
Copies < Stockitem
Individual copy details Necessary to loan/circulate items

Periodicals can be viewed as having for (4) components:
Main Entry

This contains information common to all issues. This would include:

DESCRIPTION EXAMPLE
Title and Previous Title Information Time magazine
Brief holdings statement Copies held since November 1999
Frequency of issues The frequency/intervals at which the publication appears —

for example: M (for Monthly)

Subject and notes pertaining to every | Wheels may have the subject heading of MOTOR CARS, as it
issue of the periodicals. This is created | is common for all issues, Time may have CURRENT EVENTS
through an attached Catalogue record | etc. It is advisable to have a subdivision of PERIODICALS — for
example: MOTOR CARS - PERIODICALS

Subscriptions

Each periodical requires a Subscription line to be set up for each Subscription period.
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DESCRIPTION EXAMPLE

Subscription information — for 2 copies of Wheels magazine, subscription starting 1 January
example: number of copies expected 2010 and finishing 31 December 2010

Supplier information EBSCO
Stockitem Defaults Formatting of title, volume/issue and date details
Issues

These are the individual publications that relate to the Main Entry. They may have specific content
information related to:

DESCRIPTION EXAMPLE

Issue Description Vol.1 No 1January 1998

Subjects An issue of Time may have an article on a useful topic (for
example: Solar power) so subject headings can be added to
an individual issue catalogue record

Copies

These are the items that members read, borrow, etc. They can be issued with barcodes to allow for
easy circulation. There can be more than one copy of individual issues:

DESCRIPTION EXAMPLE
Barcodes 356025557431
Status N for Loan
Location Resource Centre
Cost $4.00 Replacement cost
Floor Location Display
Circulation Lists Can be set to allow Reservations

NOTE: NetOpac searches are usually set up as Keyword searches which require a Catalogue record to
allow keyword creation. If Periodicals are set up without a Catalogue entry, they will not appear in
NetOpac search results.
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Periodical Main Screens

The Periodical module has two (2) main screens for creating, searching and maintaining Periodical records. When a new Periodical Main Entry is created and inserted, the
Subscription window then displays. Once the Subscription has been created, the Issue Details will display. Once the Issue Details are saved/updated, the Copy Details

window will display.

SCREEN 1: PERIODICAL & COPY/RECEIPTS SCHEDULE

SCREEN 2: PERIODICAL SUBSCRIPTION & ISSUES

A x x -l e L oy
et dical SN EaiGhelseal Bhrarny

Main  Application  Transactions XReferences

rrcea Il rsomane [l v || roovers B rereoe DU B B N
I T Y N | N |y

Title: |\.l'ggue_ oup:  |LIBRARY -
Prev Tile: MAIN ENTRY DETAILS pae Form - Default Gall No
FE FER 646.305
Curr Supplier:
Brief [ Copies held=smreTmoreTmET I T Cat Ref | 33431
Holdings | Hallarm Library Retain 36 Months Then Binding
Statement | Chelsea Likrary Retain 24 Manth Then Binding Fregquency | M Ref: T4
Sort Subs
By |Issue Date j |Descj All Copies| Received | OwerDiue | Future Copies| Mot Received | Group
Copies = =
Locn Is=ue Bar Code ar Date Claim| Camments lssue Likely Cost Call D
Details R for received | Received Instructions Date Date Murnb 5|
Copy CHEL: October 2006 I ECDpM §D1.f1 0F2006: 031 072006 $5.00
CGHEL: October 2008 [I06: 031 0r2006: $5.00
COPY DETAILS
Update CHEL Septernber 2 06 03/08/2006i $5.00
Delete CHEL: September 2 [I06:03/09/2006:§5.00
Print CHEL: August 2008 MoiCopy 1 01/08/20086; 02/08/2008: §5.00
=
B %]
| HLM

A x x C .o ks o - b r L a0
eaenodical Subsenphionsend i SsresEs it tEhel ceal B hrany

Main  Application  Subscription  Issues  XReferences

F4 Delete

F1 Hew

F2 Modify | F3 Update F5 Query

Title: |V0gue.

- [B]x]

Cat Mo:

35431

M 0042-8019 Exi SUBSCRIPTION Lib Group: | LIBRARY
Renew
Recorded Library | Ma. of] Il Subs | Oty/ | Costf| Circ D
Date Group | Lochs Croer oy Tme TOTE AT AT TaTE =1} Cost |lssue| lssue | List E|
79 1 H H
(0101142004 317102005 A =FD
[>]
Attach | Copy | | Celete | Print J
lssue INTIT=] Likely Coniesl Canis Diate [E=1=T11= Claim | Special | Amlib D
Description hts | Made | lssue | Cat Mo E|
October 2006 =l 5
September 2006 ISSUES DETA"-S I I
August 2006 I I+
July 2008 I ¥
June 2006 Il &l
ay 2006 010572006 {03/0572006 2 ] I ¥
April 2006 01/0472006 {03/0472006 2 ] I ¥
March 2006 01/03r2006 : 03032006 2 0 1§ il =

TR




PARAMETERS

Before entering periodicals for the first time, certain tables, defaults and parameters can be
checked/setup so that the subscription details and receipt of Periodicals is successful.

These include:

DEFAULT/TABLE APPLICATION
Default Periodicals copy listing view (A)ll copies or | Supervisor
(N)ot received
Use Cat worksheet for periodical cataloguing Supervisor
Opac Form Descriptions Supervisor
Form Stockitem
Stats Stockitem
Floor Location Stockitem
Suppliers Periodical/Finance
Publication Frequency Tables Periodical
Stockitem Defaults Periodical
Catalogue Defaults Periodical
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Supervisor

Installation: Default

It is possible to create Catalogue records for Periodical items in one of two ways: via the Worksheet

or using the new Issue >> Catalogue Additions screen in the Periodicals module. The Default setting

for this parameter is the Issue >> Catalogue Additions screen (N) but it can be changed to Y to
reinstate the Worksheet as the primary method by which periodical Catalogue records are created:

The setting for this is contained in the Installation settings:

1. Launch the Amlib client

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

3. Select the Other tab

|§a installationesy il aatiEhelsealabrany

Main  LibraryMeru  Installation

F3 Save F5 GQuery

All | Borrower ‘ Catalogue | Circulation ‘

Other

System ‘

DEFAULT

Cescription
Cinly showe reports for: {(Liocation, {Giroup, (Operator, Show (A1

Value
A

Path of spreadsheet

"clprogram filesimicrosoft officelofiicelex

Resernation prompt on arder placement v

Y

Reservation prompt on arder receipt &)

Y

SMTFP Blind Carbon Copy e-mail address

john.smithi@oclc.ory

SMTF sender e-mail address

libraryi@amlib.org

SMTF server login

SMTF Server name ar IP address

brick.oclc.com.ad

SMTF server passward

SMTP server reguires a lagin? M
Spreadshest (Ejxcel E
Systermn Language ( EMGLISH or RUSSIAN Only ) EMGLISH
System supplied Order Mo &) Y

' Lse catworksheet for periodical cataloguing iy
Use Windows keyhoard shorcuts instead of Amlib sharcuts (YR by

4. Scroll down and adjust the following settings:

MUM - SCRL

a. Default Periodicals copy listing view (A)ll copies or (N)ot received — defaults to N

b. Use cat worksheet for periodical cataloguing — defaults to N

5. Type the desired setting into the Value column

6. Click the F3 Save button

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

It is also possible to adjust these settings by individual Location.
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Installation: By Individual Location

1. From the Supervisor module Installation screen, from the main menu, select Installation >

Choose Location — the Installation location prompt will display:

2. Select a location (for example: Chelsea Library) and click the OK button

3. The Installation screen for that location will then open

| Instaliatyon

CHELSEA-

helsea Library

Code Details Group
DEFAULT i DEFAULT
BELMONT Belmont Library LIBRARY
BELMONT Belmont ITS Dept ITS

{LIBRARY

Chelsea ITS Dept ITS
HASTINGE Hastings Library LIBRARY
HOME Home Library Service LIBRARY
ILL Inter Library Loans LIBRARY
LIBRARY | Library Processing LIBRARY
MARS Mars Lunar Base LIBRARY
MOBILE : Mobile Library LIBRARY

0K ‘ Cancel |

4. Select the Other tab

|@ gz Gl = AR F e Ciidlay By _J ld
Main  LibraryMeny  Installation
F3 Save F5 Query
All ‘ Borrower ‘ Catalogue ‘ Circulation ‘ Stockitem Syste ‘ Other
Chelsea Library
Description value
Only show reparts for: (Ljocation, (Giroup, (Oyperatar, Show (4311
Path of spreadshest
Reservation prompt on arder placement {Yik)
Reservation prompt on arder receipt (YN
SMTP Blind Carbon Copy e-mail address
SMTF sender e-mail address
SMTP server login
SMTP Server name or [P address
SMTP server password
SMTP server requires a login?
Spreadsheet (Epxcel
System Language { EMGLISH or RUSSIAN Only )
Systermn supplied Order Ma M)
Use catworksheet for periodical cataloguing I+
UseYindows keyboard shortcuts instead of Amlib shartcuts (YD
MU SCRL

5.

Scroll down and adjust the following settings:
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a.

Default Periodicals copy listing view (A)ll copies or (N)ot received — defaults to N

b. Use cat worksheet for periodical cataloguing — defaults to N

If you would like to use the DEFAULT setting for this parameter, then you can leave the setting in this

table blank, otherwise adjust the setting as follows (these settings will apply only to that location)

6. Type the desired setting into the Value column

7. Click the F3 Save button

8. For these settings to take effect you must exit and restart the Amlib client

Opac Form Descriptions

If a new Stats Code or Form code has been created for Periodicals, a “user friendly” description can

be added in the Opac Form Descriptions table to identify or locate the items.

1. Launch the Amlib client
Go to Main > Supervisor > Opacs > OpacFormDesc — the Opac Form Descriptions table will

display:
|Q Ot gy Wasepinelupis - SR F ar Qi Ll g __j |d
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save F4 Delete F5 GQuery
If an Opac Description is not specified for a particular Form/Stats combination
then the code that will be displayed can be specified by setting the 'Show both
the Form and Stats in the Form column?’ Opac parameter.
Form Stats Item Opac j
Count Description
AC JTT 1 JUNIOR CASSETTE J
AC LIT 74 AUDIO CASSETTE
AC LP 1 AUDIO CASSETTE
AC TB 109  AUDIO CASSETTE
AC YATT 6 AUDIO CASSETTE
BK AF 959  ADULT FICTION BOOK
BK AFSTA T ADULT FICTION BOOK
BK ANF 1111 ADULT NON FICTION
BK ANFSTA 8 ADULT NON FICTION
BK AVNF 3
BK E 299 PICTURE STORY BOOK v|
- PE PER 0 ADULT PERIODICALS j
-l

MUM  SCRL

Last Updated: 26 February 2013
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To set a new Opac Form Description:

1. Click with the F1 New or F2 Insert button
2. Type in the following parameters:
a. Form code —for example: PE
b. Stats code —for example: Four Weekly

c. Opac Description — for example: Adult Periodicals

3. Click the F3 Save button when complete

4. Exit and restart the Amlib client for these settings to take effect
If an Opac Description is not specified for a particular Form/Stats combination, the code that will be
displayed can be specified by setting the Opac Enquiry Option: Show both the Form and Stats in the

form columns? parameter.

1. Go to Main > Supervisor > Opacs > OpacEnqOptions — the Opac Enquiry Options table will

display:
|§a U packngmnaiphionsssiiisatiiChelcealahrdany J |d
Main  LibraryMenu
F3 Save F5 Guery | Fé Restrict
Button Description Auth List Auth List Direct | Auth List
Browse Keyword Limit Limit
F2 Title Y N/A 150 150
F3 Title N/A Y 150 150
F4 Subject Y N/A 150 150
F5 Subject N/A Y 150 150
F6 Combination N/A N 200 150
F7 Periodical N/A Y 150 150
Description Value

Show an item as In Transit’ if the Perm/Temp locations differ? (Y/N) Y

Show both the Form and Stats in the Form column? {Y/N)

Show the date due back for daily items on loan? (Y/N) N

Show the following tag data in the Opac ltem Display window 500

Show the last #2% days of received items for Bor-Interest (Max Value} 365

2. Scroll down to the Show both the Form and Stats in the form columns? (Y/N) parameter

Form Descriptions can be set to display a User Friendly description. If set to N, only the Form code
will display.

3. SettoYorN
4. Click the F3 Save button when complete

5. Exit and restart the Amlib client for these settings to take effect
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Stockitem
& Jiudeligy) - TLAFF et Ciig = DIy ¢ J _Ja‘
Main  Application  Item x#References  Eile
FiClear | F2insert | F3update| Fapetete | F5auery | F6Table FT << e | me | Fos |
Guery Via
T ltem © Cat © Keyword [ An
Item No [TFAFZ] Cat RefNo 35431 ™ v
Previous Queries j ﬂ J J J
Title| Vogue : January 2005.
Author
Publisher| Greenwich, N.S.W. : Conde Nast, [19657]-
ISBN/ISSN| 00428019 Ed
Subject| Fashion - Periodicals.
Call Number| PER 646,305 PER  [Form |pE  [Call Set]
Description | Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floorl Origin/Source

For |EY0$; m Loan Type Opac? |T Alert m Process | |

Received |13/01/2005 ﬂ ﬂ Accessioned |13/01/2005 Current Cost  |5.00

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEM TYPE: N MEMOS: 0
Onloan H Due OnoOrder H Res 0 Seq Set ?S5ize
; 53 132 200
Last Modified  03/06/2005 9:40:27 AM hy TREVOR lssues 0
Floor Location | LIt

Form codes, Stats codes and Floor Location usage can be set up on a site-by-site basis.

Form Code

1. Launch the Amlib client

2. Go to Main > Stockltems > StockitemForms — the Form Codes table will display:

[ SormiGoresesy ArratClelsen Lz

Main  Application  Window

= B[]

F1 Hew | F2 Insert F3 Save F4 Delete F5 Query F6 Print FT Loan F3 Validtn | F3 Display

Form Description Allow Floating Cat Def

Loan ? Defined
DV Digital Video N N N
EQ  Equipment Y N N
IDK i Desktop {ITS) Y N N
ILP  Laptop (ITS) Y Y N
IMO Monitor (ITS) Y N N
IP ipad Y N N
IPR Printer (ITS) Y N N
LH Lecal History N N N
NP Newspapers Special Lib's N N N
PA  [Pamphlets Y N N
RE | Reference N N N
RP  |Reports A N N
VI [Videos and DVDs Y N N
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You would need to create a Periodical or Magazine Form code if it does not exist. Usually the loan

rules governing an item are governed by the Stockitem Form code in conjunction with Borrower Type

of the patron (this can vary between Locations).

To set a new Form code:

1. Click with the F1 New or F2 Insert button

2. Type in the following parameters:

a.
b.
C.

d.

3. Click the F3 Save button when complete

Form = PER

Description = Periodicals

Allow Loan =Y (if periodicals are never to be borrowed, then set to N)

Floating = N (Y for periodicals with no fixed Permanent Location)

You may want to consider having a separate Form code for Bound Periodicals if you bind them. Some

libraries also have a separate Form code for Year Books.

Stats Code

1. Launch the Amlib client

2. Go to Main > Stockltems > StockitemStatsCodes — the Stats Codes table will display:

|@ Sy Codas - TLARF an Chz s Dyl __j |d
Main  Application
F1 Hew | F2 Insert F3 Save Fd Delete F5 GQuery FT Loan F8 Cat Def
Stats | Allow  Floating Stats / Collection Price Cat Def
Code | Loan ? Description Group Defined
Code

JPER Y N Junior Periodical PER N
JREF N N Junior Reference REF N
JSTA Y N Junior Fiction Stack JUN N
JSW Y N Junior Spoken Word NB N
JTB Y N Junior Talking Book NB N
JTT Y N Junior Tape And Text NB N
JVID Y N Junior Video NB N
LH Y N Local History ANF N =
LIT Y N Literacy NB N
LP Y N Adult Large Print FIC N
LS N N Local Studies LS N
NF Y N Newspaper File NB N
PAM N N Pamphlets REF N
PB Y Y Adult Paperback FIC N

: N Adult Periodical ; N
PERSTA . Y N :Periodical Stack ‘PER N

]
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The Stats code for an item can be used for statistical gathering purposes. For example: Periodicals,
General Interest Periodicals, Informative Periodicals, etc. The Stats code may also be used to
indicate the intended target group of the periodical — for example: Adult Periodical, Senior
Periodical, Junior Periodical and so forth.

As such, the Stats code may also be used to govern the loan rules for an item.
To set a new Stats code:

1. Click with the F1 New or F2 Insert button
2. Type in the following parameters:
a. Stats Code = PER
b. Allow Loan =Y (if periodicals are never to be borrowed, then set to N)

c. Stats / Collection Description = Adult Periodicals

d. Price Group Code: Used to assign items with this Stats Code to a particular group for
pricing and depreciation purposes (select: Application > StockStatsGroup to
view/set Stats Group codes).

3. Click the F3 Save button when complete

Floor Locations

1. Launch the Amlib client

2. From any Stockitem module screen, select Application > StockLocFloor — the Floor Locations
table will display:

|@ Flugy Buesitlugs - JLAFF ar Cialiaa Dy __j |L3
Main  Application
Fillew | F2insert Fisave | Fapetete | Fsouery | Féprint |
Floor Location

BLOGH

BLDG M

COMPACTUS

DISPLAY

INTERLIBRARY LOAN
LIBRARIANS OFFICE
LOCAL HISTORY
STORYTIME-STAFF
VERTICAL FILE
VIDEOQ SERIES

Additional information can then be entered to assist in the location and access of materials — for
example: Periodical Display, Periodical Boxes.

Last Updated: 26 February 2013
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Please Note: You are able to set up the Stockitem defaults so that codes are automatically inserted

into the copies when they are received.

To set a new Floor Location:

1. Click with the F1 New or F2 Insert button

2. Type in the Floor Location — for example: Periodical Boxes

3. Click the F3 Save button when complete

Periodical

Suppliers

1. Launch the Amlib client
2. Go to Main > Periodicals > Suppliers — the Suppliers screens will display:

CBX]|

Hao - R Tl .
A Suuuliaps - FLAFF an O ey Ly

Main  Application  Supplier  XReferences

| r2insert [ 73 update i Faveicte | G| B B O EE
Supplier Mo External Company Mo /ABN | Lo

|

Campany | Change
Comments
Show Comments in
Qrders (Y
Postal Street )
Address Zip  Posteode Address Zip ! Posteode

Contact
Petson | venteie
Telephone | e Forex Code
E-mail | Use E-mail (M) Claim Delay Code
E-mail for Use EDI (Yib Mormal Lead Tirne
EDI orders G
(days)
SANEDD EAMNCEDD Fayment Terms
Memhershipl idays)
IUpdate Digcaunt
ek Addressl Amount
] % v %
Weh login | Wieh password

Supplier Web Site Login Password

Last Updated: 26 February 2013
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To see a complete list of current Suppliers:

1. Select the F5 Query button — the Supplier List will display:

A SR S E e A OwWe IJJ
Main Table XReferences
Supplier Campany Lead Payment FPaostal Address
Mo Time {days) Terms

mm (PO Box E441, K n, ACT, :
AhdAT Amazon.com, LLC 28 30 1111 Any Street, Any Town, Mebraska, 353535
ALISLIB Auslib Press Py Lid B0 365 PO, Box 622, Blackwood |, South Australia, 5051
ALST Australian Book Review ] 365 i5udite 3, 21 Drummond Place, Carltan, 3053
AUSTGED Australian Geographic 120 365  iSubscriptions Department, P.O. Box 321, Terry Hil
DoM Donation 1 1 Donation
L't Dymocks Boakshop 4 30 P 1263, MELBOLURMNE
INFOMISION i Infovision Technology Py Lid 1 T 1127 Melveron Drive, HALLAM VIC
JAMBER James Bennett Pty Ltd 2 21 Locked Bag 537, FREMNCHS FOREST MESW
LIB Likras Library Supplies 4 k] 446 Harries Road, Coorparon, Queensland, 4151
MARS Marshall Cavendish 30 30 519 Rodhorough Road, French's Forest
MASOM Mason's Book Centre 2 30 Subscriptions Department, 5 Hercules Street, Tull
MATI Mational Library of Australia 30 365 iCanberra, ACT
PCy P wiorld Enterprises 30 10 Smith Street, TOORAK
QLD Quality Library Distributars 4 ] F.0. Box 66, Moosa Heads, Queensland, 4567
SEVYEM SEVEM SEAS STAMPS k] k] 11188 Old Pittwater Road, Brookvale | MSW, 2100
LIMk Unknown 1 1 Unknown
Wis S B.H.Walshe & Son 30 30 T Lewis Street, Coburg, ¥ictoria, 3058

| MU SCRL

2. To print a Report on your suppliers, from the Supplier List menu select Table > Report — the
list will display in the Report View screen

3. Click the print button to print the list
To search for a particular supplier:

1. Type the relevant information into any of the fields
2. Click the F5 Query button

Once a Supplier record is displayed, it is possible to edit the existing contact information:

1. Alter the details as required
2. Click the F3 Update button

Last Updated: 26 February 2013
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To create a new supplier for the system:
1. From the main menu, select Supplier > New Supplier — this will place the screen into creation
mode (the F2 Insert button will become active)

2. Enter all the information that you have for the supplier — some of the details that can be
entered include: address, telephone number, fax, email address, contact person, number of

days for lead-time and payment

3. Click the F2 Insert button when complete

@ supphersssiEatiEhelseail Ghrany J _Ja‘

Main  Application  Supplier  ¥References
Fupane 3 I B3

Supplier Mo | DvM External Company NoJaBN | - STAFF
Change | 07122010 2:16 PM

Company |Dvm0cks Bookshop

Comments
Show Comments in
Qrders (k)

-

Street | Shaop 31

Postal | PO 1253
Zip/Postcode  ADUeSS | gne o ojing Straat

AUAreSE | e poURNE

Zip i Posteode

3001 MELBOURMNE VI 2000
Contact Tax Code
Parsah |Nare|le GET
Telephone | 067 714558 Fax | 067 729687 Forex Code [aUS
E-mail |j0hn.prentice@nc|c.org Use E-mail (At |y | Claim Delay Code
E-imel) oy Use EDI (i) Mormal Lead Time [ 4
EDI arders (daws)
SANEDI) EANCEDI Payment Terms |3|j—
Memhershipl (days)
[Update Digcaount
Weh Address| Amaunt
) - g
Weh login | Weh password
| MUM [SCRL

Supplier Instructions

Please Note: These suppliers are available for both the Order and Periodical applications.

Periodical (Publication) Frequency

The Periodical (Publication) Frequency table is used when the system calculates the number of Issues
to generate, when saving the Subscription details. If the table is not setup properly, the number of

Issues generated will be incorrect.

1. Launch the Amlib client

2. Open the Periodicals module

3. From the main menu, select Transactions > Pub Frequency — the Periodical Frequencies

table will display

Last Updated: 26 February 2013
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42 Uy dical Fraiunel=s - SLAFF ain Cpalasal By g Lj _]a‘
Main  Application
F1 Hew F2 Insert || F3 Update || F4 Delete F5 Guery Fé Print
Frequency Description Basic Unit Unit Length [A]
Code eq Daily=1DaY [
‘DAY Weekly = 7 DAY
'MONTH' | Fortnightly = 14 DAY
YEAR' | BiMonthly = 2 MONTH
'NONE® | Quarterly = 3 MONTH
{Four Weekly
A Annual YEAR 1
BM Bi-monthly MONTH 0
F Fortnightly DAY 4
H Halfyearly YEAR 0
| Irregular NONE 1
M Monthly MONTH 1
] Quarterly MONTH 3
T Three Weekly DAY 21
W Weekly naYy 7 ¥
To set a new Frequency Code:
1. Click with the F1 New or F2 Insert button
2. Type in the following parameters:
a. Frequency Code — for example: 4W
b. Description —for example: Four Weekly
c. Basic Unit — for example: DAY
d. Unit Length — for example: 28
3. Click the F3 Save button when complete
FREQUENCY DESCRIPTION BASIC UNIT UNIT LENGTH
Annual Occurring once a year YEAR 1
Biennial Occurring every 2 years YEAR 2
Bimonthly Occurring every 2 months MONTH 2
Fortnightly occurring every 14 days DAY 14
Quarterly Occurring every three MONTH 3
months or alternatively set
to be received .25 of a year
Irregular Set number of issues NONE 1
throughout the year
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Catalogue Defaults

This screen allows you to set the MARC Tags that will be used when creating a brief catalogue record
from the Periodicals module. Once the defaults are set, this screen is usually accessed only if the
defaults need to be changed.

1. Launch the Amlib client

2. Open the Periodicals module

3. From the main menu, select Transactions > CatalogueDefaults —the Periodical Catalogue
Creation Defaults screen will display:

Motz Dt lgal = Oy =il Daflis m

Use this window to set the default tags that will be used when creating
catalogue records for Periodicals or Issue records.
Tags for Title, Mumber (ISSM) and Class are used when creating a new
periadical after linking from Catalogue and in Refresh fram Cat function.

Tag Cescription D
Title l— 001 i Contral number =]

008 :Fixed Length Data Elements
Class oss 010 iLC Contral Mumber
SubjectHead | 650 020 15BN

022 fI55M
Mumberie IS5M | Q22

035 ilLacal system contral number
Motes 520 040 iCataloguing source

041 ilanguage code

082 icall Mumber ]

This screen allows the tags to be altered so as to be consistent with other catalogue records on the
system — for example: Notes Tag being 500 or 520.

4. Alter tags to be used for the Title, Class, Subject Heading, Number (ISSN) and Notes fields —
a list of Tags and their Descriptions appears in a table on the right-hand side of the screen

5. Click the F3 Update button when complete

Stockitem Defaults

Set when creating a Subscription for the Periodical. It can be set at the Copy Level. This ensures that
when the copy is received the correct Stockitem Details are displayed — for example: Cost, Location,
etc.

e See Subscriptions for more information

Last Updated: 26 February 2013
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MAIN ENTRY SCREEN

1. Launch the Amlib client

I
2. Go to Main > Periodicals > Periodical (or the 5 icon) — the Periodical screen will display:

U0 diend - SLAFF i @il Ll __j |L_!]
Main  Application  Transactions XReferences
Fi Clear | F3Update | F4Delete ||| F5ouery | | F6 Table | | | | |
Title: | vague. Lib Group: | LIBRARY -
Frev Title: | g5M: | oo4z-moia Stats Code Form Default Call Mo
| PER |PE | PER 646.305
Curr Supplier: |
Brief | Copies held since Novernber 1999 Retain | 38 Cat Ref | 35431
Haldings | Hallam Library Retain 36 Months Then Binding
Staternent | Chelsea Library Retain 24 Month Then Binding Freguency | M Ref: 74
Sort Subs
By |lssueDate ~| [Desc «| AllCopies ‘ Received ‘ OverDue | Future Cnpies| Mot Received | group
Copies
b Locn lssue Bar Code or Drate Claim| Comments lssue Likely Cost Call
Details R for received | Received Instructions Date Mumb £
Copy tober 2006 ; : : : RBcAt el
CHEL: October 2006 MoiCopy 2 011 0§2006; 031042006 $5.00
Updata CHEL! Beptember 2006 MoiCopyd 01/0942008: 03/0942008 : $5.00
Delete CHEL: Beptember 2006 MoCopy2 010942008 03/0942008  $5.00
Frint CHEL! August 2006 MoCopy 01/05/2006 03/0%2006  §5.00
|
Briet Holdings Statement MUKW SCRL
FIELD EXPLANATION
Title Enter the Title of the Main/Master Periodical
Prev If the Title changes, the previous title displays in this field
ISSN If the ISSN is known, enter it here.
Curr Supplier Displays the Supplier of the current Periodical. (start date less than today and

end date greater than today) It will not show a Supplier if there are no
CURRENT subs, even if there are still other non-current subscriptions for the

periodical.
Brief Holdings Available to Opac users. This can explain which issues are held or where they
Statement can be found. Search by single word only.
Lib Group Displays the Library Group for the Periodical. If Group security is applied,

permissions in relation to Periodicals need to be set. Most sites do not apply
security and have the same Group for all locations.

Form Enter the Form Type code, which will usually set the borrowing parameters.
If the code is not known, press . <Tab> for a list of codes.
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Stats Code

Enter the Stats code. If the code is not known, press . <Tab> for a list of
codes.

Default Call No

(Optional) The Stockitem will automatically receive this call number, unless a
catalogue entry is created for the Main Entry or Issue.

Retain How many issues to retain when the facility of mass deletions is included in
the module. (For example: this particular monthly periodical you may wish to
retain only the last two years, in which case enter: 24). You can type free
text- for example: 3 months

Cat Ref Catalogue Number from the Catalogue details, if created.

Frequency The Frequency, which will determine when copies of issues are due to be

received. If the code is not known, press . <Tab> for a list of codes.
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MAIN ENTRY CREATION (NO CATALOGUE RECORD)

Please Note: Periodical records that are not linked to a Catalogue record cannot be searched on the

NetOpacs.
1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical (or the icon) — the Periodical screen will display:
aRETivdical SSyAkiatiGhelseal brary A=)

A

Main  Application Transactions XReferences

C I e R | e | G I

Title: I Lib Groug: | LIBRARY ~

PrevTitle: | ssn: [ Stats Code Form  Default Gall Mo

curr Supplier: |

Brief Retain Cat Ref
Holdings

Statement Freguency Ref:

Sort . . . Subs

By |Issue Date j |Descj All Comes‘ Received ‘ OverDue ‘ Future CDDIES‘ MotReceived | Group

Copies - -
Lach Issue Bar Code ar Date Claim| Comments | Issue Likely Cost Callg

Details R for received | Received Instructions Date Date Numb@]

EEEEN

Brief Holdings Statement | MUM  SCRL

v

(1] 5]

6.

From the Periodical menu, select Transactions >New Periodical — the Periodical screen will
go into creation mode (the F2 Insert button will become active)

Enter the main entry details — no Cat Ref to be entered

Click the F2 Insert button when complete —a prompt with the following message will display:
The Periodical has been Inserted.

PEriodital %]

1 ) The Periodical has been Inserted,

Click the OK button

You will then automatically be transferred into the Subscription screen where details of the

subscription can be entered.
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MAIN ENTRY/CATALOGUE CREATION

A Catalogue can be created for the Main/Master Periodical record in a variety of ways:

1. Itcan be created via an Import from a cataloguing agency (for example: SCIS, KINETICA,
Z39.50)

2. It can be created in the Catalogue application as part of a manual record creation — for
example: using Work Sheet/Lead Thru

3. Itcan be created in the Periodical module main menu: Transaction > CreateCatalogue (this
can be brief details, which can then later be updated by Refreshing from Catalogue record
using the XReference menu)

Option 1: From an Import/Catalogue Application

Use an Import/Catalogue application, to create a Catalogue record for the main Periodical record.

This Catalogue record can then be used in the creation of the Periodical Main Entry. This method can

also be used to create a Periodical Main Entry for any existing Catalogue record.

1. Launch the Amlib client

2. Import a catalogue record via the Main > Authorities > MarcTakeUp facility (see separate
instructions)

3. Go to Main > Catalogue > Catalogue — the Catalogue screen will display
4. Typein aSearch Term
5. Click the F5 Query button —the Query Options dialogue box will display:

fad' el plyons: |Jd

Enguiry Option

AR rd
Authar { A keyward )
Authar Search
Authors and Corporate Authors

Call number

Catalogue Reference Mumber

Community Information Records { Z Keywoard )

Corporate Authars

Dreey { DLKEywward §
Haldings {LSA)  H.keyward )
1.5.B.M.

IS5

ISSRASEM {1 Keyward )
Mewspaper

Mewspapers (R Keyword )
Mates (M keyward 3
Fhysical { F.keyward )
Fublisher { P Keyward 3
Search COn Any Authority

| MM SCRL

6. Select an Enquiry Option (using double-click or click and then <enter>) — for example: Any
Keyword

7. A Catalogue List will then display
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8. Double-click on an entry to bring up the actual Catalogue record (if there is only one

matching record, the entry will display automatically)

|ﬂ Gatalbpi=SiH

A e Ceay ATy
Main  Application <

atalogus  xReferences File

F1 Clear | Duplicate F3 Upddate Fd Delete F5 GQuery Fé Table

x|

™

Droctor Who magazine
Tunbridge Wells, Kent : Panini UK Ltd 1972 -
0057-9818

Security [0 Group [LIBRARY

Opac View Restriction (Y/N): IT

STAFF
JOHH

Previous Queries ﬂ J J J J

|
|

13022011 42338
240052010 1:04:47

1|2 Data AGro
T 09579818 i 2
1 { 0 Doctor Who magazine LIBR Insert
Tunbridge Wells, Kent : Panini UK Ltd 1979 -
Every four weeks
Science fiction - television LIBR .
Modify
Delete
|
Any Keyword Ref: 36317 Seq Set ?5ize
1 1 200

UM SCRL

9. From the Catalogue module main menu, select XReference > Periodicals — you will

automatically be taken into the Periodical module

10. If there is no Periodical record linked to this Catalogue record, a prompt will display with the

following message: No Periodicals meet the search criteria.

Fapjudiel

&3

! ': Mo Periodicals meet the search criteria,
L

11. Click the OK button
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12. A prompt will display with the following message: A Periodical does not exist for the

Catalogue. Do you wish to create a new Periodical?

ReEnokical

)

\?') & Periodical does not exist for the Catalogue. Do you wish ko create a new Periodical?

13. Clicking the Yes button will result in the display of the Periodical screen in creation mode
with certain details already completed

. T ECTECE -3 F .
i Mapfodies b - SRR air O el Ly ¢

C B

Main  Application  Transactions  #References
S ] CEm 3 G B EE
Title: | Doctor wwho magazine Lib Group: |LIBRARY -
PreyTitle: | sn: [0es7-9818 Stats Code Farm  Default Call No
Curr Supplier: |
Briet Retain CatRet | 36317
Holdings
Statemnent Fregquency Ref:
Sort _ ) _ _ Subs
gy |lssueDate v| [Desc =] AIICDples‘ Recaived ‘ OverDue | Future CDpIES| Mot Received | Group
Copies = =
Loch l55Ue Bar Code or Diate Claim| Comments|  Issue Likely Cost call (&
Details R for received | Received Instructions Date Date Numb@
=
am ]
Title | MUM  SCRL

14. Additional details may then be added including Form, Stats Code and Frequency:

o diedl - TLAFF b Szl Libra )
¥

B

Main  Application  Transactions  XReferences

o o B

BT | GRS I G GE

Title: |DUctDrWhD magazine

Prev Title: |

ISSM:

0947-98148

CurrSuppIier:|

Brief | Library holds 1881 -
Holdings

Staternent

Lib Group: |LIBRARY -

Stats Code Form Default Call Mo

| PER |PE  |PERDWM
Retain | All CatRef | 36317
Freguency | 4 Ref:

15. Click the F2 Insert button when complete — a prompt will display with the following message:
The Periodical has been Inserted.
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| \PEriodical %]

\}4) The Periodical has been Inserted,

16. Click the OK button

You will then automatically be transferred into the Subscription screen where details of the
subscription can be entered.

Option 2: Manual Catalogue Entry

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue — the Catalogue screen will display

3. From the main Catalogue menu, select Catalogue > CatalogueCreate — the Select Template

dialogue box will appear:

v WWaork Sheet Style

Fiction

mon-fictian

Audio-visual

Yideos

Faperbacks

on Qrder

Magazines

Equipment

ITS Equipment

Flc | om ol Tl |

4. You may first wish to set the Catalogue Lead Thru (Application > CatLeadThruSets) for
Magazines before entering your first periodical, if you plan to use Catalogue Lead Thru or

Worksheet method of entering data

5. Create a manual Catalogue record as usual
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|ﬂ Woriasheetssi A aatthelseal Shyarny

Main  Application  Catalogue

- [B]X]

F1 Check | F2Insert F4 Delete | ‘ F6 SFIns F8 SF Del
ISSN Opac View Restriction (Y/N): ’T
Tag 1 2 1-a
No ISSN

245 {10 [Doctor Who magazine

260 Tunbridge Wells, Kent: {1979 - Panini UK Ltd
310 Every four weeks

650 Science fiction television

6. Click the F3 Save button when complete

7. At this point a prompt with the following message may display: Some new Authorities will
be created. Continue with Save?

Ve

. ?/ Some nevw Autharities will be created. Continue with Save?

8. Click the Yes button — the Created Catalogue — Select Next Action prompt will then display:

| Crdarizd Gl dii= = Jalaet o el L_']
=

Create an Order

Description
Create a Stockitem

Create another Catalog

Display the created Catalog

QK | Cancel ‘

9. Select Create a Periodical and click the OK button — you will automatically be taken into the
Periodical module

10. If there is no Periodical record linked to this Catalogue record, a prompt with the following

message will display: No Periodicals meet the search criteria.

REToical

[X]

' E Mo Periodicals mest the search criteria.
*
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11. Click the OK button —a prompt with the following message will then display: A Periodical
does not exist for the Catalogue. Do you wish to create a new Periodical?

ReEnokical

)

\?') & Periodical does not exist for the Catalogue. Do you wish ko create a new Periodical?

12. Clicking the Yes button will result in the display of the Periodical screen in creation mode
with certain details already completed:

. T ECTECE -3 F .
i Mapfodies b - SRR air O el Ly ¢

C B

Main  Application  Transactions  #References
S ] CEm 3 G B EE
Title: | Doctor wwho magazine Lib Group: |LIBRARY -
PreyTitle: | sn: [0es7-9818 Stats Code Farm  Default Call No
Curr Supplier: |
Briet Retain CatRet | 36317
Holdings
Statemnent Fregquency Ref:
Sort _ ) _ _ Subs
gy |lssueDate v| [Desc =] AIICDples‘ Recaived ‘ OverDue | Future CDpIES| Mot Received | Group
Copies = =
Loch l55Ue Bar Code or Diate Claim| Comments|  Issue Likely Cost call (&
Details R for received | Received Instructions Date Date Numb@
=
am ]
Title | MUM  SCRL

13. Additional details may then be added including Form, Stats Code and Frequency:

o diedl - TLAFF b Szl Libra )
¥

B

Main  Application  Transactions  XReferences

o o B

BT | GRS I G GE

Title: |DUctDrWhD magazine

Prev Title: |

ISSM:

0947-98148

CurrSuppIier:|

Brief | Library holds 1881 -
Holdings

Staternent

Lib Group: |LIBRARY -

Stats Code Form Default Call Mo

| PER |PE  |PERDWM
Retain | All CatRef | 36317
Freguency | 4 Ref:

14. Click the F2 Insert button when complete — a prompt with the following message will display:
The Periodical has been Inserted.
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Perindical %]

ol ) The Periodical has been Inserted,

15. Click the OK button

You will then automatically be transferred into the Subscription screen where details of the
subscription can be entered.

Option 3: From the Periodical Application
Create a Catalogue from within the Periodical module.

1. Launch the Amlib client

2. Go to Main > Periodicals > Periodical (or the icon) — the Periodical screen will display:

%2 Periodical - STAEE at Chelseallibrary. CEIX]
Main  Application  Transactions  XReferences
I O R o | B R T3

Title; I Lib Group: |LIBRARY -

Prey Title: | =110 Stats Code Form Default Call Mo
Curr Supplier; |

Briat Retain Cat Ref

Holdings

Staternent Frequency Ref:
Sort _ _ _ 7 Subs
By |1ssueDate ~| [Desc | alCopies| Received | oOverbue | Future Copies| | NotReceived | group

Copies —

. | Lach (L) Bar Code or Date Claim| Comments| Issue Likely Cost CaIIL....-|

3. From the Periodical menu, select Transactions > CreateCatalogue

4. Depending on your Installation settings (see above), either a Issue >> Catalogue Additions
screen will display or the Catalogue Work Sheet

Issue >> Catalogue Additions Method

1. The Issue >> Catalogue Additions screen is displayed with the basic information from the
periodical record

2. Additional tags may be entered by ticking the appropriate Use box and adding in the Data
(this screen uses the Catalogue Defaults settings created earlier)

DO NOT ENTER NEW SUBJECT HEADINGS HERE AS THIS SCREEN IS NOT LINKED TO THE
AUTHORITY MODULE AND SUBJECT HEADINGS CANNOT BE CHECKED FROM HERE
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|35 i €

DA diIpNE

F3 Update F5 Guery

Source

Desc

Use Data

~  FER

Title

~ | FER

ISSN

0957-9318

FER

Class

PER

Motes

PER

Subject

PER

Subject

FER

Subject

I A  EE ) K

3. Click the F3 Save button when the record is complete — a prompt with the following message

will display: The Periodical has been updated to use the created Catalogue.

reaieiGatal e .'a
LNEedie Lataloglue

-
\y The Periodical has been updated ko use the created Catalogue.,

4. Click the OK button
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Work Sheet Method

1. The catalogue worksheet is displayed with the basic information from the periodical record

2. Additional tags may be entered using the F2 Insert button

3. Click the F3 Save button when the record is complete

|ﬂ oS Hee sl P el hEIEeal STy

Main  Application  Catalogue

F8 SF Del

- B[]

F1 Check | F2Insert F4 Delete | ‘ F6 SF Ins I~ KeephfterSave
ISSN Opac View Restriction (Y/N): ,T
Tag (1|2 1-a

No ISSN
09579818

245 0 [ Doctor Who magazine

520

650

Linking the Periodical to the Catalogue

It is possible to link a previously created Periodical record to a previously created Catalogue record.

1. Launch the Amlib client

2. Go to Main > Catalogue > Catalogue — the Catalogue screen will display

3. Search for a catalogue record via F5 Query button

4. Take a note of the Catalogue record Ref number — in this example it is: 36317

|ﬂ Catalbp st Eatthelcealbbrany sl Sye By ] |d
Main  Application Catalogue  ¥References  File
F1 Clear | Duplicate | F3Update| F4Delete | F50Query | Fé Table |
Doctor Who magazine
Tunbridge Wells, Kent : Panini UK Ltd 1970 -
00570818 Holdings
Security 0 Group |LIBRARY STAFF 150272011 4:23:38
JOHH 24052010 1:04:47
Opac View Restriction (Y/N): W Previous Queries j ﬂ ﬂ J J
Tag 1 | 2 Data AGro
22 | 09579818 5| el
245 : 1 . 0 Doctor Who magazine LIBR T
260 Tunbridge Wells, Kent : Panini UK Ltd 1979 -
310 Every four weeks
650 Science fiction - television LIBR Medify
Delete
: Ref: 36317
Hide
|
Any Keyword I Ref: 36317 I Seq Set ?Size
| | S— 1 1 200
| HUM SCRL

5. Go to Main > Periodicals > Periodical — the Periodical screen will display
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6. From the main Periodical menu, select Transactions > LinkToCat — the Link to Catalogue
prompt will display:

| ISRl Gatal o e e LB
Catho | 36317

¥ FRefresh From Catalogue:

0K | Cancel |

7. Type in the Cat No noted earlier (the Ref in the Catalogue record) — for example: 36317
8. Select the Refresh From Catalogue option to update your Title and ISSN information*
9. Click the OK Button

10. The Cat No will be inserted as the Cat Ref in the Periodical Main Entry

11. Click the F3 Update button when complete —a prompt with the following prompt will
display: Do you want to refresh the Periodical details from the Catalogue?

| HEITESH

9P

\,.“J/J Do wou weant ko refresh the Periodical details from the Catalogue?

12. Click the Yes button — a prompt with the following message will display: The Periodical has
been Updated.

PEriodital %]

\l) The Periodical has been Updated,

13. Click the OK button

* A Periodical Main Entry Title and ISSN details can also be updated by selecting Transactions >
RefreshFromCat in the main Periodical menu.
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SUBSCRIPTION

When the F2 Insert button is selected in the Periodical screen after creating a new Main Entry, you
will automatically be transferred into the Periodical Subscriptions and Issues screen where details of
the subscription are entered.

e Alternatively, the Periodical Subscriptions and Issues screen can be accessed from the main
Periodical menu by selecting XReferences > Subscriptions — the Periodical Subscriptions and
Issues screen will display:

A - - C " = e CTALEL - " I -y
r@" penodicaliSubserphionsandyssuesasiptlaatihelsead yhrarny: L’ _ﬂm
Main  Application  Subscription  Issues  XReferences

i vew | r2ouy | 5oy | rateee [ 5 auery

Title: | Doctor Who magazine CatMo: | I/ENT

ISEM: |095?—9818 Exceptions: I Frequency: |4W Lib Group: |LIEIF{£\RY
Recorded Library Mo, of Subs  Order Supplier | Renewsal Start End Qtys | Subs | QtyS | Costl Circ [~
Date Group  Locns Order No| line | Code Date Date Date |Subs Cost |Issue|Issue List [
8
(<] B
(LT Due Likely | Copies| Coples Date Issue Claim | Special| Amlib &

Description | Date _ Date | Due [ Recd | Recd lCommants.Made_ Issue _CatNo = ]

Enter a New Subscription

1. Click the F1 New button — the Subscriptions - New screen will display:

FSUD:'.:]‘]}J'[]UJJ: SEW, m
om omm e

All Subscriptions for Daoctar Who magazine

Librany Supplier Renewsal Start End lssues Copies Subs (]

Group Code Date Diate Date per Subs | perlssue Cost perl
Em 3]
Order Mo: Line Mo: Lib Group; |LIBRARY A
Supplier; | |

Renewal Date: Subs Start Date: Subs End Date:
|Issues per Subs: Copies perlssue: |1
Subs Cost: Costperlssue:

Comments:

2. Fillin the Subscription details:
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l IS L DS RN B ﬂ
s e [rs ey [l s it
All Subscriptions for Doctor Who magazine
Litirary Supplier Renewal Start End Iss1Ues Copies Subs Ci
Group Code Date Date Date per Subs | perlssue Cost perl
G B
Order ko: Line Ma: Lib Group: |LIBRARY -
Supplier: | O | Dymacks Baokshop
Renewal Date: 1581212011 Subs Start Date: 1270112011 Subs End Date: 10/0152012
|ssues per Subs: |13 Copies perlssue: |2
Subs Cost $90.00 Cost perlssue: 53,48
Comments:
FIELD DESCRIPTION
Order No Enter Order Number ONLY IF linked to the Finance module. Otherwise
press TAB to bypass this field. If the subscriptions are linked to the Orders
(Subscription) module, an order must be created for every subscription prior to creating
the periodical subscription (in order to ensure the Order Number and Line
details link correctly).
Line No Enter Order Line ONLY IF linked to the Finance module. Otherwise press
TAB to bypass this field.
Supplier Enter New Supplier for this subscription or press TAB to enter the default

supplier from the Master record.

Renewal Date

Enter Date as per subscription invoice.

Subs Start Date

Start of subscription.

The Subs Start date should match the cover date of the first issue released
as part of the current subscription. The Issues listing will then use this in
conjunction with the Frequency code entered to set ALL the Issue Dates in
the subscription.

Subs End Date

End of subscription. Note that this date is NOT inclusive.

Issues per Subs

Total quantity expected for subscription. This is automatically calculated
from the Frequency code entered and the Subs Start and End Dates, taking
note of any Exceptions from the Title screen.

Copies per Issue

The number of copies expected for each issue.

Subs Cost

Total Cost for the entire Subscription. If the subscription is a donation, it is
possible to enter a zero cost.
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Cost per issue Automatically calculated by dividing the no. of issues (and copies per issue
if the copies total greater than 1) by the subscription cost.

Comments Any comments/reminders about the subscription

3. Click the F3 Update button when complete — the following message will display: The Stock
Defaults do not exist for all copies.

HFapludles b Iyiseniutluns suid 53020 = Eijur LB

-
\lj) The Stock Defaults do not exist For all copies,

4. Click the OK button the — the Stockitem creation defaults ex creation from copies screen will

display

Stockitem Defaults

Stockitem defaults need to be set for each new subscription. It allows the user to configure the fields
that will automatically be used when creating a Stockitem as part of the receiving process. Once
created, they can be modified from the main Periodical Subscriptions and Issues menu: select
Subscription > StockDefaults.

= -

SLOCHI L EmCETE 0 D B LS e DTN OO IS G

F1 Clear | F3 Update | F5 Query | F6 Ref<Cat|

Doctor Who magazine

CopyMumber |1 «| of | 2 ForSubscripion  Lib Group: |LIBRARY

Usze this window to set stockitern defaults for periodical copies. Ifafield is ficked' then the
petiodical copy value is used.

|
Authar |
|

Fuhlisher
SeriesSBN |
Subject |
i~ CaIINumber| v Stats Code v Faorm
Additional
Desc | Floar Loc |
PermLoc. | CHELSEA ¥ Temploc |
For Loan |T Show in Opac |T Alert Oper m

Cost Process Code | |
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5. Fillin the details as required

6. Where a tick box ¥ appears, the field can pick up the data that has been previously
entered in other screens (for example: Title from the Periodical Main Entry screen). Untick
the box if you wish to enter something different to that of the previously entered data.

Sruestitang ey dafinles s eyl frdul du =g \3

F1 Clear F3 Update F5 Query | F6 Ref-c:Ca't|

Doctor Who magazine

Copy Mumber |1 j of | 2 ForSubscripion Lib Group: | LIBRARY

Uze this window to set stockitern defaults for periodical copies. If afield is ticked'then the
periodical copy value is used,

W Title |
Authar |
Puhlisher |
SeriesiISBN |
Subject |
v CaIINumber| ¥ Stats Code ¥ Farm
Additional ,—
DISPLAY
Desc | Floor Loc
Perrm Lac. CHELSEA v Termp Loc
For Loan |7 Show in Opac |T Alert Oper W

Cost Process Code | |

7. Select the F3 Update button when complete
8. If there is more than one Copy, you will be prompted to set separate Defaults for each copy

9. If Circulation lists were used for the last Subscription, a prompt with the following message
will display: Circulation list(s) exist for the previous subscription. Transfer to the new
subscription?

HEnodCal SubEER P ONEEndNSEIES I eWaS T DECr PO

i d Circulation list{s) exist For the previous subscription,
“-—‘.‘r/ Transfer ko the new subscripkion ?

10. Click the Yes button if you wish to transfer the Circulation list to the new Subscription being
created

The Subscription is now complete and the Issue Details can now be setup.
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Modify Existing Subscription/Stockitem Defaults

To modify an existing Subscription:

1. Highlight the Subscription line

2. Click the F2 Modify button — the Subscriptions — Modify screen will display

3. Adjust the Subscription details
4. Click the F3 Update button when complete

5. If the number of Copies per Issue has been increased, a prompt with the following message
will display: The Stock Defaults do not exist for all copies.Use the ‘F6 StkDef’ button to
setup.

EETa O e S IS Eny LD i N SS T E S arrioT, \3

‘!J’) The Stock Defaults do not exist For all copies, Use the 'Fe stkDef* butkon to setup.

6. Click the F6 StkDef button to display the Stockitem creation defaults screen

7. Set the Defaults for each copy

8. Use the Copy Number drop-down box to select the relevant Copy and enter the details

Stuegsiiapg ey da i les s st frund Suulss \3

F1 Clear F3 Upddate F5 Query | F6 Ref-:l:atl

Doctor Who magazine

Copy Mumber |1 =] of 2 ForSubscription  Lib Group: | LIBRARY

Use thiswinda 1 ckitern defaults for periodical copies. If a field is ticked'then the
periodical copy Wreer—atsed.

¥ Title |
Author |
Fuhlisher |
Series/ISBN |
Subject |
v Call Numher| Iv Stats Code v Form
Additional l—
DISPLAY
D | Floor Loc
Ferm Lac. CHELSEA v TempLoc
For Loan |T Show in Opac |T Alert Oper m

Cost Process Code | |

9. Click the F3 Update button when complete

Renewing Subscriptions

Please Note: If Subscriptions are on-going, it is possible to use Renew to enter most of the details for
the next Subscription.
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1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical — the Periodical screen will display

3. Search for a periodical record via F5 Query button

4. From the main Periodical menu select: XReferences > Subscriptions — the Periodical

Subscriptions and Issues screen will display

5. Highlight the latest subscription line

6. Click the Renew button — the Subscriptions — New screen will display:

SIDECTPIDNESNEY a
5 upae s cuery [ v suaer o cires
£l Subscriptions for Doctor Who magazine
Library Supplier Renewsal Start End Isgues Copies Subs Ci
Graup Code Date Date Date per Subs | perlssue Cost per|
LIBRARY DM TEM22017 11200152011 1000152012 13 2 F90.00
[ B
Crder Mo: Line Ma: Lib Group: |LIBRARY hd
Supplier: [ Divm | Dymacks Baokshop
Renewal Date: Subs Start Date: 1100172012 Subs End Date: 08012013
lssues per Subs; |13 Copies perlssue; |2
Subs Cost: $a0.00 Costperlssue; $6.92
Zomments:

7. The system will use the previous subscription as the basis for the new subscription, altering

the Subs Start and End Dates

8. Adjust the subscription as required, entering a new Renewal Date

9. Click the F3 Update button when complete

You can then set the new Stockitem Defaults.
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ISSUES

This next section involves creating the default parameters to be used in setting up the actual issues
themselves. It is essential that this screen be set-up properly. DO NOT click the F3 Update button

until you are completely satisfied.

1. Click the New button located under the Subscription details table

A = . C ol .= -t t 3
LaliennrcaliSabsenphnnsantissnEsE wiiaatiehelseal Fhrany

Main  Application  Subscription  Issues  XReferences

e | oy | 5 vpan | raverete

- Bx]

Title: |D0ct0rWh0 magazine Cat Mo ,W
ISSN: IW Exceptions: | Freguency; W Lib Graup: IW
Renew |
Recorded | Library | Nooof Subs |Order Supplier | Renewal Start End Ghy/ | Subs Press the New
Date Group | Locns Order Mo| line | Code Date Date Date | Subs| Cost

button to create
the Issues for a

Subscription

2. The Default Issue Creation Parameters screen will display:

DEraulEEneCreatiombarameiens:

FREGQUEMNCY

Second |ssue date each month

Display Year as

—

Display Day as

Last changed :

01 A

Display 15t Mumber as

Display Znd Mumhber as

Display 3rd Mumber as

Select Exceptions |(N0ne)

(Mone)

(Mone)

(Mone)

Four Weekly
Display Manthas  [January
Display Weekday as |(N0ne)
- | Selectad |

Exceptions

Initial KMumber to Display:

Change Mumber after X<- issues:

Initial KMumber to Display:
Change Mumber after X<- issues:

Reset Mumber after 33 issues:

Initial Mumber to Display:
Change Mumber after 33+ issues:

Reset Number after 3+ issues:

Clear

1] 77777Luu

lzsue Title Prefix:

| DoctorWho magazine :

Issue Farmatting: |D1 January 2011 j
Issue Title Suffy:
Sarple Issue: Dactar Who magazine : 01 January 2011
Delay { in days ) between Issue Date and Expected Receipt of ltemn: 1}
Use these seftings ‘ | Cancel Issue Creation
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The Settings can be adapted until the Issues are displaying correctly.

FIELD

DESCRIPTION

FREQUENCY

The Frequency Displays (cannot be edited here)

Second Issue date each
Month

Only becomes active if the Periodical Frequency is set to 0.5 of a
Month (2 per Month). Enter the Day of the Month when the second
issue for that Month is due.

Display Year as

Use dropdown menu to select appropriate display or (None).

Display Month as

Use dropdown menu to select appropriate display or (None). Also
displays Bi-monthly and Quarterly options.

If the subscription is a Quarterly, you can choose either a monthly
or Seasonal description — for example: Summer

Display Day as

Use dropdown menu to select appropriate display or (None).

Display Weekday as

Use dropdown menu to select appropriate display or (None).

Select Exceptions

Select the exception (if appropriate) from the dropdown box or
(None). For example: a periodical may come out monthly except for
December (when it is not published). Select December from the
dropdown box. Please Note: Only available where the Frequency
Basic Unit = MONTH.

Selected Exceptions

Exceptions selected will display in this Field. This can be emptied by
selecting the Clear button

Display 1st Number as

Use dropdown menu to select appropriate display for VOLUME,
ISSUE or NO. If a value other than (None) is selected then enter a
Number in the field Initial Number to Display — for example: 24

Initial Number to Display

Defaults to 1 if a Display 1st Number as is entered. If the beginning

Number is not to be 1, enter the relevant Number in the field — for
example: 24

Change No after XXX issues

Defaults to 1. If the same number is required for the subscription
then this may be specified in the field Change Number after XXX

Issues — for example: If you require the term: VOL. 24 to appear for
every monthly issue of a 1 year subscription then 12 should be
entered into this field.

Display 2nd Number as

Same as Display 1st Number as and can be used for adding an
additional VOLUME, ISSUE or NO.

Initial Number to Display

Defaults to 1 if a Display 2nd Number as is entered. If the beginning

Number is not to be 1, enter the relevant Number in the field — for
example: 6
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Change No after XXX issues

Defaults to 1 which will give a running number — for example:
1,2,3,4 etc. If the same number is required for the subscription then
this may be specified in the field Change Number after XXX Issues —

for example: If you require the term: No 6 to appear for every
monthly issue for a 1 year subscription then 12 should be entered
into this field.

Reset No after XXX issues

Allows the Numbers to be reset after a certain number of Issues. For
example, if the Numbering changes after 6 issues back to one, this
will apply if a 6 is entered in this Field

Display 3™ Number as

Same as Display 2nd Number as and can be used for adding an
additional VOLUME, ISSUE or NO.

Initial Number to Display

Defaults to 1 if a Display 3rd Number as is entered. If the beginning

Number is not to be 1, enter the relevant Number in the field — for
example: 6

Change No after XXX issues

Defaulted to 1 which will give a running number — for example:
1,2,3,4 etc. If the same number is required for the subscription then
this may be specified in the field Change Number after XXX Issues —

for example: If you require the term: No 6 to appear for every
monthly issue for a 1 year subscription then 12 should be entered
into this field.

Reset No after XXX issues

Allows the Numbers to be reset after a certain number of Issues. For
example, if the Numbering changes after 6 issues back to one, this
will apply if a 6 is entered in this Field

Issue Title Prefix

Add any symbols, letters or words to go before the Title

Issue Formatting

Use the dropdown menu to select the appropriate display from the
range of options If you want the Date before the Title select from
here.

Issue Title Suffix

Add any symbols, letters or words to go at the very end of the Title.

Sample Issue

Shows the final display presentation.

Delay

A number can be entered if the expected date is different to the
issue date
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Ll faighe 5= S ) 2=y

FREQUENCY: | Four Weekly

Secand Issue date each month [

Display Year as

Display Day as

2011 - Display Month as |._Ianuar3f
1 - Display Weekday as |(N0ne)

=
=

Select Exceptions | (None) = [ ZelEsRe ) Clear

Exceptions

Display 1stMumberas ~ |Volume 1 2 Initial Mumber to Display: 24

Change Mumber after 3+ issues: |12

Display 2nd Numhberas  |Issue 1 7 Initial Murmber to Display: 1

Change Murmber after 304 issues: |4

Reset Mumber after 3 issues: 12

Display 3rd Mumberas  |Part hd Initial Mumber to Display; 1

Change Mumber after X3:3{issues. |1

Lastehanged : Reset Murnber after 333 issues: 4

STAFF 1GINZI2011 1:56:37 AW

|ssue Title Prefix | DoctarWho magazine

Issue Formatting: |VOIume1 Issue 1 Part1 1 January 2011 j

Issue Title Suff:

Sample 1ssue: DactarWho magazine : Yolume 1 Issue 1 Part1 1 January 2011

Delay { in days ) between Issue Date and Expected Receipt of tem: 1]

Use these settings ‘ ‘ Cancel ssue Creation

|ssue Title Prefi;. | Doctor Who magazine
Issue Formatting:  |valume 1 Issue 1 Part 11 January 2011 |
I5=0z THIE S Yolume 1 Issue 1 Part1 1 January 2011
Sample lssue: Doctor YWho magazine : Yolume 1 Issue 1 Part1 1 January 2011

3. When issue creation parameters are complete click the green Use these Settings button at

the bottom of the screen

4. When the format options have been chosen, the issues to be received will display

5. If you are NOT satisfied with the final display, press the New button in the middle of the

screen again to modify the Issue Creation Parameters

6. The final issue creation can be saved by pressing the F3 Update button

You will be returned to the Main Periodical Screen, where Copies can be received.
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The buttons above the issues table are for actual issue updating, deleting, copying or attaching:

BUTTON EXPLANATION
New Displays the Default Issue Creation parameter Window. The button
will be grey if the highlighted subscription has Issues already created

Attach Attach a catalogue entry to the Issue

Copy Copy an entry ready to Paste and modify e.g. for a Bonus Issue

Paste Paste an entry after copying

Delete Delete an Issue — this will mark it for deletion, updating to save the

deletion
Print Print the Issues on the Table
[REEY ‘ ‘ Copy ‘ ‘ Celete ‘ ‘
|lssue Ciue Likely = = St e TSR e
Description Date Diate Due | Recd Recd Comments | Made | lssue | Catho

= |Issue 436 27 July 2011 270702011 1270702011 | 2 i R R
= |Issue 435 29.June 2011 200062011 i 20/06/2011 | 2 0 R R
—|Issue 434 1 June 2011 O1/0BI2011 101/0BI2011 | 2 0 R R
— | I550e 433 4 May 2011 O4i05/2011 04052011 2 i R R
= |I550e 432 6 April 2011 OBI04i2011 i 0BIO42011 2 i R R
= |I55ue 431 9 March 2011 08022011 09032011 | 2 i r R
= |I550e 430 9 Fehruary 2011 08022011 i09022011 | 2 i M r
= |I550e 429 12 January 2011 1200102011 F120102011 2 0 M M &

Unexpected Issues

Issues can be copied and pasted if an unexpected issue is received — for example: In the case of

Infrequent subscriptions. The issue description can then be altered to reflect the correct issue — for

example: Bonus Issue, Christmas Special Edition, etc.

1. Select anissue

2. Click the Copy button

3. Click the Paste button — this will paste an exact copy of the selected issue

4. Modify the settings of the pasted copy

5. Click the F3 Update button at the top of the screen when complete

(=00 Due Likely Copies| Copies Date Issue Claim | Special | Amlib
Diescription Date Date Cue Recd Recd Comments | Made | Issue | Catho _|
= Winter Special 2011 140952011 H1 47092011 2 0 I I
= Summer Special 2011 140652011 1 4/06/2011 2 0 I+l I+l
= Issue 441 14 December 2011 141202011 11451202011 2 0 I+ I+
= Issue 440 16 Movernber 2011 TEM12011 16112011 2 0 I+ I+
= Iszue 43919 Octoher 2011 19052011 18002011 2 0 I I
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A 2o PR . i
I‘é’ Faplodieil - FLAFF s Qi b=ar Lingsy J _Ja

Main  Application  Transactions  XReferences

v cear I [0 rovmane I reneee || roouery I rene I L B B |

Title: | Doctar Ywha magazine Lib Group: |LIBRARY -

Frev Title: | 1Z5M: | 0957-9313 Stats Code  Form Drefault Call Mo
| PER |PE  |PERDWM

Curr Supplier: | Dt

Briat Library holds 1981 - Retain | All CatRet | 36317

Holdings
Staternent Freguency | 4 Ref: &0
Sort . . . Subs
By: |Issue Date j |Desc j AllCDpIES‘ Received ‘ OverDue | Future Coples| Mot Received | Group
Copies = =
Loch lssue Bar Code or Drate Claim| Comments (=20 Likely Cost Call Q
Details R forreceived | Received Instructions Date Date Mumb
CHEL:Issue 431 9 March Mo Copy 095032011 09/03r2011 :§6.92
Copy
2011
ZHELilssue 431 9 March Mo iCopy 2 090032011 09/03r2011 ;§6.92
2011
Update
Delete CHELilssue 430 3 Fehruary Mo iCopy 2 0950262011 09/02r2011 1 §6.92
2011
Print CHEL: Is5ue 429 12 January MoiCapy 12071520111 2/0172011 1 §6.92 a8
2011 8
<] B

Last Updated: 26 February 2013
Page 47



Amlib Periodicals Manual

CIRCULATION LIST

Circulation Lists are a checklist to accompany a periodical (usually to indicate the particular person
has seen the issue of the periodical). If Circulation Lists are required for certain periodicals, then a
Borrower Saved File needs to be set up in the Borrower module first.

Borrower File for Circulation Lists

1. Launch the Amlib client
2. Open the Borrower module

3. From the menu, select File > DisplayFile — the Borrower Saved Query Results screen will

display:

L OTOWETES

gved e Hes s
Fiiew | r26mpty | £2Smve | FaDetete | F5ouery | FoPrin | F1 Cony | o paste |

Sot @ Asc O Desc Operator: ISTAFF j
Details Allowy other Gty Last File o
operators to Lipdated Mo
access this file
(YN

4. Click the F1 New button —a new entry will appear in the table
5. Type in the following parameters:
a. Details = Name of Circulation List — for example: Library Staff Circulation List

b. Allow other operators to access this file (Y/N) =Y

6. Click the F3 Save button
7. You can then add borrowers to the file using either:
a. Borrower Where Search:
i. Go to Main > Borrowers > BorrowerWhere
ii. Enter Where Search parameters

iii. Click the F7 QtoFile button — the Borrower Saved Query Results screen will
display

iv. Select the file to be used — for example: Library Staff Circulation List

v. Click the F9 Select button
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Vi.

Vii.

The selected borrowers will then be saved to the selected file with the
following prompt displaying: The ‘XXX’ file contains XX borrowers.

| HOTrOWETRIVET Y| SEesy eVl Ml ENEo T

%]

\}4) The 'LIBRARY STAFF CIRCULATION LIST file contains 12 borrowers,

Click the OK button

b. One at a time from the default Borrower screen:

ﬂ Borrowe RNt arows:

Main Table XReferences

Go to Main > Borrowers > Borrower

Search for a Borrower/s record using the F5 Query button or via Application
> BorrowerWhere

If there is only one matching record, then from the main menu, select File >
AddToNewfFile — the Borrower Saved Query Results screen will display

If there is more than one search result, a Borrower List will display: highlight
the borrowers to be added to the saved file and then select File > Save
Marked (use Save All to save ALL borrowers in the list)

B]X]

Seq Surname
16 | Alington
172
18 -:Amos

19 | Anderson

Mz Save Al Losn: Locn |Group | Class | Refl | Ref2 | Address! BarCode
| 0 fcHELSECH iza SLLINE9555 3595, 3 ALLINGTORJ
Save Not Marked 0 iCHELSESER isa ALLISi9555 3622, 3 ALLISOM N
M 0 iCHELSERUS (1B AMOS 9555 3612, 3 AMOS J
Alar 1 B237

Remaove Marked Frarm Any File

CHELS

Tax

HEBO1

722180, 1

ARGPEO355 0387, F ANGP

Cam

O

Ok

CRO

TaN

HEOZ

BBRZLE 9355 1614, 1

21 | &ng Phiard 0 {CHELS
22 | Aroco Lewvis o MoiE 0K 0 GCHELZETAX iHBOM ARCCE555 1881, 1 ARCOLEDS
23 | Arevvalo Luiz M5 0 i CHELS 28

AREYVI9355 0391, 2 AREVALOL

Elictt

Donna Ann

O

O

CHI

CRO

S

HBO2

BEZLE Q555 1596, 1

25 | Atherton M S 0 (CHELS BESLMIEE
26 | Atkins oy Mo QK 0 iCHELZECHI 28 S0243: 9335 3310, F00245

27 [ Avery Cameran M oS Ok 0 (CHELSECRO iaf AWERT 9355 0395, 3 AVERNYC
28 | Avery (i 0 jCHELS

AWERO555 0399, 4 AVERYE

36 | Hill

Robert

97222564 1

30 | Baker F S 0 BBSLM3ES

31 |Baker George MoiE 0K 0 CH 4B BO093 9555 3436, F 60093

32 |Bancroft Rachsel F is ok 0 RUS 2B 95000 9555 2482, 295000

33 | Carrigan Al Mo i MoiE 0K 0 B 97222250, PiB240 ar211e
34 | Desombre [ Ok 1 B265

972250

following prompt displaying: The ‘XXX’ file contains XX borrowers.

4
Aweny  iMrs (L iF L0k ] {97225111, 21 B260
v. Select the file to be used — for example: Library Staff Circulation List
vi. Click the F9 Select button
vii. The selected borrowers will then be saved to the selected file with the
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Hopyuyay gl = G iy=e Flls Sy mi

-l ) The 'LIBRARY STAFF CIRCULATION LIST file contains 12 borrowers,

viii. Click the OK button

Once the file has been created, it will be available in the Periodical application for use as a Circulation
list.

Creating a Circulation List

1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical — the Periodical screen will display
3. Search for a periodical record via F5 Query button

4. From the main Periodical menu select: XReferences > Subscriptions — the Periodical
Subscriptions and Issues screen will then open

5. The Circulation Lists can be set up in one of two ways:

a. Inthe Subscription — New screen, click the F8 CircList button, or

f:ub;:r]pt]uu; - =i E
== e

All Subscriptions for Doctor Whao madazine
Library Supplier Renewal Start End Issues Copies Subs Ci
Group Code Diate Date Date per Subs | perlssue Cost perl
LIBRARY D' TEA 22011 120102011 1 am1r201 2 15 2 F90.00
R B

6. From the main Periodicals Subscriptions and Issues menu, select Subscriptions >
CirculationLists — the Subscription — Circulation Lists screen will display:

r;lub;:r]ptiuu - Cle i Biges B

upae || raetete | 75 ouery | v crcte

Circulation Lists
Doctor Who magazine

Copy File Mo, File Description
1
2

mE

7. Highlight the Copy to which you wish to allocate a list and click the F6 CircList button — the
Circulation List screen will display:

Last Updated: 26 February 2013
Page 50



Amlib Periodicals Manual

e | o etes | 5 0uery | Report | FaFae [ Reservd

Tite | Dactor Who magazine

Issue I

Location I Barcode
Cire List; | Copy Mo, |1 ﬁl {}|
Seq | Title Given Mame Surnarme Type Address I

=

8. To select a Borrower Saved File, click the F7 File button — the Borrower Saved Query Results
screen will display:

BorrowerSaved e es s
Fitow | F2Empty | F3Save | Faetets | F5auery | Foprimt | F7 Copy | o paste |
Son & Asc O Desc Operatar: ISTAFF j
Details Allow other Qty Last File I
operators to Updated Mo Ej
access this file
L)

9. Highlight the relevant File and click the F9 Select button — the borrowers from the Saved File
will be added to the Circulation List screen
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Clreubiga Ly

F3 Save | F4Delete | F5 Query | Fé Report FT File |
Title | Doactar ¥who magazine
Izsue |
Location | Barcode
Cire List. | Library Staff Circulation List Copy Mo, |1 ﬁ
| Seqg  Title Given Mame Surnarme Type Addrass
1 imr Trevor Diykstra S A9785 6200, 2899 Wellington R
2 iMrs Wendy Hill S ar2258111, 23 Mitchell Crescent!
3 Suel Abdula g

Jessica

95551877, 1878 Laurabb Rd, L

4 Abell 5 (95551877, 1878 Laurabb Rd, L

3 Raland Adams 5 195551877, 1878 Laurabb Rd, L

T Autil Adamsan S 19555 1877, 1878 Laurabb Rd, L

g Laura Adking S 19555 1877, 1878 Laurabb Rd, L
H Jessy Agustsson S (95551877, 1878 Laurabb Rd, U
10 Laura Ainswarth S (95551877, 1878 Laurabb Rd, U
11 Gemma Aird S 195551747, 1748 Gemmair Lan
Aird S (958551651, 1652 Jennair Lane,

12 Jenny

10. The names can be shuffled up and down the list by highlighting a borrower and clicking on
the up and down arrow buttons situated directly above the list

11. Individual borrowers may be deleted from the list, by highlighting the borrower and clicking
the F4 Delete button

12. Click the F6 Report button to bring up a Circulation List which can be printed for distribution
purposes

UM = gy b piug e o = 82 g U pupes Ein=y e 15 ey

= [B]x]
File View Print
(Bl 8] <[] |

Fperclst.grp Circulation List 16022011

Library Staff Circulation List

Title MName Comments

Mr Trevor Dykstra
9755 6200, 2/893 Welington Road, Rowville, 3178

Mrs  WWendy Hill
97225111, 23 Mitchel Crescert, Hallam 3503

Suel Abdula
9555 1877, 1878 Laurabb Rd, Library Town, WA,

Ashleigh  Ablett
9555 1877, 1878 Laurabb Rd, Library Town, WA

Jessica Abell
9555 1877, 1878 Laurabb Rd, Library Town, WA,

Roland Adams
9555 1877, 1878 Laurabb Rd, Library Town, WA

Auril Adamson
9555 1877, 1878 Laurabb Rd, Library Town, WA,
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13. Once complete, click the F3 Save button to save the Circulation List — you will be returned to

the Subscriptions — Circulation List screen:

%]

Subseriyiugg - Slengbiiogg B
F3Update || FADelete | F5Ouery | F6 CircList

Circulation Lists
Doctor Whoe magazine

File Description

i Library Staff Circulation List

I E

| Copy File Mo.

jal

14. At this point you can attach a Circulation List to other copies

15. Click the F3 Update button when complete — the following message will display: Circulation

Lists(s) Updated.

FERod Gl SubECR P oNEan NS ES ST SN TEH | Ahpmi Sl ﬂ

1 ) Circulation Listis) Updated,

16. Click the OK button
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ATTACHING A CATALOGUE RECORD TO AN INDIVIDUAL ISSUE

Attaching catalogues to issues is optional. If no catalogues are attached to the issue, the Main Entry
catalogue (if it exists) will be searched or displayed when the Catalogue Details are viewed in
NetOpac.

Many periodicals may be for recreational reading, the main priority being circulation. An individual
catalogue entry would usually not be necessary in these cases. A barcode would be attached for
circulation in the Barcode column, as detailed later.

Other periodicals are extremely important to certain clients, providing current information and must
be able to be accessed efficiently from the search facilities. In these cases, a catalogue entry would
be attached.

WARNING: Catalogue entries for individual issues should be attached prior to receiving the copy.
This will ensure that the Stockitem created is properly linked the newly created Catalogue record
(and not the Main Entry record).

1. Launch the Amlib client

2. Go to Main > Periodicals > Periodical — the Periodical screen will display

3. Search for a periodical record via F5 Query button

4. Highlight the copy for which the Issue is to have the catalogue entry

5. From the main Periodical menu select: XReferences > Issue Details — Copy — the Periodical
Subscriptions and Issues screen will display with the corresponding issue highlighted:

A - - wgi B - oy CTAEFE : . =1
l'ﬁ‘f HenodigaliSubsenphionsandissuesasiptatithelseal ahrany J Jﬂ

Main  Application  Subscription  Issues  ¥References

e || 72 woary | 3 tpane | Favorre

Title: |DoctorWhnmagazine Cat Mo: W
55N ’W Exceptions: | Freguency; W Lib Group: IW
Renew
Recorded Library  MNo of Subs  Order Supplier | Renewal Start End Qty/ | Subs | Oty Cost! Circ

Date Group | Lochs Order Mo line

Code Date Date Date | Subs| Cost |Issue lssue List| [
O11iLIBRARY | 1 / f |

DM

lssue Due Likely Copies| Cople
Description Date Date Due | Recd
lssue 436 27 July 2011 27072011 L 27072011 | 2 0

June 2011 011 12 011

Pressing the Attach

e button allows creation

lssue 4

Summer Special 2011 141062011 | 140672011 0 of catalogue records
Issue 434 1 June 2011 01/06/2011 010062011 | 2 0 for individual issues
Issue 433 4 May 2011 04/05/2011 040052011 | 2 0

Issue 4332 6 April 2011 06/04/2011 | OB/04/2011 | 2 ] M M

Issue 431 9 March 2011 09/03/2011 090372011 1 2 ] N N _
Issue 430 8 February 2011 09/02/2011 080272011 | 2 i M N B
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Alternatively, from the main Periodical menu, select XReferences > Subscriptions. Highlight the issue
required and click the Attach button.

1. Click the Attach button

2. Depending on your Installation settings, either the Issue >> Catalogue Additions or Catalogue
Work Sheet screen will display (see below)

3. Once saved/updated, an Amlib Cat No will display in the Periodical Subscriptions and Issues
screen for that issue:

Ay - - C L 4 oy CTAFE - " I 3
catenodcel SUhEEn phbnsEnd N SEnes S e h e seal S Ty J __]a‘
Main  Application  Subscription  Issues  XReferences

w2 oany | r5vpane | Frveiete |

Title: |DUctUrWhD magazine Cat Mo W

ISSN: IW Exceptions: | Freguency: W Lib Group: ’W
Renew

Recorded Library Mo.of Subs | Order Supplier | Renewsal Start End otys | Subs | Gtys | Costd Cirel L

Date Group Code Date Date Date Subs Cost | Issue Issue | List [

Locns Order Mo| line
6022011 LIBRARY | 1 | ; 5

v
K3/
| Attach | Copy | | Delete | Print |
lsgue Due Likely Copies| Copies Date lssue Claim | Special| Amlib &
Description Date Date Cue | Recd Recd Comments | Made | Issue | CatMo
lssue 436 27 July 2011 famioTia0N famOmOM L 2 0 o0 | | I VI R

Sumrmer Special 2011 1410612011 1 4/08/2011 0 N N
Issue 434 1 June 2011 01/08/2011 {01/06:2011 i} M M
Issue 433 4 May 2011 041052011 | 041052011 0 N | N
Issue 432 6 April 2011 06/04/2011 | 06/04i2011 0 NN al
Issue 431 9 March 2011 0900372011 (090352011 i} M M
Issue 430 @ February 2011 109/02/2011 | 08/0212011 0 NN [V

(R
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Issue >> Catalogue Additions Method

1. The Issue >> Catalogue Additions screen is displayed with the basic information from the

periodical record

2. Additional tags may be entered by ticking the appropriate Use box and adding in the Data

(this screen uses a combination of the Catalogue Defaults settings created earlier and the

Subscription Issue Details)

DO NOT ENTER NEW SUBJECT HEADINGS HERE AS THIS SCREEN IS NOT LINKED TO THE
AUTHORITY MODULE AND SUBJECT HEADINGS CANNOT BE CHECKED FROM HERE

ISE e e RN T LT D)

[X]

F3 Update F5 Query

Source Desc Uze Data
v | 155 iTitle v |
~ | |55 I58NM [w :0957-9818
w | IS5 iClass W iPER DWW

IS5  iMotes I

FER iSubject [~ iBcience fiction - television

128 [ Subject N

1858 {Subject B

1S3 iSubject I

FPER (260 [~ iTunbridge Wells, Kent: Panini Uk Ltd 1975 -

FER (310 [T iEweryfourweeks

3. Click the F3 Save button when the record is complete — a prompt with the following message

will display: The Periodical has been updated to use the created Catalogue.

| Creaiia Gy Lﬂ
=

\]:) The Periodical has been updated to use the created Catalogue,

4. Click the OK button
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Work Sheet Method

1. The catalogue worksheet is displayed with the basic information from the periodical record
2. Additional tags may be entered using the F2 Insert button

3. If extra Subject Headings are to be included full authority checking is required — use the F1
Check button to check the new Authorities

4. Click the F3 Save button when the record is complete

|ﬂ oriashecasl WitaaiiEhelseal ShraTry __J Id
Main  Application  Catalogue
F1 Check | F2mnsert F4 Delete | ‘ F6 SF Ins F8 SF Del I KeephfterSave
ISSN Opac View Restriction (Y/N): ,T
Tag 1 2 1-a
No ISSN
¢ |0957 9818
099
v 245 0 | Doctor Who magazine

520
650

' Double Click a row for validation { or Press F1) Amlib Catalogue Ref:

MUk - SCRL
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COPIES

Receiving Copies

1. Launch the Amlib client

2. Go to Main > Periodicals > Periodical — the Periodical screen will display

3. Search for a periodical record via F5 Query button

4. By default, the Copies table displays the Not Received view — the highlighted copy on the

table is the Copy with a date closest to the current date

5. The copies can be sorted using the Sort By: and the adjacent Desc or Asc drop-down menus

A Periodical e STARRatGhelkea bibrary. = (=E3
Main  Application  Transactions  XReferences
Fi Clear | F3Update || FoDelete ||\ F50uery || Fé Table | | | | |
Title: |Doctanhn magazine Lib Group: |LIBRARY -
Prev Titla: | I=1=10F 0gs7-9a18 Stats Code Form Default Call Ko
| PER |PE | PER Divm
Curr Supplier: | D' Dymocks Bookshop
Brief Library holds 1981 - Retain | All CatRef | 36317
Holdings
Staternent Fregquency | 4 Ref: &0
Sont . . . Subs
gy |lssueDate | [Desc +| AIICDples‘ Recelvad | OverDue ‘ Future CDpIES‘ Mot Received | Group
Copies Asc - -
Locn Bar Code or Date Claim| Comments |lssue Likely Cost Call
TreTl R for received | Received Instructions|  Date Diate murmty
CHELilssue 431 9 March Mo iCopy 09f032011; 09032011 §6.92
e 2011
CHELilssue 431 9 March Mo iCopy 2 09032011 09032011 §6.52
2011

Update
Celete

Fritt

EEELLE

9 Fehruary

Mo Copy 2

090272011

CHELIssue 430 9 February 09/02/2011 : §6.52
2011

CHELiIssue 42312 January MooiCopy T20201112/0172011  §6.92
2011

LI

Please Note: If copies are to be displayed in NetOpacs a Stockitem record must be created.

Copies can be received in one of three ways.

1. If no Stockitem record is to be created:

a.

b.

Type an R (for Received) into the corresponding Bar Code or R for Received field

Press the <TAB> button on your keyboard — the current date will then display in the

Date Received column (a tick will appear in the far-left column of the Copies table)

Click the Update button to the left of the Copies table will to save/update the

information related to the Copy/Receipts Schedule. The updated copy will now be

visible in the Received view (if you wish to check, click Received button)

2. If a Stockitem record is to be created (for circulation purposes):
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Wand the Barcode into the corresponding Bar Code or R for Received field

Press the <TAB> button on your keyboard — the current date will then display in the
Date Received column (a tick will appear in the far-left column of the Copies table)

Click the Update button to the left of the Copies table will to save/update the
information related to the Copy/Receipts Schedule. A Stockitem will automatically be
generated. The updated copy will now be visible in the Received view (if you wish to
check, click Received button)

3. If a Stockitem record is to be created (for circulation purposes), it is possible to insert a

system-generated STOCK Barcode:

a.

b.

Type B in the Bar Code or R for Received field

Press the <TAB> button on your keyboard — the current date will then display in the
Date Received column (a tick will appear in the far-left column of the Copies table)

Click the Update button to the left of the Copies table will to save/update the
information related to the Copy/Receipts Schedule. A Stockitem will automatically be
generated if a barcode is entered. The updated copy will now be visible in the
Received view (if you wish to check, click Received button)

=

Title:

Prev Title:

Briaf
Holdings
Staterment

- T SR o T |
< Vapludleadl - SLAFF wii €l (S hrany J _]E

Main  Application  Transactions  XReferences

“rvcear W [ rovmane ] rswme || roouery B rorene IO 0L B B

| Doctor Who magazine Lib Group:  |LIBRARY -

issh: [ oos7-0818 Stats Code Form Default Call Mo

Curr Supplier: | Dt

| PER |PE  |PER WM
Cwymocks Bookshop

Libirary holds 1981 - Retain | All CatRef | 38317

Freguency | $ Ref: &0

Sort . . . Subs
By: |Issue Date j |Descj AllCDFJIES‘ Recewed‘ CrverDue | Future Coples| Mot Received | group

Copies

Loch |lssue Bar Code ar Date Claim| Comments |ssue Likely Cost Call Q
Details R for received | Received Instructions Date Date Murnb
Sy CHELilssue 432 6 April 2011 Mo iCopy 1 OBM4Z011:06/0472011 5692
CHELiIssue 432 6 April 2011 N iCopy 2 OB/M0H2011; 060472011 §6.82
Update v CHELilssue 431 3 March 5123456 16022011 M iCopy1 0950372011 09/03r2011 (§6.92
2011
Delete v CHEL:Issue 431 9 March B 16/02r2011F M iCopy 2 095032019 09/03r2011 1 §6.92
2011
Print v CHELilssue 430 8 Fehruary (R 16/02/2011¢ MW iCopy2 0950262011 09/0272011 :§6.92 =]
2011 E
I >
| RILIM
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Stockitem Details
For copies where a Stockitem record was created:

1. Launch the Amlib client

2. Go to Main > Periodicals > Periodical — the Periodical screen will display
3. Search for a periodical record via F5 Query button

4. By default, the Copies table displays the Not Received view

5. Select the Received button

e 3 . PR s 4
< Mapfo el - SRR ain Ol el Ly ¢ \_i _]a‘

Main  Application  Transactions  XReferences

rrcear I [N rovman [ v J[| roouery I erene O )L B N |

Title: |DDCtDrWhD magazine Lib Group: |LIBRARY -
Prev Titla: | igsp: | oms7-a81s Stats Code Form Default Call Mo
| PER |PE  |PERDWM
Curr Supplier: | D' Dymocks Bookshop
Briet Library holds 1981 - Retain | All CatRef | 36317
Holdings
Statement Frequency | 4 Ref: G0
Sort Subs
gy |lssueDate v| [Desc =] AIICDpiBS‘ Received | OverDue | Future Copies| NntReceived‘ "
Copies - -
Loch (E=E=11:] Bar Code or Diate Clain| Cormments|  1ssue Likely Cost Call@
Details R for received | Received Instructions Date Date Numb@
o CHEL:Issue 431 9 March STOCKOOITOTC16/0272011: N Copy 1 095032019 09/03r2011 (§6.92
2011

EEEL L

Update CHEL:Issue 430 8 February | STOCKOO3706% 18/02/20117 N Copy 1 09/02/2011; 09/02/2011 1 $6.92
2011
Delats CHEL: Issue 430 9 February R 1B/02/2011; N Copy2 090262011} 09/02/2011 | $6.92
2011
Print CHELiIssue 429 12 January iR 18022011 N Copy1 120014201131 2/01/2011 156,82
2011 [+
Gm B
Title | Ny

6. Highlight an item that has been received with a barcode

7. From the main Periodicals menu, select XReferences > Stockltem Details:

ot T 3 CT R S o
4 Papludiedl - TLIFF an iz e Dby g i_]a

Main  Application  Transactions

F1 Clear - Catalogue F5 Query F6 Table

IssueDetails - Copy

) Sk em D 5
Title: E i .
Dioctor Whao me Subscriptions Lib Group:  |LIBRARY -
o R | wment LamrT anan Stats Carle Farm Nefanlt Call M
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8. The Stockitem record will display and will include the information as set in the Stock Default

settings and will refresh from Catalogue automatically:

@ Jeoeliiong - JTAFF e el [Shrary Lj Iﬂ‘

Main Application Item XReferences  FEile

FiClear | F2insert | FiUpdate| FaDelete | F5ouery | FéTable | | |

Query Via
T Item © Cat ©® Keyword | Any

LGN LR ISTOCKO0370711B] Cat Ref No 36317
Previous Queries J J J J J

Title| Doctor Who magazine : Issue 4319 March 2011
Author
Publisher| Tunbridge Wells, Kent : Panini UK Ltd 1979 -
ISBN/AISSN| 09579818 El
Subject| Science fiction - television
Call Number| PER DWH PER [Form |PE [ Call Set]

Description

| Copy No / Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source |

ForIiYo;:; Y Loan Type Opac? W Alertli Process | |

Received |16/02/2011 ﬂ ﬂ Accessioned |16/02/2011 Current Cost 6.92

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEMTYPE: N  MEMOS: 0
Onloan H Due onOrder N Res 0 Seq Set ?Size
; 1 1 200
Last Modified 16022011 2:35:40 PM by STAFF Issues 0
Date itetn due back &t lending library MUK

Last Updated: 26 February 2013

Page 61



Amlib Periodicals Manual

Receiving a Copy Attached to a Circulation List

1. When the copy is received and the Update button clicked, a prompt with the following
message will display asking if the Circulation list is to be viewed: The Periodical Copies have
been Updated. Would you like view the Circulation List for Copy 1 ?

i Llyifait

:.’J/J The Periodical Copies have been Updated, ‘Would vou like to wiews the Circulation List For copy 17

At this point it is possible to Reserve the periodical for those borrowers on the Circulation list (Copy
with Barcode/Stockitem record only):

2. Click the Yes button — the Circulation List screen will display

3. Itis possible to Reserve the items to the readers on the list, by clicking the F8 Reserve button

If any borrower has outstanding fines, the following Periodical — Reserves prompt will display:

Haplueieal - flaay =y

Barrower B260 has outstanding charges -
‘-—‘/ Select Yes to Continue with reservation
Mo to Bypass the reservation

4. Click the Yes button to continue with reservation

Once complete the following Periodical — Reserves prompt will appear: Reservation(s) successfully

created for All borrower(s) for this issue -

Fapjudfezil = Hasayas

%]

Reservationis) successfully created For All borroveer(s) For this issue -

- ] / Select \l:;aos

to issue to the first borrower
to return and trap For first borrower

Cancel to continue processing

Cancel |

5. Select the Yes button to issue to the first borrower, the No button to return and trap the first
borrower, or the Cancel button to continue processing (this will return you to the Periodicals
screen)
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ADDING INFREQUENT ISSUES/BONUS ISSUES

A Copy and Paste facility is available in both the Copies section on the Main Periodical Screen and in
the Issues section of the Subscriptions Screen. This allows an infrequent subscription to be added
into the issues table when an unexpected issue arrives. This may be for an extra donated copy or
unexpected Bonus issues.

Issues

1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical — the Periodical screen will display
3. Search for a periodical record via F5 Query button

4. From the main Periodical menu select: XReferences > Subscriptions — the Periodical
Subscriptions and Issues screen will display:

2 T . e CETAEE At CF o |
< M pfudiesi b Suiae piutios sl faauss - SRR e Ciia e Ll y | i _]ﬂ

Main  Application  Subscription  Issues  xReferences

w2 oy | rovpae | rrverrs |

Title: |Dnctanhu magazine Cat Mo K]kl
ISSM: 0957-9818 Exceptions: | Fregquency: | 4%y Lib Group: | LIBRARY
Renew

Recorded | Library Moo of Subs | Order Supplier | Renewsal Start End oty/| Subs | Qtys | Costs Cirel &
Date Group | Locng Qrder Na| line Code Date Subs Cost |Issue Issue  List §|

011: LIBRARY 1 {DYM 01141

L 1 | =
am —
| Attach | Copy | | Delete | Prirt |
lssue Die Likely ComresT et Erate B33 )= T ST TR G
Description Date Date Due | Recd Recd | Comments | Made | Issue | Catho 5

Isgue 441 14 Decembe : i ] i ;

Issue 440 16 Movember 2011 TEA12011 (161152011 2 ] I il

Is5Ue 439 19 October 2011 TaM2011 19 az011 2 ] I &l

Issue 438 21 Septernber 2011 21082011 $ 2170912011 2 ] I &l

Winter Special 2011 140972011 114/09r2011 2 ] I il

IssUe 437 24 August 2011 240872011 (24082011 2 ] I &l

Iggue 436 27 July 2011 2TT20T (27072011 2 ] I &l

Issue 435 29 June 2011 290672011 290652011 2 ] I il 36443 [

]

5. Highlight the issue to copy
6. Click the Copy button just above the Issues table
7. Click the Paste button to add into the Issues table

8. The Issue Description can then be altered to reflect the periodical that has been newly

entered f- for example: Winter Special
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9. When complete, click the F3 Update button at the top of the screen:

a T —— S T |
< Ml dieal Sunse plutios s 5 uas - SILUFF s Ciia e Ligs J Ia

Main  Application  Subscription Issues  xReferences

Title: | Doctor'Who magazine CatMo: 36317
ISEM: 0957-9818 Exceptinns:| Frequency: | 4% Lib Group: | LIBRARY

Renew

Recorded Library Moo of Subs | Order Supplier | Renewal Start End Qtyf | Subs | Qiyf | Costf Circ D
Date Group | Locns Qrder Mo line Code Date Date Date Subs Cost Issue|lssue  List @J
: 1 : )|
oD
|:| (T |:|
| Attach | Copy | Paste | Celete | Prirt |
Issue Due Likealy Coapies| Copies Date Iszue Claim | Special | Amlib Q
Description Date Date Due | Recd Recd Comments | Made | Issue | CatMNo |2
= | Autumn Special T4 22011 14202011 2 a ¥ il
lzsue 441 14 Decembear 2011 1AM 202011 #1401 202011 2 a I ]
lggue 440 16 Movember 2011 TEA 172011 $16/1152011 2 a I K]
lsgue 43918 October 2011 18M Q2011 19052011 2 a ¥ il
lzsue 438 21 September 2011 2100972011 £21/0852011 2 a I ]
Winter Special 2011 1450972011 £14/0852011 2 a I K]
lsgue 437 24 August 2011 24082011 £ 2400852011 2 a ¥ il
Issue 436 27 July 2011 270072011 270201 2 a I ] [~

| LI

10. From the main Periodical Subscriptions and Issues menu, select XReferences > Periodical to

return to the main Periodical screen (this will then make the copy available for receipt):

%22 Periodical - STAEF at Chelsea Library, A=)

Main  Application  Transactions  XReferences

“rcew B W supase [N v | 2 2 G B

Title: |Dnct0rWho magazine Lib Group: |LIBRARY -
Prev Title: | i5sn: | os7-aE1E Stats Code Form Default Call Mo
| PER |FE | PER DM
Curr Supplier: | D' Dwrmocks Bookshop
oriei | Library holds 1981 - Retain | All CatRef | 36317
Holdings
Staternent Freguency | 4vW Ref: &0
Sart ; _ : l—‘ Subs
By |Issue Date j |Desc j AIICUplesl Received | CrverDue | Future Coplesl Mot Received Group
Copies
P Loch lgsue Bar Code ar Date Claim| Comments lssue Likely Cost Call k&l
Details R for received | Received Instructions Date Date Nurnb [
B GHEL | lssue 441 14 ’ [ N[ Copy 1401212011 1411212011 6,92 |
opy | Decermber 2011
| CHEL | Issue 441 14 Mo Copy 2
December 2011

Updatel

Dslatel " CHEL| Auturnn Special ' ' N Copy2 141202011 141212011 $6.92
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DELETING PERIODICALS

Periodicals and Stockitems are separate entities. The Periodical window is a register indicating those
periodicals expected and those received. Once a Copy is RECEIVED with a BARCODE, a Stockitem is
created which can be stored and circulated in the Library. If a Periodical Stockitem is deleted, the
entry still appears on the Periodical screen but the Barcode no longer shows. This may suit some
sites so that they can see that they have received the item from the Date Received column.

|~fé’ Faplodieil - FLAFF s Qi b=ar Lingsy J |d
Main  Application  Transactions  XReferences
Fi Clear | | F3update || FaDelete ||| F50uery | Fé Table | | | | |
Title: |DnctDrWhD magazine Lib Group: |LIBRARY -
Prey Title: | T=t=10 0957-9818 Stats Code Form Default Call Mo
| PER |PE  |PERDWM
Curr Supplier: | D'h Dymocks Bookshop
Briat Library holds 1981 - Retain | All Cat Ref IENT
Holdings
Staternent Freguency | 4 Ref: &0
Sort . . . Subs
By: |Issue Date j |Desc j AllCDpIES‘ Received ‘ OverDue | Future Coples| Mot Received | Group
Copies
? Loch lssue Bar Code or Drate Claim| Comments (=20 Likely Cost Call
Details R forreceived | Received Instructions Date Date Mumb
S CHELilssue 434 1 June 2011 NoiCopy 01062011 01/06/2011;§6.92
CHELilssue 434 1 June 2011 Mo i Copy 2 O10E2011 010672011 (56,92
Update CHELilssue 433 4 May 2011 MoiCopy 1 04405/2011: 040572011 $6.92
Delete CHELilssue 433 4 May 2011 MoiCopy 2 040ar2011; 04/05/2011 18692
Print

Brief Holdings Statement LKA

Deleting Subscriptions/Issues

If the details/records of certain issues/copies are to be deleted in both the Periodical and Stockitem
modules_(for example: all the Doctor Who Magazines from 2010) it is recommended that the

Periodicals be deleted within the Periodical Subscriptions and Issues screen.

1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical — the Periodical screen will display
3. Search for a periodical record via F5 Query button

4. From the main Periodical menu select: XReferences > Subscriptions — the Periodical
Subscriptions and Issues screen will then open

5. Highlight the Subscription line to be deleted
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6. Click the F4 Delete button — the issues will also be marked for deletion:

A “ . -k S o il = E L - "
|=@ Henpdicalisubserplipnssandlssuesasi wigaatsEhelseal hbrdarny J ld

Main  Application  Subscripkion  Issues  XReferences

Fillew | F2Modify || F3Update | FaDelete | [I| F5 Query

Title: | Doctor ¥ho magazine Cat Mo: 3637
ISSM: 0957-9818 Exceptions: | Frequency: | 4 Lib Group: | LIBRARY
Renew

Recorded | Library |Mo.of Subs | Order Supplier | Renewal Stant End | Qtyl Subs | Qty/ | Costf| Circ
Date Group | Locng Order Mo line Code Date Date Date Subs| Cost |Issue|lssue | List
16022011 LIBRARY | 1 | LD M5 20201101 20012011 10001720128 16 | §90.000 2 §6.921 v |

|16 1{LIBRA

| Attach | Copy | Paste | Delete | Pririt |
lssue Ciue Likely Copies Copies Diate lssue Claim | Special| Amlib
Cescription Date Date Due | Recd Recd Comments | Made | lssue | Catho
Auturmn Special 03122010 :03M 252010 1 0 il I+ 36444

Issue 428 3 December 2010 03202010 {03 22010 1 1 TRMN2i2011 il I
Summer il I :

lzsue 427 5 Nowernber 2010 05M1i2010 051142010 1 1 TRMN2i2011 il I
Issue 426 8 October 2010 08M 02010 {081 02010 1 1 TRMN2i2011 il I

H | H Ol H |

7. Check carefully and if correct, click the F3 Update button at the top of the screen —an
Update Issues prompt with the following message will display (elements will vary depending
on whether there are both Stockitem and Individual Issue catalogue records attached) :

There are XX Issue(s) marked for deletion. Continue with Update?

Note: Any stockitem records attached to a Copy will be saved in a file called PER COPY
DELETIONS. Any catalogue records attached to an Issue will be saved in a file called PER
ISSUE DELETIONS.

| i pdatefsenes,

2 There are 15 Issue{s) marked for deletion. Continue with Update?
"
Mote: Any stockitem records atkached to a Copy will be saved in a file called PER COPY DELETIONS. Any catalogue records attached bo an Issue wil
be saved in a file called PER I55E DELETIOMS,

8. Click the Yes button — the Issues will be deleted and a prompt with the following message
will display: There are X Subscription(s) marked for deletion. Continue with Update?

| W el SRS T DECr o

?/ There are 1 Subscription{s) marked for deletion. Continue with Update?

9. If you wish to retain the Subscription information, click the No button, otherwise click the
Yes button
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Deleting Stockitem and Single Issue Catalogue Records

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

2. From the Stockitem menu, select File > DisplayFile — the Stockitem Saved Query Results table

will display:

FloEHlenavetd BTy REsHiS I i

Fillew | F2Empty | F3Save | FaDelete | F5ouery | FoPrint | F7Copy | FaPaste | Foselect |

Sort & Asc Desc Operatar; |5TAFF j
Details Allowy other ity Last File
operators to Updated (i [n]
access this file
LI

Full Holdings Chelsea 4839 (0250272011 25531 PM ¢ 3063
EXCH JP 2001 ke P10 P200102011 4:35:26 PM | 3038

3. Select the PER Copies Deletions file and click the F9 Select button — a Stockitem List will

display:
@ Jeoeltiing List - Job fusss - ME] Cunlzs Uzl _JJ
Main Table @=References File
Seq Tithe: Avuthar Call Mo Form Statz |On| Due |Rsv | Perm | Process | On Series Process Date Edit
Loa Back Loc Ored
l I : T T :
2 | Doctor Wwho magazine © lssue PEF: Civyhd PE M M 09579518
3 | Doctor Who magazine © lzsue PER: Civyhd PE M M 09579818
4 | Doctor Who magazine ; lssue PER: Cita PE {PER iHM K i0957-9515
5 |Doctor Who magazine | lssue PER: Cita PE {PER iHM K i0957-9515
B |Doctor VWho magazine | lssue M ]
7 |Doctor VWho magazine | lssue PER: Citfutd PE PER M M i0957-9515
5 | Doctor VWho magazine | lssue PER: Citfutd PE PER M M i0957-9515
9 | Doctor Wwho magazine © lzsue PEF: Civyhd PE {PER iM M 09579518
10 |Doctor Who magazine | lssue PEF: Civyhd PE {PER iM M 09579518
11 |Doctor Who magazine | lssue PER: Civyhd PE :{PER iM M 09579818
12 | Doctor Who magazine ; lssue PER: Cita PE {PER iHM K i0957-9515
4. Highlight the items to be deleted:
S TOTi AT HEL A owE PP E Conl=g Ualaje s __J Lj
Tlain #References  File
Se AddToReservelist Author Call Mo Fortm Stats |On| Due  |Rsv Perm | Process | On Series Process Date Edit
ChangeDueDates Loa Back Loc Cirl

MassMemoltems
MassMemnoDelete
MassItemChange

||

W

Print
Report
Sequence

ra
v

w
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5. From the Stockitem List main menu, select Table > Mass Item Deletion — the Mass Delete

Items screen will display:

._ s v
MasslElETEN [EmE

lterms

[ Confirn Delete ltem Message Reguired ?

[ Last ltern Message for Cat Reguired ?

Catalogue
v Delete Catalogue if Last 7 ™

[~ Confirm Delete Cat. Message Reguired?

CatalogueFile

If a Catalogue record has no more items after an item is deleted
then save in the file below (Do not choose Delete ™ above 1)

File:

GetFile

Mote : [tems on loan, resered or with memos will not be deleted

oK | Cancel

6. Add a tick in the Catalogue: Delete Catalogue if Last ? box

7. Click the OK button —a prompt with the following message will display: You are about to

delete items...

SLOCKILETNN SN el e e oS

. You are about bo delete itemns
With the parameters as supplied vou can expect that wou wil
Mok get a message For every item deletion
Mok get a message if the ikem is the lask For the catalogue record

Catalogue recards with no more items will be deleted
You will MOT get a message before Catalogue records are deleted

Do ol wish ko Conkinue 7

8. Click the Yes button

9. The items (and any associated Issue Catalogue records) will be deleted

Any Catalogues are transferred to a Saved File within the Catalogue module called PER ISSUE
DELETIONS (Often the Catalogues are deleted as part of the Stockitem Copy deletions)
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10. Go to Main > Catalogue > Catalogue — the Catalogue screen will display

11. From the Catalogue menu, select File > DisplayFile — the Catalogue Saved Query Results
screen will display:

| Eatalopiessaverd IEHES I IS ﬂ
Fillew | F2Empty | Fisave | FaDelete | F5Query | FéPprint | F7Copy | FBPaste | FoSelect |
Sort o Asc O Desc Operator: |STAFF j
Details Allaw other | @ty Last File
operators to Updated Mo
access this file

EriN)
FER Issue Deletions ¥ i 2011 33821 PM | ¢

CancerExport ¥ COB 302011 S3625FPM | 3571

12. Repeat steps 3-9 above to delete Single Issue catalogue records

Deleting Main Entry Periodicals

Main Entry Periodicals can only be deleted if there are no Subscriptions attached. The Subscriptions
cannot be deleted unless the Issues are also first deleted. Once all Subscriptions and Issues are
deleted (see above), the Main Periodical entry can be deleted.

1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical — the Periodical screen will display
3. Search for a periodical record via F5 Query button

4. Click the F4 Delete button — a Periodical prompt with the following message will display:
Delete this Periodical. Are you sure?

HEnpdieal

:.’r/ Delete this Periodical, Are you sure?

5. Click the Yes button — a Periodical prompt with the following message will display: The
Periodical has been Deleted.

eyl el %]

\l) The Periodical has been Deleted,

6. Click the OK button
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AMENDING PERIODICAL DETAILS

Changing a Title

1. Launch the Amlib client
2. Go to Main > Periodicals > Periodical — the Periodical screen will display
3. Search for a periodical record via F5 Query button

4. Once displayed, from the Periodical menu, select Transactions > AllowTitleChange — a Title
Change prompt with the following message will display: You may now change the title...
Please note that this does not affect the Catalogue Record and if necessary you should call
up Catalogue Maintenance to have the title change properly recorded.

. |
Tiel2 CiGids a

‘You may now change the kitle. .,
\‘-l’) Please note that this does nat affect the Catalogue Record and if necessary vou should call up Catalogue Maintenance ko have the title change
propetly recarded.

5. Click the OK button —the “old” title will now appear in the Prev Title: field — for example:
Doctor Who weekly

6. You are then able to type in the new Title:

1y - S = T 1 So=G |
e ical S WEEEtEhelseal bhrany s Invell s ivasdy J _JE

Main Application Transactions #References

rrce QL e wone l revece [ e B B B 0 L

Title: | Dactor Who magazine Lib Group:  |LIBRARY -
Prey Title: |Ductnghg waekly 1SS | 0957-9318 Stats Code Faorm Default Call Mo
| PER |PE  |PERDWM
Curr Supplier; | (g Dymocks Bookshop
Briet | Library holds 1931 - Retain | All CatRef | 36317
Holdings
Statement Freguency |4 Ref: &0

7. Click the F3 Update button when complete — a prompt with the following message will
display:

PEriodital %]

\!)) The Periodical has been Updated,

8. Click the OK button

9. You will then need to XReference to the Catalogue entry and update the Title if required
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SEARCH

Within the Periodical Module

1. Launch the Amlib client

2. Go to Main > Periodicals > Periodical (or the icon) — the Periodical screen will display

3. Search for a periodical record via F5 Query button

Any of the fields on the initial periodical screen can be used for a query. For example: the Frequency
field can be searched to find all the periodicals received Monthly. The Title can be searched to find a

specific periodical.

Please Note: To search ALL periodicals, click the F5 Query button without entering any data on the

screen.

e ¥ 3 R L I 3
alery o cal Sl e e Se i Dy

Main  Application  Transactions  XReferences

Title: | |

Prey Title: |

ISSN:

Curr Supplier: |

Briet
Holdings
Statement

= J[B)%]

Lib Group: |LIBRARY -

Stats Code Form Default Call Mo

| | |
Retain Cat Ret

Fragquency Ref:

4. If more than one incidence of the search term is found, a Periodicals list will display:

I e g
< My diesils - s
Ma

in Table ¥References

Title

= [B]x]
Supplier ISSH Fublication D

Mo Frequency @|

Ausgtralian Personal Computer D L 4115 i

Belle design and decoration MARS 0310-1452 Tt
Better hames and gardens. [mayil] o
Choice v 0009-496) ol
PCuser. MASON 1322-3712 o
Scientific Armnerican INFOWISION | 0036-8733 1l
Yogue. n042-8019 o
Wheels WALS 0853409143 1l
Windows Sources Australia [mayil] 13220071 o
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5. Double-click on the periodical to view details about the Main Entry:

=

- T S o o |
< Vapludleal - TLAFF wi €]ja ) (S hrany J _]ﬂ

Main  Application  Transactions  XReferences

v cew [0 e opame ] ravei ||| e ovey 0] 7ot |

Title: | Ehoice Lib Group:  |LIBRARY v
Prey Title: | I=l=1aR 0009-405 Stats Code Form Default Call Mo
| PER | PE |
Curr Supplier: | D' Dymocks Bookshop
Briet Retain | 25 CatRef | 34486
Holdings
Staternent Freguency | M Ref: B3
Sort Subs
By: |Issue Cate j |Desc j AIICUpies‘ Feceived ‘ CrverDiue | Future Copies| Mot Received Group
Copies - -
Laocn Issue Bar Code or Date Claim Comments|  Issue Likely Cost Call Q
Details R for received | Received Instructions Date Date Numb@|
Copy “hoice April 1998 : - |
CHEL: Chaice March 19349 Mo Copyl 2TI031999; 27/03/1 599 54 47 PER
Update ZHEL; Chaice February 19949 Mo Copy 1 2TI02M999: 27/0201 998 54 47 PER
Delete CHEL: Chaice January 1939 Mo Copy 2701999 270101998 54 57 PER
Print ZHEL: Choice December Mo Copy 1 2T 299827121998 5457 PER
18498 B8
o B
Brief Holdings Statement | ML

From this screen you are able to view All copies, Received copies, Overdue copies, Future Copies and
copies Not Received.
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REPORTS

Periodical List

A listing of the Periodical titles is available from the Main Periodicals screen:

1. Launch the Amlib client

| @
2. Go to Main > Periodicals > Periodical (or the & icon) — the Periodical screen will display

3. Click the F5 Query button —a Periodicals list will display:

Ay - - -
P eTiodical S S oW
Main  Table XReferences
Title

Alstraliar

Supplier
Mo

I1S5M

BIx

Publication
Freguency

Australian Personal Computer O 07254115 It
Belle design and decoration MARS 0310-1452 ht
Better homes and gardens. O ht
Bride ta he. Ot 10352511 ol
Choice Ol 0009-4963 h
Ecos LI o]
FCouser. MASON 1322-3712 il
Scientific American INFOWISION | 0036-8733 il
Wogue. Qo42-3019 il
Wiaves, JAMBEM 1321-759493 2
Wheels i S 0853404918 il
Windows Sources Australia Ol 13220071 il

4. From the main Periodicals menu, select Table > Report — the list will display in print view:

$peddist.qrp
IE33H Title

0216-1658  Australian Geographic.
07254115 Australian Personal Computer
0210-1452  Belle design and decoration
Eetter homes and gardens.
10352511 Bride to he.
0009-4962  Choice
Ecos
1322-3712  PC user.
0036-8733  Bcientific American
0042-301%  Wogue.
13217393 Waves.
025340912 Wheels
13220071 Windows Joutces Australia

Penodical List

Supplier

AUITGED
DY

MARS

DY

DY

DI

LIE

MASON
INFOVIZION

JAMBEN
WALS
DY

160252011

Freguency

EECEEEOQECQEEEC

5. Click the print button to print the list
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It is also possible to copy the table and enter it into MS Excel or Word if required:

1. Highlight the items in the list that you would like to copy
2. Select Main > Base > Copy (or Ctrl-C)
3. After copying the Table, go to the application — for example: MS Excel
4. Paste the table (Ctrl-V)
ﬁ”\u NEH& L RN Bookl - Microsoft Excel
- Home Insert Page Layout Formulas Data Review WView
3 J" cut Calibri -1 A AT ==||8| | ZWrapText General -
=3 Copy :
F‘a'ste F Format Painter (B U - - A'I |= = =||:E €| HMergeaCenter~ || $ - %+ |5 3% ¢
Clipboard L] Font IF] Alignment IF] Humber {F]
| Al - S | Australian Geographic.
A B C D E F G H 1
1 |Australian Geographic. AUSTGEO 0816-1658 Q
2 |Australian Personal Computer DYM 7254115 M
3 |Belle design and decoration MARS 0310-1452 M
4 |Better homes and gardens. DYM I
5 |Bride to be. DY 10352511 Q
6 |Choice DY 0009-436X M
7 |Ecos LIB Q
g8 |PCuser. MASOM 1322-3712 M
9 |Scientific American INFOWVISION 0036-8733 M
10 |Vogue. 0042-8019 M
11 |Waves. JAMBEN 1321-7593 Q
12 |Wheels WALS 85340918 M
13 |Windows Sources Australia DYM 13220071 M
14
13
16
17
18
15
20
21
22
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Reports Module

1. Launch the Amlib client

2. Go to Main > Reports > RepPeriodical — the Periodicals Reports screen will display:

S Mgl les U gy - SRR s G0 D g ] |d
Main  Application

F1 Hew F2 Moddify F3} Save Fd Delete F5 Query Fé Print FT Where F& View F3 Order
Reporl Set Report Report Template
Stats | Claim Description Type

Code | (Y/N)
i Y iClaims Notice via Email

EF'-:eli-:n:Ii-::aI. Issue, Copy E:i&F'ICLE.C]'RF'
FULL Details in Supplier,f &PE1000.qrp
Claim for Undelivered Iss; &perclm.qrp
Short Listing Issues &P10010.qrp
Short Listing - Periodicals SPE0010.qrp
&P10010.qrp
Periodical,lssues and Cof &PICO10.qrp
Periodical Title List &PERLIST.QRP

Full Subscription Details

Monthly Claims Notice

N

¥

N | Overdue Periodicals
N (Periodicals List
N

N

N

Subscription Details for Chelsea
Test Per OD
Title List

Short Listing Issues

Below is table containing a list of the available reports that can be set up in RepPeriodicals:

TEMPLATE DESCRIPTION REPORT TYPE

&PE0001.QRP Periodical Title Listing Periodical

&PE0010.QRP Periodicals listing (short details) Periodical

&PE0100.QRP Periodicals listing (medium details) Periodical

&PE1000.QRP Periodical listing (full details) — details in Periodical

Supplier, Periodical sequence

&PERCLM.QRP Claim for undelivered issues Periodical & Issue

&PERLIST.QRP List of titles, Location and Frequency Periodical, Issue, Copy & Item
(Default)

&PI0001.QRP Title listing with issues Periodical & Issue

&P10010.QRP Title listing with issues (brief details) Periodical & Issue

&P10100.QRP Title listing with issues (medium details) Periodical & Issue

&PICLAIM.QRP Claim Letter Periodical, Issue & Copy

&PICLE.QRP Periodical, Issue, Copy Email Periodical, Issue, Copy Email

&PIC010.QRP Periodical, Issues & Copies (Brief details) Periodical, Issue & Copy

&PICS001.QRP Periodical Stockitem Periodical, Issue, Copy & Item
(Default)

&PICS010.QRP Periodical, Issues and Stockitem Periodical, Issue, Copy & Item
(Default)

&SU1000.QRP Suppliers Only List Supplier

The report Template names indicate the type of report — the higher the number, the more details

that are displayed:
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e PE Periodical and Suppliers

e Pl Periodicals and Issues

e PIC Periodicals, Issues and Copies

e PICS Periodicals, Issues, Copies and Stockitems
e SU Suppliers only

Periodical Subscriptions not Received

1. Click on the F1 New button and highlight a Template that includes Issue details — for
example: Short Listing Issues (&P10010.QRP or &P10100.QRP) or Claim Letter
(&PICLAIM.QRP)

2. Click the Select button — the new Report will appear in the table

3. Type in a Report Description and click the F3 Save button

4. Highlight this report and click on the F7 Where button — the Periodical Reports - Where
screen will display

5. Enter the following Where statement:
a. Issue Recd Due < Issue Qty Due (select Issue Qty Due can using the Special button)

b. Issue Due Date < Current Date — 1 Month (select Current Date — 1 Month using the
Special button)

HFapludlesl e uares - =i \_’3
| F5 Query
1 Choose Search Colurnn 2 Choose Operator

Supplier Code (" LIKE ¢ HE O In I

Contact Mame
Email Address
Use Email {YiM) -« < o - s
Terms

¥ = [

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| Paste
J Qptional Multiple Brackets J M

{ Column Oper Where )

lssue OtyDuei = ilssue Recd Due ANMD =

Izsue Due Date = Current Date - 1 Month

In this example, we are checking for all titles that were expected at least 1 month ago but have not
yet arrived. However, you may use as many days or months as appropriate for you.
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W har "
IETE

Issue Oty Due =

Tarms

Lead Time
Feriadical Cat Ref
Feriodical Circ File

BE

FPaste | Cancel‘

6. Click the F3 Save button when complete

7. Click on the F9 Order button — the Periodical Reports — Order By screen will display:

Hapudies P nures - U=y By d
Fi Save ‘ F5 Query
Columns Order By

Supplier Mame

Supplier Code

Contact Mame

Email Address

Use Email i)

Terms

Lead Time

Periodical Title
Petiodical Freq
Petiodical ISSM -
Feriodical Stk_Faorm
Periodical Stk_Code
Periodical Call Mumhber

Subs Supplier Code
Subs Start Date

|ssue Due Date

BN SRS

8. From the Columns table, use the > arrow key to move the following across into the Order By
table:

a. Periodical Title
b. Issue Date Due
9. Click the F3 Save button when complete

10. Click the F8 View button to see a list on the screen (which can then be printed using the print
icon) or F6 Print to print/email the report via the Scheduler

&PIDD0.grp Short Listing Issues - Issues outstanding 2/09/2002
Brief Periodical with Issues Li

Landscope
lssn. 12241334 Retn. 999 Circ: Freq: Q Faorm: PER Stats: ANF
SupplieiDept of Conservation & Land Management
Issues
Landscope Summer, 2001 Special: N
Clairmed: N Due: 1/01/2001 Recd:
Due: 1 Qty: 0
Landscope Autumn, 2001 Special: N
Claimed: N Due: 17042001 Recd:
Due: 1 Qty: 0
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A letter could be set up to Print out Claims to the supplier, or a list so that the Supplier could be

phoned.

Subscription Dept

17 DickPerry Avenue
Kensington WA

93340333

Library the amount owing.

Landscope
Issn. 12241334 Freg  Q

Claim for Periodical Undelivered

2/8/2002

Dept of Conservation & Land Management

The following perioidicals did not arrive as ordered. Please supply these items or refund the

01-Jan-2001 Subscription Paid: $48.00

Produce a Renewals List

For example: a listing of Periodicals with subscriptions that will need renewing in the next 2 months.

fPar]ud]:ﬂ! HENOTISEITENE

1 Choose Search Colurnn

Supplier Code

Cantact Mame

Email Address

Use Email (i)
Terms

e |

2 Choose Operator

[#]

QJ ™ LKE  LKE
v = L
i« L

=

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

I

~
v

J Optional Multiple Brackets J
{ Column Qper Where bl Q
Subs Renew Date: == i Current Date AMD @J

Subs Renew Date: == i Current Date + 2 Months

r'ﬂhsra

Subs Renew Date == Sunday, 17 Apr
2011

Current Date
Start ofWeek
Start of Manth
Suhs Start Date
Suhs End Date
lzgue Due Date

J Days
J 2 Manths

Paste | Cancel

Last Updated: 26 February 2013

Page 78



Amlib Periodicals Manual

Periodicals with a Particular Supplier

All Periodicals

1 Choose Search Colurnn 2 Choose Operator

Petiodical Call Mumber
Subs Supplier Code

[>]
9

Suhs Start Date

Subs End Date m CERNC
Subs Renew Date ¢ [ [
Subs Location [~

3 Tupethe WHERE Condition and Press PASTE OR Press SPECIAL

LIKE " LE 7 IN

L

LS

ﬂ Optional Multiple Brackets j

Paste

Special |

{ Column Qper Where 3

&

Subs Supplier Code = CYm

[mEe

ARD

1 Choose Search Colurnn 2 Choose Operator

Petiodical Stk_Form

<]

3 Type the WHERE Condition and Press FASTE OR Press SPECIAL

Terms [~]

Laad Tima ;  LUKE  LKE L1 [}
3 L]

Periodical Freq o- L

Periodical ISSN fal o o> [

ﬂ Optional Multiple Brackets j

Paste

Special |

( Calumn Oper Where ) =]
Periodical Title { 15 MOT: NULL [E] AND
Supplier Listing (&SU1000.QRP)
EBS Subscriptions Dept

Ebsco 7 30
253 Bourke St Tel. 03 1234 1234
Melbourne Fax 03 4321 4321

YIC Email ebsco@ozemail.cq
3000

Supplier: Full listing of Subscriptions with Costs (&PE1000.QRP)

Choice

Issn. 1227.2567 Retn. 12 Circ: Freq: M Form: MAG Stats: £
Subscriptions

Renew OrderNo: Cost: $50.00 Quantity: 2 Location: E

-Nov-1998 Comments:
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Title Listing (&PEO001.QRP — also includes Frequency)

Motor Mechanic
Time magazine
Choice 1227 2567
National Geographic 0027 9358
Australian Personal Computer

Southern Sky 13203347
Astronomy Now 1234-1256

Australian Geographic

Brief Details (&PE0010.QRP)

Designer Monthly
lssh. Retn. 43 Circ: 222 Freq: M Farm: P Stats: P
Supplier Angus & Robertson Quantity: 1

Sunny Times
lssn. Fetn. 999  Circ: Freq: | Form: P Stats: P
Supplier Belmont Newsagency Quantity: 1

Issues Listing (&PI10001.QRP)

Where Issue Qty Due > Issue Recd Due to get Outstanding items only (in a very brief report)

&PI000T g Issues - very hrief - Holdings for Landscope 5/10/2004
Brief Issues Listing

The bulletin Freg: W
08 September 2004

15 September 2004

22 September 2004

Fremantle Town Crier Freg: W
16 September 2004

23 September 2004

Wincent Voice Freq: F

Vol. 13 No. 44 16 Sep 2004
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Issues and Copies (&PIC010.QRP)

%]

Enpdical RenorisEiETe
| F5 Query
1 Choose Search Colurnn 2 Choose Operator
|
DateAcc o o
Cost & o
IsOnLoan =
CateDue - e o= o= -
Is0n0rder

3 Tupe the WHERE Condition and Press PASTE DR Press SPECIAL

J Optional Multiple Brackets J
{ Column Qper Where bl
Line1: LIKE :Lands AMD =
DateReceiwed: == Friday, 1 Jan 2010 AMD

DateReceived; == |Friday, 31 Dec 2010

Paste

Special

FLEE EE

SRICHM Ogrp Periodical,lssues and Copies - Holdings for Landscope 51052004
Brief Periodical with Issues & Copies Listing
Landscope
Issn. 01230443 Retn. 999 Circ: 555 Freq: Q Farm: PER Stats: ANF
L
Supplie10sborne Park Hewsagency
Issues
Spring, No. 4 2004 Special: N
Claimed: N Due: 1/10/2004 Recd: 19/08/2004
Due: 1 Oty: 1
Stock Listing (&PICS001.QRP)
Indicates if the copy is on loan with the Return date displayed as Back On:
SPICS001 arp Holdings for Periodical - Holdings for Landscope 51072004
Issues & Stock Listing
Landscope 01230443
AL0345123444 Title: Landscope Summer, 2001 Back On:
Call: AHFL Locm:EAS Form: PER
AL0345123445 Title: Landscope Autumn, 2001 Back On:
Call: AHFL Loen:EAS Form: PER
ALD567123442 Title: Landscope Winter, 2001 Back On:
Call: LAH PER Loen:EAS Form: PER
ALD56T123452 Title: Landscope, Summer 2001 Back On:
Call: LANH PER Locn:EAS Form: PER
324567898972 Title: Landscope : Autumn Ho. 2 2003 Back On: 26/10/2004
Call: LAH PER Locn:EAS Form: PER
32443233453 Title: Landscope : Winter Ho. 3 2003 Back On:
Call: LAH PER Loen:EAS Form: PER
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APPENDICES

Appendix 1: Stockwand Change

Stockwand change may be useful if the library has a stack of Periodicals that were on display and are
now ready for the shelves and to be loaned. The Process can be saved for further use.
1. Launch the Amlib client

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

3. Choose a Column to change (1) — for example: Floor Location
4. Type in the New Value (2) — for example: NULL (paste without value)

5. Click the Paste button — the parameter will display in the Update Description table at the

bottom of the screen:

[}
|& STOCHTLEM M e T el e AT SEal S Ty ] || !

Main  Application

F1 Clear | F2 Insert F4 Select | F6 Start FT FrFile F8 Friwhre

1 Choose Column to Change 2 Type the New Value and Press Paste

Perm Location QR Press Special

Temp Location | Paste
Special

For Loan {Y/N) B |

Alert Oper {Y/N)
Is On Crder (Y/N)
Show Opac (Y/N)
Date Received
Date Accession

Update Description: Delete

Column New Value
For Loan (YM) i

n

Floor Locati

Item No Last Changed
By

| MUM

Please Note: If some/all of the buttons are not visible (for example: FrWhere) these can be added in
Main > Supervisor > UserNames > select User > F8 Choose > ViewingMenu > Stockltems >
StockWandChange
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Save the Process

1. The Process can be saved by clicking the F2 Insert button —the Saved Stock Wand Changes
table will display:

Ve STOCHA NG AN EES) d

F3 Save ‘ F5 Refresh ‘

Lipdate Descriptian Cwenar

Type a desctiption ofthe Update Clause, then press Save.

Patiodicals Mew Display Shelf Clearance

2. Type in a description — for example: Periodicals New Display Shelf Clearance

3. Click the F3 Save button

SavEd iSO and EHEITEES d

F3 Save ‘ F5 Refresh ‘

Lpdate Description Crwnar

elf ce

e Previously Saved Processes can be selected by clicking on the F4 Select button

Execute the Changes

1. Changes can be made by wanding the items in one-by-one, from a Stockitem Saved File (click
the F7 FrFile button) or a Saved Where search (click the F8 FrWhere button)

2. A prompt will display, detailing how many items will be changed and the data changes that
will be implemented:

| iulztas CiiEld= fronl il

9P The 10 Stockitems in the 'EXCH P 20/01" file will be Mass Changed, Change:
- 1
1. For Loan (YN} ko %
2. Floor Location ko MULL'

Proceed with Mass Change From file?
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3. Click the Yes button —the following Mass Change prompt will appear: The XX Stockitems
have been Updated.

| aSETEITE \3

‘!J) The 10 Stockitems have been Updated.

4. Click the OK button
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Appendix 2: NetOpacs

There can be a specific Periodicals Search if required. The design and function depends on the way
the NetOpacs were installed and configured. The screenshots below show examples of a specific
Periodical Search. Some sites do not have this configured and Periodicals searched via a normal Title

or Subject search.

Web Catalogue Access

Keyword Searches

All Figlds Search any woard from Title, Author, Subject, Series or Notes
Author Search an Author's name
Title & Series  |Search using any word in a Title ar Series
Exact Title Search using the Exact title of an item
Subject Search using any word in a Subject Heading
Periodicals Search a Periodical or Magazine Title
Mew Items Search for New Items
Other
Iy Details Enter your barcode ta view loan information
Email Email the library with any gueries you have

@ 1999-2004 Amlib - NetOpacs (vers 5.1) from Infovizion Technology

e Click on the Periodicals search link

Periodical and Magazine Search

To find a Periodical or Magazine you can search on any word in the Title, After typing your keywords in the box below,
press Enter or the Search Button,

e.q. To find the Periodical 'Australian Personal Computer' you can type the following:

Personal Computer or
Australian Computer

Refine by:
Item Type {optional) by Classification {optional)
Al v] Al v

@ 1999-2004 Amlib - NetDpacs (vers 5.1) from Infovision Technology
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Periodical List

4 periodicals found for GHOIGE

Choice 20032
Choice 2004
Choice 2005
Choice 2006

EO

Full Details
Full Details
Full Details
Eull Details

@ 1999-2004 Amlib - MetOpacs (vers 5.1) from Infovision Technology

e Click on the hyperlink for Main Entry to show the holdings held in the Library. Full Details will

display the Catalogue entry of the Master

o Click the Issue hyperlink to see the Catalogue details of the Issues

Issues List

6 issues found for Ghoice 2006
1 January/February 2006
2 March 2006
3 April 2006
4 May 2006

5 June 2006

6 July 2006

Issue Details:

Issue Date:

Issue Details:

Izsue Date:

Issue Details:

Izzue Date:

Issue Details:

Issue Date:

Issue Details:

Issue Date:

Issue Details:

Izsue Date:

Copies: 1
1 Jan 2006

Copies: 1
1 Mar 2006

Copies: 1
1 Apr 2006

Copies: 1
1 May 2006

Copies: 1
1 Jun 2006

Copies: 1
1 3ul 2006
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e Clicking on the Issues hyperlink will display the library’s Catalogue for the Issue

=

Call Number CHOD
Title The choice.
Subject Heading Consumer Education - Periodicals.

=

e C(Clicking on the hyperlink “Copies” will display the Item listing of the copies, showing Loan
Status of the items etc

Item List

1 items found for March 2006 SortBy: [Tile  [v] @
1. Choice 2006 : March 2006 / Item Type: P PL
Shelf Location: PL Status: Mot For Loan
Mumber of Reserves: 0 Lib. Location: Library

Floor Location:

@ 1999-2004 Amlib - Net2pacs (vers 5.1) from Infovision Technology

e C(Click on the Title to see the Catalogue entry for the Item
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To search for magazines on a particular subject — go to the Subject search page and perform a
subject search, then limit the results using the Item Type drop-down (where available) and limit to
Magazines

Subject Keyword Search

Type all or part of one or more words in the subject you are interested in

Examples Garden Ornaments and Furniture
Ornarments and Furniture
Garden Furniture

|Consumer Education |

Limit search by:

ltem Type: eg book, cd-ram andfor  Branch:

Any v LAl ]
Press the arrow in either of the above hoxes for further choices

To start the search press

@ 1993-2004 Amlib - MetTpacs (vers 4,2] from Infovision Technology

e The Main Periodical Catalogue could have the Subdivision on the Subject heading to define it
more accurately and prevent resulting item lists from being “clogged” with Periodical Titles
when doing general Subject Searching.

Subject List

8 subjects found for CONSUMER. EDUCATION

Consumer Education. (30 entries)

Consumer Education - Australia. (5 entries)
Consumer Education - Australia - Video.

Consumer Education - Computer Network Resources.
Consumer Education - Great Britain.

Consumer Education - Periodicals. (3 entries)
Consumer Education - United States. (2 entries)
Consumer Education - United States - Yideo.

00 o= o B e =
oOoooooon

@ 1999-2004 Amlib - NetOpacs (vers 4.2) from Infowision Technaolagy
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Appendix 3: Periodicals Linking to the Orders Module

When creating a new Subscription line in the Periodicals module, it is possible to link that
Subscription to an Order.

1. Create an Order Header and Order Line — entering the Subscription cost details (if you have
an Order Type for Subscriptions set up, then you may like to enter this in the Order Header

Type field)
-
ﬁ‘ Order Header - STAFF at Eastville D
Main  Application  Orders  Transactions XReferences
FiClear | F2insert | F3Update | F4Delete F5 Query | F6 Table | | | | |
Order Mo: | BT [ AMREF1 ) Order Group: Lib Graup: |LIB -

Summary: |Time Australia Magazine Subscription

Received: 0

Supplier: | NEWY | Oshorne Park Newsagency { AMREF2 ) Invoiced: |0
Supplier's Reference | [ EXTREF1 ) Crdered: 0
Forex Code: | AUS Forex Rate: | 1.000 Forex Date: | 01/01/1896  Forex Amount: ALIE1TT.00
Date Placed: | 27/08/2009 Date Expected: | 03/09/2009 Date Printed: Local Amount: ALIE17T.00
Type: | SUBS Condition: | APPRO Date to Claim: Status: ORDERED
Motes:
STAFF
27/08/2009 911 &M
ttem | Ln Lire 1 Lire 2 Line 6 cy | Gy | Gy | Order Line Cost tem | fem Account Alloc.
Detailz Dretailz Detailz | Ord |Recd | Invd | Process {Inc Tax) Form | Stats
M Time Magazine Subscri R o augiTTOD; MaG S8
You can then add the Order details to a Subscription line.
New Subscriptions
1. Inthe Periodical Subscriptions - New screen, type in the following:
a. Order No: —for example: 677
b. Line No: —for example: 1
Subscriptions - Mew

S upane Erm G G R

All Subscriptions for Time Australia Madazine
Library Supplier Renewal Start End Issues Copies Subs i
Group Code Date Date Date per Subs | perlssue Cost per |
LIBRARY (DM 2TI0401 999 £ 270401998 : 28/04/1 9589 13 1 F59.40
LIBRARY (DM 17H2M 998 (161 21997 +17M1 21988 13 1 F59.40
<]||||| [)]
Order Mo: | 77 Line Ma: |9 Lib Group: |LIBRARY A
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2. You can also look up the existing Order information:

a. Click on the F7 Order button — the Select screen will open

Select
F1 Clear F5 Query Fa Select
Order Mo | 677 Order Line Mo
Title |
Order Order Title Oty Cost ~
Mumber Line Ordered
{1 iTime Magazine Subscription R T

b. Inthe Title field enter the Description/Line 1 Details for any existing Line No and click
the F5 Query button

c. Alist of matches will then appear in the table at the bottom of the screen

d. Highlight the desired Order Number/Order Line and click the F9 Select button

e. The Order No and Line No details will automatically be inserted on the Subscriptions
—New screen

3. Click the F3 Update button when complete

Existing Subscriptions

1. Inthe Periodical Issues and Subscriptions screen, highlight an existing Subscription line and
click the F2 Modify button — the Subscriptions - Modify screen will display

2. Type in the following:
a. Order No: —for example: 677
b. Line No:—for example: 1
3. You can also look up the existing Order information:

a. Click on the F7 Order button — the Select screen will open

b. Inthe Title field enter the Description/Line 1 Details for any existing Line No and click
the F5 Query button

c. Alist of matches will then appear in the table at the bottom of the screen
d. Highlight the desired Order Number/Order Line and click the F9 Select button

e. The Order No and Line No details will automatically be inserted on the Subscriptions
— Modify screen

4. Click the F3 Update button when complete
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