Library Management System

Amlib
ltem Processing
Manual

Last Updated: 25 February 2013




Amlib Item Processing Training

© 2013 OCLC (UK) Ltd

ALL RIGHTS RESERVED. Permission is granted to electronically copy and to print in hard copy
portions of this document for training purposes by licensed users of the Amlib Library
Management System. Any other uses — including reproduction for purposes other than those
noted above, modification, distribution, republication, transmission, re-transmission, modification,
or public showing — without the prior written permission of OCLC (UK) Ltd — is strictly prohibited.

Support: Sales:

Australia: 1300 260 795 (Local call cost in Australia) Australia: 1300 260 795 (Local call cost in Australia)
Email: Fax: +61 (0) 3 9929 0801
support-amlib@oclc.org Email: sales-amlib@oclc.org

Amlib Help Desk (TOPDesk):
https://servicedesk.oclc.org/tas/public/

OCLC Amlib Document Portal:
https://www.oclc.org/support/services/amlib.en.html

www.oclc.org/en-AU/

Last Updated: 25 February 2013
Page 2


mailto:support-amlib@oclc.org
https://servicedesk.oclc.org/tas/public/
https://www.oclc.org/support/services/amlib.en.html
mailto:sales-amlib@oclc.org

Amlib Item Processing Training

OVERVIEW ...cuiiiiiieiiiiinniiiienniiiieesiiissssieissssosissssisissssossssssestsnsssstsssssssssssssssnssssssnssssssnsssssanssssssnssssssnssssssssssssnnssssanne 6
L0 =Y o 21 = = SR 8
THE STOCKITEM WINDOW ....ccuiiiieiiiiinniiiieeiiimnsosisnsiosisnsosisnssostsnsesssnssessssssessssssssssssssssassssssnssssssnsssssanssssssnnnss 9
STOCKITEM IMENUS ...ccuiiiiiiiiiiiuiiiiieiiiiieiiiiesisimmesisimssssimssssstsssssstmssssstsssssstessssstsssssstsnsssstssssssssnssssssnsssssanssssss 13
APPLICATON IMIENU ..itiiiiitieieiiiie e e eie e ettt e ettt e e e ttee e ettt e e e sateesaan e estanaeaannsasataneasnnnsessnnsasssnnasssnnesssnnsessnneeessnneessnnneees
Stockitem Forms
) e Tel K1e=Ta W O =T o T RSP OUPPPPPPO 13
Stockitem Stats
SEOCKCAIISEES ...ttt ettt ettt e st b e e b e st e s be e s it e e saeeeabeesateebeeea b e e bae e st e e naeeenbeesateenheesabeennaeebaenareenne
STOCKEXTEINAILIDS ....eeee ittt ettt e et e e e s it e e s abe e e s bt e e e ateeesabbeeesabeeeeabeeeesbeeesneeeennbaeeens 13
] ool S Mo T= 1o T I/ o T=T SPUPPRUPPPPPR 13
1] e Yol e Yol = o T | OO OO PP PPOUPTOPPRRPPPRRPPRIO: 13
] ool W Tt 4 o] o L3P UP PSPPI 13
Stockitem AutoLink - See separate section under MaintENANCE ........ccccuiiiiiiiiieiiee et sbee e e saae e 13
] Kool YA e o PP OUPPPPPO 13
SEOCKLOANTYPES wneteenteeriteeite et st st st et e st ettt et e sa et st e s bt e beesateesas e e abeesab e e beeea st e beesabeeenseemseesaneeaneesaneenneesnneennnenane 13
SEOCKTAKES ..ttt ettt ettt et sttt sttt e st et e et eseee e bt esate e beesateesaeeeaseesateenbeesaseesaeeateenaseenseesnteesaeesabeenneeenseenaseenne 13
SEOCKWANACNANEGE ... ettt e s et st e s ae e et esab e e b e e sab e e beesabeesaseeabeesabeeabeesabeennnesnneenarenane 14
WMV REIE ettt ettt st e ettt e sttt e e e bt e e e h bt e e s bt e e e e taeeeaabeee e hbe e e e beee e tteee e bbee e e baeeeanbeeeehbeeeataeeenntaeeans 14
ITEIMI IVIENU Leittiieeeeeeeettiiee e e e e e e ettt eeeeeeeeetataa e eeeeaeessaaanaaeeasssannnnsaeessssssnnnnseeesssssannsesesssssssnnnsesessssssnnnneeessssssnnnaneeensnes 14
RESEIVE IEBIM .. ettt e e e e sttt e e e s st bt ee e s e s ab bt e eeeesassabbbaeeeeessassbeaeeeesasassnaaaeeessannnrseaeessnsansnnes 14
FANY LT - = L 0 1] 1 =T o o PSSO PRORRROON 15
(O L O ) -] Lo = (U PP USSP PSPPI 15
CUITENT BOOKINES ..eevveeiteettesite ettt sttt ettt et e st e bt e st e e sae e e bt e sab e e beesas e e beeeaseeeseeeabeesaneeabeesaseeneesaseenanesaneennnes 16
CUITENT RESEIVES ..ttt ettt e e s et e e e s e s e e et e e e s e bbbt e e e e e s s snbaeteeeseaambnbeeeeeessansrraeeeessannns 16
(DL o g=ToI T L= L (=] o OO PROPPROT 16
HISTOTY ettt ettt et s bttt e e et e e st e st e e e a e e e b et s bt e s e ba e e e sara s 17
(IR =T ] T [ VA M Y- T2 ] O SRR PR PR 18
JEEMCIEAEDETAUILS ..vviiiiiiie ettt e st e e et e e e s bb e e s eabt e e e b teeesabbeesaabaeeanbbeeeasbaeesanbeeeentaeenntaeas 19
(1Y L=T 4T E TP UPPPPPTRPIR 20
SEIECT All GrOUPS ... e eutieeiieestie et e sttt ett e st e st e steesaeeeteesseeesseesase e seeenteesaseenseesseeenseeanseeseesnseansseenseessteeseesnseenseeensnesnseanne 21
SEIECT QUUETY GIOUP(S) eerurrerrreareerireeiteesteesteeeiseesseesseessseesseesseesseeesseassseasesssseesssansesssesssssessseensessssesssssssessssssssesssennns 21
SEIECT IMY GIrOUP c.eeveeneieeiieeitie et e stte et e et e et e s teesueeeteeseeeeaseesase e seeenseesaeeenseesseeenseeanseeseeenteensseenseesseesnseesnseenseeensnesnseanne 21
New Item ............
RefreshFromCat
0] (=] Y e 0o 1@ 1 0] o1 s TSRS 22
RESEIVEAIIOCALE ...ttt ettt st e s a et e bt e shte e bt e sab e e bt e s st e e bt e eab e e sabe s st e e suteenbeesabeenabeeabeennneenbeens 22
SAVEA WHEIE SEAICNES ....eoueiiiiieiiieeie ettt sttt et st e sat e et esab e e bt e ea bt e bee s et e e saseenbeesabesbeesaseeseeenbeenarenane 23
QUEIYSEELINGS c.oeeeeeeeeeeeeeeeeeeeeeee ettt ettt ettt et et et e e et et e et e e e e e e e et e e e e e e e e e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeaeaaaaaaaaaeaaaas 23
Continue Query ......... . ettt reeeeeeeee e e e e e e e e e e e e aeaaaaaaaaaaeaaaaaaaaaaaaaaaaaaaaaaeaanaaaaaaaanaans revrrrreeeeennnen 23
[ CETT o T LU= YAV T T UUR U SPUPN 24
KEYWOId SEAICH PAramELerS......cc.uviiiiiieeeiiiie ettt e ettt e ettt e e ettt e e e tte e e e tbeeeetaeeeeabeeaesteeeassseeeaasaseansasseassaeesanseeesnsaeaeanseeas 24
INOSOIT QUETY . eetiteee ettt e e e ettt et e e e se bttt e e e s e saabbteeeeesassbaaaaeesassssbeeeeeesasssssaaaeesessassseaeaeesansnssnaaeeeessasnssaaeessnnasnnes 24
(=T - [ A O LU= o TR
NS AT 1ol ] 7O O OO OO P OO P PO PPOTPPTOPPOOPPPRRPPRIOS
Set the Search Size
CREATING AN ITEM AFTER MANUAL CATALOGUING......cccctiiimmnniiimnniiinnssiiiessisiessssmensssisssssissssssssnssssssnsssnss 26
WWORK SHEET IMIETHOD ...eeeiitutieieseeeeetttteeeeeeesetanaaseseseaasnnasseeeeeasssnassseeerseasnnsssseeeesnsssnnsssesessssssnnseseesessnnnnneesesennsnnnnn
Adding Stockitems
IMUIEIDIE COPICS......veeeeeeeeeeee ettt e et e e et e e st e e st e e e s asteaeanseaesasssaaaaasssaennsesesssssaassnssenenns
IMPORTING NEW ITEIVIS .....cuiiiiiiiiiiieiiiiieeiiiessiiiisssiiimssssisssssisssssissssstssssistsssssstsssssstsssssssssssssssssssssssssssssnnsns 34
IMPORT IMARC CATALOGUE DATA ...t eeeeetttiee e e e e ettt ie e e e e e e eetaa e s e e e e e eataaa e seeeeaeasanaaseesessnnnnneeeesnnsnnnnsseeernnssnnnneeeeennes 34

Last Updated: 25 February 2013
Page 3



Amlib Item Processing Training

STOCKITEM FORM AND STATS CAT DEFINITIONS ......ccuctiuiieeertertenerensrnnereencensessnsessssssnsesssssensessssssnsesassssnsssnnne 35
FOIN COURS oottt e e e ettt e e e e e ettt e e e e e s st aeseesessaasbebaaeeeessasssseeseeenssasssseeaseenssses 35

R (o LR O =2 PPt 36
ACCESSING THE DATA FOR THE DOWNLOAD . ...ceteeiieittteeieeeeeeiittareeeeeeeiessaseeeseeesesssseessesssessssrssssesssessssrssseeseeemssssssseeses 37
BIBLIOGRAPHIC DATA ..vvvvtiieeieieittt ettt e e eeeeitt ittt e e e e e seeaateeeeeeesesabbeeeeeeesesaaba s et eeesesaabaeeeeeesesasbaaseeessessnnbaseseeseessnrarreeeeas 37
REVIEWING RECORDS TO BE IMPORTED (OPTIONAL) .. .uvtteeietteeeeitteeesiteeeesteeeeasesesesssseseasssseesasssssesssssssssssssesssssssessssesenns 39

[ 1 L B 40
CATALOGUE UPDATE OPTIONS ...ceietuuvrteeteeeieiisreeeeeeeeesisresesesesesissesesesssesssstssssesessimssassssseseiomssssssesesssessssssssesssensnrens 41
FO IMIARC LOG ..ottt ettt e e e e et e e e e e e e e e e e e e s e e e e e e e e e e e e e e e s e e e s e e e seseaesesasesesesasaaaaasasasasasasasasasesaseeasesesasasnanns 43
CHECKING INEW STOCKITEMS ..e.eeeietrvreeeeeeeieiiurreeeeeeesesisresesesesesisssesssesssessssssssessessinssssssssessiemssssssssesssessssssssesssensnnens 43
ADD A NEW ITEM WITHOUT A CATALOGUE ......cccceteuiieenerenieeencreneennerenscensesesscrsssssssesassssnsesssssssssssnsssassssnsssannns 45
ADD EXTRA COPIES FOR THE SAME CATALOGUE RECORD......cccuuvieiiiiieeeenerieerrreennennsseesseeessnnsssssssesssnnssssssseens 47
CREATING & MAINTAINING STOCK PROGCESSES......cccceetteiituereneennerenieenncreencenscssnscssssssnsessssssnsessssssnssssnsesnnsssnne 48
MOVEMENT OF TAGS TO DISPLAY A SUBJECT IN STOCKITEM....cciteeeeeureeerrieeemennreesreeesnnnsssseesseessnsssssssssessnnanes 50
SEARCHING WITHIN STOCKITEM .....cceuuuieeiiireennnnneeeeeeeenenssseeessesssnnssssssssessenssssssssssssssnsssssssssssssnnsssssssssssnnnnnssnsns 52
(000] 011 | OSSR 53
CATALOGUE. ..ot eeutveeeeetteeeeeteeeeeetreeeeetaeeeeeeaaeeeeasseeeeeaseeeasaaeeeasseeeeeasaeeeasseeeeasseeeaassseeeansseeeeassseeeassaeeeensreseennteeeennneeas 53
WHERE SEARCHING.......cccuuuiiiiiiiitreeneiieetteeneesssseesseeessssssssssssesssnsssssssssesssssssssssssssssssssssssssssssnnsssssssssessnnnnssssssssans 55
SPCCIAI BULEON ...ttt et et s et e s e e at e st e sat e e s ateenateesaseenaseesneesneenas 57
SAVING G WHREIE SEAICH ..ot e et e et e e ettt e e et e e e et e e e e tseaeeessss e e asasasatsesesssssasesssenans 59
QUEIY EO Fl@ ettt ettt ettt ettt e at e e at e sat e ettt e e ateeat e e steenateeeateenarees 60
CREATING SPINE LABEL REPORTS ....cceuutiiiiiittnmeeesiieerreeenessssssesseessssnssssssssssssssssssssssssssnssssssssssssssnnssssssssssnnnnsssnnns 62
LOAA thE TOMPIGLE.......eoeeeieeeeeee ettt ettt et e et et e ettt e ateesat e e nsteeaneenseeenasees 62

(O =Lo L (=R (L= 2 1=T o] OSSPSR 63
WGANG INTO FilE ...ttt ettt e ettt e e e e e st a e e e e e st aaaseeessssssaaeseesssssssasaseessnnes 65

RUN the SPINe LADEI REPOIL ......oooveeeeeieeeeee ettt e ettt e e e ettt e e e e e ettt e s eaaaeeasstsasaaaseeasssssssesaaeessssaes 66
(02T 1o I 1 T3 = 1 =2 SRS 68
IVIASS IMIEMMO ITEIMIS ... iiiiiieeeeeieetieeeeeeeessseseeesssnssssssssesssnssssssssssesssnsssssssssesssnnsssssssssessnnnssssssssssssnnssssssssssnnnnnes 69
CREATE THE IMEMO TYPE ..vvveieeeeeietitteeeeeeeeeiusreeeeeeeeesasteseseeeeesanssasseaeeeesastsaseeeseesaastasaeeseeesaasssssesseessasssseeseeessnnnnrees 69
VVAND INTO FILE 11ttttttttttetesurusesssnsssesssesesssesesssssssesssesssssssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnnne 71
IMIASS IMIEMIO THE ITEMS .ieieieieieeese s e sesesesesesese s e s e sesese s e s e se s e s s sese s s seseaeeesesesesesesssesesesasasesasssesesssesssnsesssssssesssnsnsnsnsnsesens 71
IMIASS MEMO DELETION 1vvveeeeeeietrsrereeeeeiesssseeseeeesassssssseesesasanssasssesssesssssssssesssesssssssssesssesssssssssssssesnssssssseseeesnsssssesees 73
MASS DELETION OF STOCKITEMS/SAVING TO FILE......ceeeveereieeeeeeeeeeeeeeeeeeeeeeeeeseseeesseseseesssseesssesseessssssssssssssssnnes 75
R (o Tol (1 (=T I L U UUPR 75
STOCKITEM FIELD LABELS.........ciitttttreeeieeieteeereeessieeeeeesmsssssssssseesssassssssssssssnssssssssssssssnssssssssssassnnsssssssssssnnnnnssnnns 77
CUSTOMISING THE STOCKITEM TABLE ......ccetteeeeeieerieeeeennneeeereeenmasssseeseeessssssssssessesssnssssssssssssssnsssssssssssnnnnnssnnns 79
STOCKITEM SEARCH DEFAULTS ..vtvtttututusereresesesesssssssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssmnne 80
STOCK CALL SETS ..ccuuuiiiiiieeeeenneeeeeeeeeeenssseessesssnnsssssssssesssssssssssssssssnsssssssssssssnssssssssssssssnsssssssssssssnnnsssssesssannnnnssnnns 82
CREATING MASTER/SUBSIDIARY ITEMS (KIT LOANS) ....uuuueeetrereeesrrrneeeeeseesssssnnseeeesessssssssnsessssssssssssnssssssssssssnne 84
CREATING A IMASTER RECORD.......uutuvteeeeeeeieiutreeeeeeeeesisreseeeeeeesassasseeeesesssstsaseesesesasstssssesesesesssssseesesssesssssssseesesnnsnrens 84
CIRCULATING LINKED ITEMS. i iiiiiiiiiiiiiiiieeiieceeee ettt ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaaeaaeeeeaseeasasaeasasaseeanans 86
RETURNING MASTER-SUBSIDIARY ITEMS ... .uvvreereeeeieiirrreeeeeeeeesisreeeeesesenissresesesssemsssssssesesemassssssessssessssssssssssesssnsssssesees 88
RV 01T gV o] g Y =2 4 [ T KPP SPPPPPRPPPRPPPRE 93

Last Updated: 25 February 2013



Amlib Item Processing Training

ALTERNATE IMIETHOD ..cteeteeeiiitttteee e e e e ieiettteeeaese et be bt e eeeaeaanbee e e eeeaesaaseeeeeeeeesaansa b e eeeeaeaaaansbbeeeeeeseannbbeeeaeesesansrnaeeeens 93
DELINKING ITEMS ettt eitteeseiteeesitteeesuteeeseuteeesnseeesnbeeesaaseeeesaneeeeeanbeeesansaeeesaseeeeaanbeeesansneeesanaeeeanbeeesannneeesanreeennn 94
SETTING UP FLOATING COLLECTIONS......cccevummemmmmmmmmmmmmmmmmmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnss 94
STOCKWAND CHANGE ......ccoovviiiiiiiieeeieeeeeeeeeeeeeeeeeeesssessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 97
Stockwand Change — setting Values t0 Change ......coo ittt e e seae e 97

(U TaT e TR o T Lol F= 1 I = 10 o o PP RRPR 98
EXECULING 1@ CRANEES ... ittt ettt e e e bt e e s bt e s et e e e e bte e e sabbeeseabeeeenbbeeeasseeesnbaeeestaeesnsaeas 98

SAVING @ STOCKWANACNANEE ...ttt et et e e sttt e e s bt e e e s abb e e s abeeesbbeeesabeeesaabeeesnseeeennsaeas 100

Reusing a StockWandChange Set Of PArameEters ........ccccuviiiiiiiiiiiiiieciiie ettt e e e e evae e s satae e s abeeeeabaeessbeaeenens 100

IMASS ITEM CHANGE ......coiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinssissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 100
CREATE A SAVED FILE OF ITEMS TO BE CHANGED ....uvtteiuiteeesitteeesuteeesanteeesuseeeesureeessseeessnneesssssesessnsseessanseessnsenessnnne 100
IMIASS CHANGE THE SAVED FILE ....utttttiiiiieiitteeee e e e sttt e e e e e e sttt e e e e e e s e iae bt e e e eeesesunbaeeeeaeeesaanbabeeaeeeesanbnbaeeeesesannnnneen 102
STOCKITEM AUTOLINK ..ccovvvrerreieeereeieeeeeeeeeeeemeeeseeeeeseessessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 105
REPORTS FOR STOCKITEM ...cciitiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieiiiiiimieimiimiieiieseessssessessesssssssssssssssssssssens 109
PRINT USING A REPORT ...c.uuttteeeitteesitteeeritteeseitteesausteessubeeesssteeesausteessabaeeeaanseeesnsaeeesabeeesansteeesanbbeeeaabaeesansaeesanneeas 109
SAVING A REPORT TO FILE ..ttt euvteeeeuuteeesauuseeesuseesessseeesassesssssssesssssesesasssssssssssesssnsssssssssesessssssssnsssesssssesessssneessssseesnns 110
TABLE. ettt ettt e ettt e ettt e ettt e e e ub e e e ettt e e s abb e e e e au b et e e e bttt e e aba e e e aaheee e e abe e e e e anee e e s hbeeeen b et e e ebbee e s bbeeeeaabeeeeenbeeesareeas 110
HOW TO FIND THE VALUE OF THE COLLECTION.......ccoottitmmmmnsiiniinmmmmnsssssssinmnssssssssssssmssssssssssssssssssssssssssssssssnes 111
REPORTS THAT GO TO EXCEL .uueteieiiieeeeiite ettt ettt ettt e ettt e e ettt e st e e sttt e s snbe e e snbteeesasbeeeennaeesnnneeas 114
L 23T PR 118
STOCKITEM REPORTS. ¢ttt eeuttteeetteee ettt e sutteeesubeeeseusteeesabbteesaubbeesasbeeesnsteessabeeesansbeeesanstaesaabaeeeenbeeesansaeeessseaenns 118
AAUDIT REPORTS .eeteuuttteeautteseeueeeessureeeesssseeessssaesesssseessnssesssnsssessssseesansssessnssessssssessssssenesssssesssnsssesssssseessnssseessssnees 118
SYSEOIM SEELINGS .ceeeeeeeeeeee ettt e e ettt e e e e e ettt e e e e e st e e e e e s st e e e e e sanannneeeas 118
Creating Q StOCKItEmM AUt REPOI .........cccuveeeeeeiieeeceee et e ettt este e e ttteeestta e s ssteessssstaessstaessssseassasseeeas 119
ITEMS NEVER BORROWED (DUSTY ITEMS) 1..uvteeeeiiieeieitieeeiitteeeeitteeeseasseeesataeeeessesesnssaaeessssessassssesasssssesssessanssssssnnssns 121
CLEATE REPOIT ..ottt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eaeeeaeaeeaaeaaaeaaaeaeaeaeaeaaaaaaeeaaaaaaaeaeaens 121
Where Search and Order BY PATGMELEIS.........ccc..uuuueeieeeeeeiiieiieeeeeecicieeeaa e eessetssstaaaeessssssseaaaeessssssssesaaeanas 122

VIEW REPOIT ...ttt ettt ettt e e e e sttt e e e e e s st e e e e s s ssastat e e e e s sasaasstbaaassesanssssteaaassssssasssenes 123
APPENDIX 11 SAVED FILES .....ceiieitieeeeittt ettt ettt ettt sttt s et e e ettt e st e e sttt e e e abaeeseasbaeesabbeeesnabeeesensbaeesnnaeas 124
CrEALE O SAVEA Fil@ ...ttt ettt ettt et ettt e st e st s esteebeseseeenes 125
Create (0r Save to) a SAVEd File frOm Q LiSt............cccueeeeeieieeeeieeeeeiee e et e et e st a e e ssaaeeetaaaeesssaeesasenann 127
RYo L =R I Lo 1 L= (=T ISR 130
VIEW QN EXISEING SAVEA File ..........vveveeeeeeeeeee ettt ettt e e e e ettt e e e e e e e et e e e e e e sssasbasaaeeeessssssnees 131

Last Updated: 25 February 2013
Page 5



Amlib Item Processing Training

OVERVIEW

Item Processing includes creating items when Cataloguing records are entered into the database —
either manually or through an Authority import (Marc TakeUp). It also includes maintaining and
deleting the items.

Amlib uses the Stockitem Module for the item collection. Each item of stock is displayed separately
on the Stockitem screen, displaying the details for each item.

Generally libraries outline their own Workflow depending on the staff allocated to the tasks and
procedures important to each specific site. It is suggested that these steps are outlined within a
Procedure Manual — useful for new staff or for job rotation.

When processing each new item, it is worthwhile considering the prime purpose behind the time and
effort required to process the item. For example, is it being entered onto the system primarily for
circulation or a reference item? This will determine the depth of processing.

A sound knowledge of how the Stockitem Window is configured and how to Search correctly will
enhance decisions.

Questions to consider include:

e How will the item be circulated?

e How will it be found?

e Where is it located? Consider the Permanent Location

e Does it need further identification for the Location — including a Floor Location or special Call
Number

e Hasit a Catalogue entry? Most items need this for keyword searching.

e Is there anything special about the item that needs recording in the notes or Subjects?

e Should a Memo be added?

e Does management need statistics on its use? Generally the Form and Stats code are used for
collating counts on the collection’s usage

e Will it be available for search on the Netopacs?

Once the items are part of the collection, certain changes and maintenance are required from time
to time:

e Adding extra items to an existing Catalogue record

e Changing items — including Stock Wand Change and Mass Change

e Deleting items

e Adding Memos — individually or en masse

e Transferring items to another location

e Stocktake

How the Stockitem is set up can vary according to the parameters and defaults set in:

e Supervisor
e Stockitem Application Menus
e  Stats definitions

Some items require special processing:
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e Special Loan Value — Loan Types
e  Master/Subsidiary Items

e [EBooks

e AV and Equipment items

e Interlibrary Loans

Searches and Reports will also be covered including:

e Reporting directly from the Stockitem Screen for a simple Bibliography
e Pasting a Stockitem Table into Excel

e  Where Searches

e Stock Keyword (Ctrl K)

e |nventory items

e Spine label printing

e Value of the Collection

Reports and Processing can be assisted by using:

e Stockitem Files
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Stockitem Screen

Item No: Usually the Barcode..

Vol: Usually used for Volume No or could automatically
display data from a Marc Tag/Subfield

Form: Physical description of the Stockitem. Typical Forms
codes could be CD. BK. VID.

Catalogue information: Originates from the Catalogue
data. Line displays set in Stockitem Form — F9 Display.

Stockits STAFF at Chelsea Library

Applcation  [tem  XReferences File

| Xzmnsert| Fsupdate| Fapelete F6 Table

r F5 Query
AN AY

FT << Fé <

Ed: Edition information. Can automatically display data
from a Marc Tag/Subfield — for example, Tag 250a or Tag
260c

=)

F | Fox/|
A

Stats Code: Used mainly in the statistics gathering process
but may also be used as enquiry points

Description: Free text. Label can be changed

Cat Ref No 14040

Query Via
T ltem

Previous Queri

VA
& Keyword/ [ Any

E1 |

Author
Publisher
Series/ISBN
Subject

Frenchs Fori N.S.W. : Reed, 1986.
978-0-7301-0141-3
Fishing - Australia.

Call Set: If used enable Call numbers to be categorised
based on Dewey Nos

=
1986. /

Convert Val: Usually ref for conversion data. Label can be

Call Number| 799.10994 STA | Sts Co

de] ANF

| Form {BK

v

[call Set] changed

escription

Copy No / Convert |CATZSTOCK

Location: Permanent/Temporary Locations for Stockitems — P;[m [CHELSEA

Temp |CHELSEA

Floor ‘

Origin/Source

Process |

Origin/Source: Usually Supplier or Source of funding

Received and Accessioned Dates: Format is

hoy Il‘\?‘?" Y__Loan Type Opac? |T Alenm
Received |25/01/1996 /ﬂﬂ Accessioned |25/01/1996

\ Current Cost \|3U.UU

DD/MM/YYYY - for example: 07/10/2012. < = > symbols

Current Cost: Do not enter $ symbol

can be used for queries — for example: item before a

Group |LIBRARY
ILL Library: ILL Ren:

certain date

Process Information Date,

ILL Due: ITM TYPE: N MEMOS: 0
Seq Set ?Size . . . .
Tolem U fue ot U =0 > 3z 3 ~ | Floor Location: Names of floor locations in your Library —
Last Modified 17§02/2005 11:44:21 AM by TREVQR Issues 3

Optional but can appear in the Opac under the Permanent

For Loan: (Y/N) Default is Y.

Loan Type: Parameters set according to type e.g. Overnight only
Opac?: Show this item in Opac (Y/N)

Alert: Message generated in circulation regarding the item (Y/N)

Library Group: Associated with Login Location — determines privileges within Group
security if used by your Site e.g. if Multi Campus School. Able to apply security to View,
Update, Insert, Delete, Batch, Attach, Hold, Loan, Check-in and/or Transfer

Circulation details: If on loan, current borrower, No. of reserves, order

\

Location description.

Search Size (for example: 200) and Table Information —for
example: Sequence No 6 in Set of 41

Process: Special process associated with the item — for example: MISSING,
DAMAGED. Linked to Opac? And Alert fields —for example: Alert =Y but Opac =
N. A Date displayed once a process has been included. This is useful for
Reporting purposes — for example: Report Missing items entered as Missing 2
years ago

Last Updated: 25 February 2013
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THE STOCKITEM WINDOW

1. Launch the Amlib client
2. Go to Main > Stockltems
3. This Window has many fields which are explained below:

Item No: Usually the Barcode. Able to enter a system generated barcode which begin with STOCK.

Validation checks are made, which relate to the Supervisor>Library Menu > Check Digits table. New

validations can be set.

Cat Ref: Displays the Catalogue Reference Number

Query via: Sets the Search options — see more information in separate section

e Use the Query Via options to determine the type of search to be performed

OPTION DESCRIPTION

Item Browse (phrase) search for data displayed within the Stockitem module

Cat Browse (phrase) search for data displayed within the Catalogue module

Keyword | Keyword search one of the six bibliographic lines within the Stockitem screen (Title,
Author, Subject, Publisher, Series or Call No) — for example: typing a keyword into
the Subject line will perform a keyword search on just the Subject fields

Any Keyword search any of the six bibliographic lines within the Stockitem screen (Title,
Author, Subject, Publisher, Series or Call No) — for example: even if the keyword is
typed into the Title line, all six fields (Title, Author, Subject, etc) will be searched

Previous | The last 5 searches are kept in case they need to be re-performed. Use the -1 to -5

Queries buttons to select a previous search

Lines 1 -6 —display a Summary of Bibliographic data from the Catalogue record. Line displays set in

Stockitem > Form > Display. The labels and tags to display can be customised. See separate section

on how this is set up.

Usually set as:

Line 1: TITLE

Line 4: SERIES

Line 2: AUTHOR Line 5: SUBJECT
Line 3: PUBLISHER Line 6: CALL NO

Last Updated: 25 February 2013
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@™ Stockitem - STAFF at Chelsea Library =N R ="
Main Application Itern XReferences File
F1 Clear | | F5 Query | | |
Query Via
ttem N | - “ Item  Cat @ Keyword [ Any
em No at Ref No
Previous Queries j J J J J
Title
Author

—1 Bibliographic Information (from Catalogue record)
Publisher — |

Series/ISBN

Subject| sport

Call Number

Description

Copy No [ Convert |
Location
Perm Temp | Floor | Origin/Source

For IE‘::]I-;. r Loan Type Opac? |_ Alert |_ Process | |
Received |01/0172011 ﬂﬂ Accessioned Current Cost ’7

Group |
ILL Library: ILL Ren: ILL Due: ITEM TYPE: MEMOS: 0
On Loan Due Oon Order Res Seq Set 7Size
0 0 200
Last Modified by Issues 0
Title | HUM

If changes are made within the Catalogue these lines can automatically be updated. This depends on
the Supervisor>Installation>Stockitem setting for the Location. For example update all lines except
Line 6 (Call No)

Vol: Can display Volume — for example of an Encyclopedia set or can show the Series No. Free text
up to 8 characters in length. The Vol Field can be set up so that Marc tag is inserted automatically —
for example: 490v. This is set up in Stockitem > Form > Display. Note — if this it set all new items will
be applied if applicable. However a Stockitem Autolink would need to be used to update existing
items. See separate section on Autolink

Ed: Free text. Allows up to 8 characters in length. Can be set up so that Marc tag is inserted — for
example: Tag 250a to show the Edition or Tag 260c to show the publishing year

Sts Code: The code may be alphabetic (up to 6 characters) with description (up to 50 characters).
Usually used to verify the Collection and can be used as a Query point, and for Collection Counts,
Statistic Reports, Stocktakes and other reports. The Loan parameters can be set based on the Stats
code if required. New codes and changes can be made from Stockitem >Application > Stockitem Stats

Form: Usually a physical description (Format) or General Material Designation (GMD) of the
Stockitem — for example: Book, Periodical, Video, Map, Online, etc. Is usually the category used to set
Loan parameters . Plays a vital role within Circulation and may also be used in Statistics. New codes
and changes can be made from Stockitem >Application > StockitemForms

Call Set: If used it enables Call numbers to be categorised into groups based on the Numbers used for
Line 6 - for example 520 Astronomy etc. Allow you to search or print reports by the Call number set
— for example value of the Science collection for this year. New codes and changes can be made from
Stockitem >Application > StockCallSets. See separate section

Last Updated: 25 February 2013
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Description: Free-text fields: Often used to indicate copy number — label can be customised in
Supervisor > Installation > Stockitem. Does not access Codes

Convert Val: Free-text fields: Often used to note old values from a conversion which can then be
later cleared — label can be customised in Supervisor > Installation > Stockitem. Does not access
Codes

Location Perm: Branch, Library, Campus or Department Name. Codes supplied from Locations set up
in Main>Supervisor>Locations

Location Temp: Branch, Library, Campus or Department Name — changes to Return Location. Codes
supplied from Locations set up in Main>Supervisor>Locations

Floor Location: Names of specific areas that may contain separate collections within the main
location — for example: DISPLAY, AV COLLECTION, STACK, CLOSED RESERVE etc. Optional. Codes set
up in Main>Stockitem>Application>StockLocFloor

Origin/Source: Usually used to indicate Supplier or Source of funding. Codes set up in
Main>Stockitem>Application>Stockitem Origins

For Loan: Displays if the item is generally allowed as a Loan. Usually set according to Form or Stats
Code (Allow Loan column). Can be altered automatically — for example, if the Process is changed to a
Process that is set for Not for Loan like Damaged

Loan Type: It is possible to have Loan Type that over-write the normal Loan privileges based on
Borrower Type and Stockitem Form or Stats codes. For example OVERNIGHT ONLY. These special
Loan Types are set in Stockitem>Application>StockLoanTypes. See separate section

Opac?: Show this item in the Netopac/Opac (Y/N). Often hidden if there is a Process — for example
MISSING

Alert: If set to Y, a Message will be generated in circulation regarding the item (Y/N) — for example if
there is a process of MISSING

Process: Special process associated with the item — for example: MISSING, DAMAGED. A Date
displayed once a process has been included. This is useful for Reporting purposes — for example:
Report Missing items entered as Missing 2 years ago. Codes set up in
Main>Stockitem>Application>StockProcess. See Separate section

Received: Date item was received into the Library. Format is DD/MM/YYYY — for example:
07/10/2012. No need to type the / symbol. In Received date < = > symbols can be used for queries —
for example: item after or before or equal to a certain date

Accessioned: Date item was accessioned. Often this is the same as the received date. Sometimes the
item is accessioned by a Cataloguing agency or State Library and the item then sent to the library. In
this case Accessioned and Received dates could be different. Format is DD/MM/YYYY — for example:
07/10/2012. No need to type the / symbol.

Current Cost: The item current cost. Original cost is kept in Stockitem>Item> History. Do not enter $
symbol
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Library Group: Associated with Login Location — determines privileges within Group security if used
by the Library. For example, if Multi Campus School able to apply security to View, Update, Insert,
Delete, Batch, Attach, Hold, Loan, Check-in and/or Transfer

ILL Library: If the item is an Inter Library Loan enter the code. These codes are set up in
Main>Stockitem>Application>StockExternalLibs

ILL Ren: Enter Y or N if the Inter Library Loan item is allowed renewal
ILL Due: Enter the date when the Inter Library Loan item is due back at its home Library

ITEM TYPE: This defaults to N - Can be N for Normal, M for Master or S for Subsidiary. See separate
section on Master and Subsidiary items

Memos: Displays the Number of Memos applied to the item

On Loan: If On Loan it will display as Y with the Borrower’s name also inserted

Onloan ¥  SMITH, SARAH Due 23/08/2011 11:59 PM

Due: If On Loan it will display as the date and time due
On Order: If the item is On Order it will displayasaY
Res: Displays the No of Reserves for the item

Last modified: Displays the date was last changed

By: Displays the Operator who last changed the item

Set: The total Number of results for this set within the search — restricted by the search size. See
separated section

Seq: The sequence of the item in the Table of search results for the search — for example — the item
may be 7" in the set of 24

? Size: The Search size that is currently used to restrict the search number found as a result. See
separate section on Search Size

Issues: The Number of times issued. This is also found in the Stockitem > Item > History : Times
Issued

Last Updated: 25 February 2013
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STOCKITEM MENUS

1. Launch the Amlib client
2. Go to Main > Stockltems
3. There are 5 Menus within Stockitem:
e Main — giving you access to all the other modules
e Application — the majority of the codes/settings used within the Stockitem module
are set up here (for example: Stockitem Form Codes and Stockitem Process Codes)
e Item — which contains additional Stockitem-related functionality (for example:
Reserve Item, History and Memos)
o XReferences — links to other modules and associated functionality
e File —access to Saved Files and associated functionality

Applicaton Menu

Set up/check your codes, descriptions and labelling for the relevant groups in the Stockitem module

Application menu. These can be classified specifically by the site but generally:

Codes are maintained including:

Stockitem Forms — Creating and maintaining codes for GMD or formats — used for circulating and
sets the Display and Validations

Stockitem Origins - creating and maintaining codes for the Source/Origins

Stockitem Stats — creating and maintaining codes for Collections - used for gathering Statistics
StockCallSets — creating and maintaining codes codes for Call sets

StockExternallibs - creating and maintaining codes for Inter Library Loan Libraries

Stock Loan Types - creating and maintaining codes for special Loan Types

Stock Loc Floor - creating and maintaining codes for specific Locations within the Main

Permanent Location

StockLocations — viewing the parameters set for the Locations used for Stockitems. The creating

and maintaining of the codes is done in Main>Supervisor>Locations
Other Application Menu items are used for maintaining Stockitems

Stockitem Autolink - See separate section under Maintenance

StockKeyword — See separate section under Searching
StockLoanTypes — See separate section

StockTakes — See separate section

Last Updated: 25 February 2013
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StockWandChange — see separate section under Maintenance

Where — see separate section under Searching

Item Menu

Reserve Item

When this menu option is selected, a Location List will display for the selection of the Collection
Location. The highlighted location is the Login Location.

Collect At Location

Code Details R |
M Incomplete ltems
LLRC LEARMIMNG LAMGUAGE RE
LoC LOCAL HISTORY
iMain Library SGL Server 2005
PO LBAs
SV ShAn VILLAGE of CARE
WEB Wieh
WEST West =
M
QK Cancel

The Borrower will need to be identified e.g. The Borrower Barcode wanded into the Bar Code field or

a search can use Surname, Given name etc.

Bornower, Enquiry

Surname IJnhnsnn

Given I

Bar Code

Surname Mame |Ini Title Type Class

Groug

Status Loch

Address

[

Once the Borrower is identified, the Reservation screen will load. All items linked to the same
Catalogue will display. A message will display to confirm the reservation (e.g. multiple copies or the

same Catalogue item).

Last Updated: 25 February 2013
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You hawe reserved the First available ikem - Proceed with Reserve?

Proceed with Reserve? Y/N

Note: All items attached to the Catalogue record will be reserved as a first returned reservation using
this method

Average Cost Item

Enables the Average Cost based on the StatsGroup Average Price to be entered. For example the
Average Cost of a Hardback Non Fiction item for 2012 may be $24.95. This is the cost inserted after
confirmation.

To check the Average Price table, see Stockitem/Application/StockStatsGroup. The relevant Stats
code can be given a relevant StockStatsGroup code.

Average Price

Create Catalogue

If a Catalogue does not exist for the item, this menu option creates a Catalogue for the Stockitem. It
will insert the data from the Stockitem screen to the Catalogue record for Title, Author and Call
Number (if these lines are complete in the Stockitem record). A Catalogue Number will display on the
Stockitem screen in the Amlib Cat field and a confirmation message will display. Only the Title,
Author and Call No will be merged into the Catalogue if they are present in the Stockitem.

Note: It is advisable to create the Catalogue first and then create a Stockitem to ensure a full
Catalogue entry with Subjects and Notes is created.

L o

Catalogue Create

L.}
1 } & Catalogue has been created For this Tkem,

Last Updated: 25 February 2013
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Current Bookings

Displays any bookings if appropriate

Current Reserves

Displays the Reservations placed on the current item. Reserves can be cancelled or Collect Location
changed. The Queue position can also be altered if required.

-

-,

Stockitem Reservations

X

F3Save | F4Cancel| | FSoQuery | F6Print | F7cCollloc| F8Rsutns|| F9Borrower |

+B0011352477

Collect
At

Status Status Date

Placed

Borrower Mo of i
Cther Iterms

Ih Resere
10 EFEF—.! G Stephanie Ferguson :

Cancel: Highlight the borrower to be cancelled and select F4 Cancel. Reselecting F4 Cancel until F3
Save is selected can reverse the cancellation. This will create an entry in Stockitem/History - History
Type of Res.Hist and Comments Cancelled by Stk App on YYYYMMDD Operator.

All/First: To check whether the Reservation has been placed against the First available copy (using the

Any option when reserving an item) or A for All copies (using the Every option when reserving an
item)

Depreciate Iltem

The current item will be depreciated according to the item’s Form, Stats code and last depreciation
date.

As the item is depreciated, the system considers:

e Method of Depreciation e.g. Straight Line or Reduced Balance
e The Stats Group code which has the Percentage Rate, Minimum price restrictions

e Last Depreciation date (items Depreciated in the last 12 months will not be included

or new items accessioned in the current year will not be subject to Depreciation)
e Rounding formulas as set in Stockitem, Application, StockOrigins for the particular
Source.

A message will display, confirming the Depreciation price.

\?{) The Depreciated Price of the Ttem is $13.00. Update the Cost?

4 No |
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Once the Depreciation is confirmed, the History of the Item is Updated, and a Depreciation Date is
entered.

Items can be depreciated en masse from Stockitem> Application > StockStatsGroup
Get Price from Cat

Enables the Item Cost to be entered from a Marc tag subfield as defined in the Import Items table
within the Authorities > Application > MarcltemDefs
Price nzo C ] ]
FProcess

When the GetPriceFromCat is selected a pop-up alert will alert the user of the change.

Price from Cat X

“‘-‘{/ The Catalogue Price of the Item is $40.00. Update the Price?

o |

History

History data kept for each Stockitem includes a Summary of History at the top of the Window which
includes:

Stockitem Circulation History

F5 Query F& Print
I
Times lssued: 18 - 0 StockTake : 0140452011 Original Cost Price
Times Resered 3 Perind 1] Last depr:  28/08/2006 $11.60
Times Renewed : 1 1] LastAct  01/042011 4:21:50 PM
3111101762330 Circulation Activity

Times Issued : The number of times the item has been issued since System inception or Current
Period if the AutoLink has been run to set a new period

Times Reserved : The number of times the item has been reserved since System inception or Current
Period if the AutoLink has been run to set a new period

Times Renewed: The number of times the item has been renewed since System inception or Current
Period if the AutoLink has been run to set a new period

Previous Period:

Times Issued: The number of times the item has been issued prior to setting a new period by running
the AutolLink
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Times Reserved: The number of times the item has been reserved prior to setting a new period by
running the AutoLink

Times Renewed: The number of times the item has been renewed prior to setting a new period by
running the AutoLink

StockTake: Date the item has been counted for a Stocktake. This can include it being manually
counted during an Online or Offline Stocktake or issued or returned during a Stocktake

Last depreciation: Date the item was last Depreciated either through a global Depreciation or by
Depreciating an individual Stockitem, from Stockitem, Item, Depreciate Item

Last Activity: Date the item was last active in Circulation activity where the item is physically entered
— This is triggered if an Item is active in Issues, Returns or used in In-house Circulation (Process In-
house). It does not trigger if reserved, transferred or counted in Stocktake (Stocktake flag is used
instead)

Original Cost: The cost of the Item when entered on the Database. This is used in Depreciation,
Straight Line calculations. The Original Cost can be altered by clicking the Change Cost Button. The
current cost of the item is shown on the main Stockitem screen.

The Circulation Activity window displays the current loan status and current Reserves of the item
and previous circulation events. The Issue Comments give details of the Location, User, Borrower and
Due Date and Time. The Return Comments give details of the Location and Date and Time of Return.
The Last Activity indicates Date and Time of the last Issue or Return.

It also shows a history of Price alterations made during Depreciation (global and individual) and by
using the Change Cost button for Original Cost. It will also record a change of cost made manually to
the Current Cost on the Stockitem window.

ILLS [Inter Library Loans]

The Stockitem > Application > StockExternalRefs table needs to be created prior to creating the first
ILL record. This Table is referenced when creating ILLs. It is possible to connect to the ILLs Facility
(VDX Virtual Directory Exchange — separate Notes available on setting this up).
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b

InterLibrary Loans

FiClear | F2insert F5Refrsh | FGupanef || Frem1 | Feprz | Foprs F10 Upper |

Author: | GELLHORM, WALTER, 1906-

Title | INDIMIDUAL FREEDOM AMD GOVERMMEMNTAL RESTRAINTS EVDWSE;
aArameiers
Class: | On Order W
Other ref
Ext. RefMo | 9202 ag ISEN | Lzar narme

W

Publisher: |

Cost | $0.00 DatedEdition Password
| WO VDK
Supplying Ii HTML File
Libraries *
Requesting  [HagTINGS HASTINGS
** Mote: * Qnly

Collection AL [ oGS HASTINGS *  Borrower Baoi these fislds may

Optional lterm Code Taylar Christenzen be Updated

E

Comments - | LEKNOEK
Status Date

*Form  Stats. Source LoanType Qpac Alert Oper FermbLoch TemplLocn  Patron Regd
ILL  ILL il by W Supplier [ Supplier e

Note: Many sites prefer the Author and Title information in Capital letters to distinguish the ILLs
items from the host library’s catalogue. There is an UPPER button in the ILL Window to allow the
formation of an ILL record with Capitals

ItemCreateDefaults

These are the Defaults that will be inserted into the Stockitem when the ILL record is created. These
can be altered at anytime and the Defaults saved using Update Defaults [F6].

e Form: The Form code that will be entered into Stockitem for ILLs

e Stats: The Stats code that will be entered into Stockitem for ILLs

e Source : The Source code that will be entered into Stockitem for ILLs

e Loan Type: The Loan Type code that will be entered into Stockitem for ILLs. The Loan Type
will override normal Loan periods set for the Form

e Opac?: Show in Opac? Y/N

o Alert?: Alert Operator? Y/N Usually links to the Process. If the ILL fields are filled in at the
bottom of the Stockitem screen (ILL Library, ILL Renew, ILL Due) an alert will be displayed on
the screen. If the Alert? Field is set to Y, two alerts will be shown

e Perm Locn: If ticked the Supplying Library will display in the Permanent Location Field on the
Stockitem

e Temp Locn: If ticked the Supplying Library will display in the Temporary Location Field on the
Stockitem

e Patron Reqd: If set to Y, the Borrower field must be entered before the ILL is Inserted. If set
to N, the Borrower field is optional. A reserve is automatically placed for a Borrower if
entered in the Borrower Field
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On receipt of the item

Change the temporary barcode to match the barcode of the item. Add the date received (this may
not be automatically populated — depends on the Validations set up for the Form code used in
Stockitem).

Fill in the ILL Library, ILL Ren (Y/N) and ILL Due if required at the base of the Stockitem screen. This
will ensure a message will display in relation to the Inter Loan Library when the item is Returned
through Amlib Circulation.

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

On return of the item

Press F4 Delete in the Stockitem to delete the item from the database. This deletes the
corresponding ILLs record.

Memos

Memos may be attached to a Stockitem from the Stockitem screen or from Issues. Memos can be set
to display whenever the Stockitem is activated within the system. Any number of memos may be
attached to a Stockitem.

Note: To assist in creating Memos, it is suggested that the Memo Types table be checked and
completed in Supervisor> LibraryMenu> Memo Types. Memos can be categorised for enquiry,
reporting and to save time when creating a memo e.g. to search for a list of items with a Memo type
of damaged

New Memo
1. Select F1 New

2. Defaults for Show, Date (of Activation) and EndDate (Expiry date) are entered automatically
but can be adjusted if desired. When the EndDate is reached the system will automatically
delete the memo. The Memo ‘life’ in days depends on the Memo Type or the default as set
in Supervisor>LibraryMenu>Intallation>Stockitem>Delete a Stockitem Memo when it is ###
days old

3. Enter a Memo Type (Optional) Enter . <TAB> for a list of defined Memo Types

4. Enter the text for the memo if required (as using a Memo type will automatically add text

5. Select F3 Save

F1 New | F2insert | F3Save | F4Delete | F5 Query | F6 Print |  F7 Modify

|Sh0w Date End Date Type Memo Details BorBarMoifap] =

| Yo 10M0I2012: 06/07/12015: RR Repair on Return. Shelve items in damaged
section|
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Memos can be created to give details of various parts of the kit, that can be checked when the kit is
returned.

Memos for this Stockitem

FiHew | F2insert | F3Save | FaDelete | Fsouery | F6Print | F7 Modify |

Showe Date End Date Type mMemao Details Bor Bar Mo ifap]
Yoo 0850452011 ;06504520149 Missing - 322 cards
-
Yo P08MAr2011:020015201 4 KIT This kit contains the following: 1 wideo, teacher
hooklet, 1 game with 22 cards and 3 dice.

Select All Groups

When Group Restrictions are applied in Supervisor/Installation, the log on location and Library Group
Permits determine the search results. The groups to search over can also be specified using select all
groups. Before or after entering a search term, go to Item menu and Select all groups. The groups to
choose from will be those you have permission to access in group permits. Use OK to accept all
groups. When queried the search will find items from those groups.

Select Query Group(s)

When Group Restrictions are applied in Supervisor/Installation, the log on location and Library Group
Permits determine the search results. Before or after entering a search term, go to Item menu and
Select query groups. The groups to choose from will be those you have permission to access in Group
Permits. Select a group to search and OK. When queried the search will find items from that group
only.

Select My Group

When Group Restrictions are applied in Supervisor/Installation, the log on location and Library Group
Permits determine the search results. Before or after entering a search term, go to Iltem menu and
Select my group. The group you are logged in as will appear as the group to search. When queried
the search will find items from that group only.

New Item

A new Stockitem can be generated from the Stockitem Application. New Stockitems can also be
generated from the Catalogue application (e.g. after manually creating a catalogue entry), which
then transfers the user to the Stockitem Application. They can also be generated automatically from
a Marc download.

WARNING: Stockitems created without a Catalogue Reference will have no Keywords created
because Keyword codes are associated with Marc Tags
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The compulsory fields to enter are dependent on the validation rules for Stockitem Forms. Note that
the dates for Accession and Received will automatically generated as a current date only if these
fields are mandatory fields in Stockitem Forms validation rules

L =)

Validation

\.!'}) ou must supply the Following:

(11 cCall Mumber

If the Stockitem were to have a Catalogue attached, it would be advisable to create the Catalogue
first and then the Stockitem. This eliminates the need to Refresh the item from the Catalogue and it
automatically enters the Catalogue display in the Stockitem when the Catalogue is saved

Only when all fields are valid and complete will the system insert the new Stockitem.

RefreshFromCat

Updates the data shown in lines 1 to 6 from the associated catalogue record. The data is a summary
of the Bibliographic data from the Catalogue screen. Line displays are set in Stockitem>Application,
Form> Display. If changes are made within the Catalogue screen that are to be included on the
Stockitem screen, use Refresh from Catalogue from the Item menu

RefreshFromCatConfirm
Updates the Stockitem data stored in Lines 1 to 6 to that of the associated catalogue data. At each
line number a confirmation is required so that it is possible to reject a refresh for a particular line.

ReserveAllocate

Used to add reservations to copies where other items sharing that same Catalogue Reference have
reservations. For example, if an item added to the Database shares a Catalogue with other copies
that have reservations.

1. Additems in the usual way.
2. If the other items with the same Catalogue records have Reservations, a message will display

Stockitem

i The Item has now been Inserted.
- Mote: The Catalogue Record for this [tem has reservations.

Go to Item Menu>ReserveAllocate

A ReAllocate Stockitem Reservation screen is displayed

Highlight the items in the Table that you wish to add to the new item and select F2 Add To
This will add all the highlighted reserves from the existing item/s to the new item

Select F3 Save

No v ksWw
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Reallocate Stockitem Reservations

2 AddFirs1| F2 AddTo | F3Save | F4Undo | F5 Query

F6 Print Ff CollLoc | F§ UseThis

2404 Bird designs stained glass pattern book f Caralyn Relei.
Itern To Add ASLIB4GENGR2TOB Reseres 2

STK Stk Queue Perm
ltem Farm Order Lacn

Collect Borrower Date | Temp Status
Flaced |Lach

At

8. Totrigger the reservation, the new item can be placed through Returns.

Saved Where Searches

Status
Date

The Saved Where Searches option gives you a list of previously created Where searches that have

been saved. The current Operator displays in the Operator field and it is possible to find other

Operators from the drop down box.

Saved Queries

F3Save | F4Delete |

F5 Refresh| F6 Count

| F9 Execute

Qperator; |STAFF

Query Description Owyner L
Books STAFF
JuniorVideos STAFF
LS80 6 manths - fallow up STAFF
Local Adult Mon Fiction ltems purchased in 2004 STAFF
Local Stock STAFF
Laocal Stock Taotal STAFF
Local stock - AF STAFF
Local stock - AMF STAFF
Local stock - All STAFF
Local stock-J STAFF
Missing JMF STAFF -
From this Window, it is possible to count or to execute which runs the Queery
QuerySettings
Continue Query KeepQueryVia | KeyWordOrAnd KeyWordAndOr
KeyWordAndAnd | NoSortQuery | RestartQuery SetSearchSize

Continue Query

Continue Query [F11] is used when you want to see the next set of results of a Query. This set is

determined by the SetSearchSize option.
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“ NOTE The Continue Query option can only become active if
the parameter set in Supervisor, Application,
Installation, System, "Read Only Cache” option is set
to No

KeepQueryVia

Keeps the last Query Via option for subsequent queries.

Keyword Search Parameters

Defaults can be changed for Boolean Operands for searching on the same lines and those on
different lines. For example to find words within a line with AND searches and words on different
lines are OR searches - click on the Item drop down menu, select Query Settings and select
KeywordAndOr.

KeywordOrAnd Title: MONEY SIMPLE Subject: FINANCE
will produce a list of items which has either money OR simple in the title AND finance as a subject
heading

KeywordAndOr Title: MONEY SIMPLE Subject: FINANCE
will produce a list of items which have money AND simple in the title OR finance as a subject heading

KeywordAndAnd Title MONEY SIMPLE Subject : FINANCE

will produce a list of items which have money AND simple in the title AND finance as a subject
heading

NoSort Query

Executes the Query without sort criteria.

FRHINT Because there is no sort option, the report is tabled
much faster than a table that has to be sorted

Restart Query
Restart Query is used when you want to restart the current query, to check the beginning of the
tabled results.

SetSearchSize

e The results of the Table from a search will display in a set (for example: 250 items) and the
next set can be viewed by selecting the F11 button or Table > ContinueQuery

o The set size can be altered if required — for example: from 250 items to 1000 items

e The default settings can be changed in the Main > Supervisor > Installation — System tab
Default search cache size setting
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Set the Search Size

1. From the Stockitem menu, select Item > Query Settings > SetSearchSize, from the Borrower
Details menu, select Borrower > SetSearchSize or from the Catalog menu, select Catalogue >
SetSearchSize

§"; Stockitem - STAFF at Chelsea Library (UM DB v5.3) =] & ==
Main Application KXReferences  File

F1 Clear Reserveltem m | | |

AverageCostltern Query Via

CreateCatalogue “ ltem  Cat © Keyword [ An
Item No r f No y v

CurrentBookings Previous Queries ﬂ ﬂ J J J

CurrentReserves
Title r Depreciateltem ‘

ILL Library: SavedWhereSearches |LL Due: ITEM TYPE: MEMOS: 0
Query Settings 3 ContinueQuery F11 seq

7hize
v | KeepQueryVia 1} 200
Last Modified by 0

KeyWordOrand

Select size of set returned from Query v | KeyWordAndO | NUR
eyWordAndOr

KeyWordAndAnd
MoSortQuery
RestartQuery

I SetSearchSize I

On Loan

2. The Set Results Search Size screen will display:

Set Results Set Size (==

1 Mote: You are setting the number of
5 records retrieved for each query -

10 to continue viewing after this limit you
15 have to use the continue Query F11
25 option

50

100

200

280 The lower the number the faster the
400 query !

500 The larger the number the more memaory
750 used on the PC

1000

3. Select a search size from the list
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CREATING AN ITEM AFTER MANUAL CATALOGUING

It is a good idea to search for a Catalogue to see if the item has been entered already, and just needs
an Item attached. Searching for an Item can be done in Catalogue using the ISBN or in Stockitem (for
example: Author or Title Search). The ISBN can even be wanded if the Barcode reader has been ISBN

enabled.
e Catalog - STAFF at Chelsea Library = || B ER
Main Application Catalogue XReferences File
F1 Clear ' ' ' ' : :
| | £53 Query Options = @ |
Enquiry Option -
Any Keyword
Author [ AKeyword ) Euchio) || imye
Author Search
Authors and Corporate Authors

Se.:_lfi[y Group |' Call number
Catalogue Reference Number

Opac View Restriction (Y/N Community Information Records ( Z.Keyword ) J J
Corporate Authors
L I e Dewey ( D.Keyword ) AGro ~

>
=

Holdings (USA) [ H.Keyword )

Inzert
ISSNASBN ( LKeyword ) Replace
Mewspaper

Modi
Mewspapers { X Keyword ) A
Motes ( M.Keyword ) Delete
Physical { F.Keyword )
Publisher ( P.Keyword ) - - Show

1 L] 3 3
Search Term NUM Seq Set 7Size
o ] 200

|18518535550?0

It is preferable to create a catalogue first and then create the holding record (Stockitem). If the
Stockitem is processed first, not all the Tags are made when the Catalogue is created from the Item
menu. For example: Subject Headings are not transferred across.

Keywords are created through association with MARC tags — for example: a Subject keyword would
apply to all tags defined from 600 through to 699: e.g. Topical term (650), Personal name (600),
Geographic (651) etc. Therefore when creating your entry, it is important to have a Catalogue record
as well as a Stockitem because keyword searching will be important.

There are three manual entry methods available:
1. Work Sheet Method

After choosing a template related to the form of the data (for example: fiction/non-fiction
etc.) the required fields can be filled in. Authority listings can be accessed when appropriate
(for example: for standard entry of Authors, Subjects, Publishers etc).
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2. Editing existing records
It is possible to duplicate an existing record and alter the relevant data.
3. New record from scratch
No Lead Through method. Tags can be inserted and built up to create a full record.

Please Note: Before beginning to use the Worksheet manual entry, you need to check the tags that
will be automatically displayed. This is done in Main > Catalogue > CatLeadThruSets.

Work Sheet Method

1. Launch the Amlib client

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

¥ Catalog - STAFF at Chelsea Library =] @ =k

Main Application Catalogue XReferences File
Audio | Image

F1 Clear | F& Query |

Security Group |'LIBRARY"

Opac View Restriction (Y/N): [N Previous Queries J J J J J

Tag | 1 | 2 Data AGro *

| 2]

Insert |

3. From the menu, select Catalogue > Catalog Create — the Select Template prompt will display:

-

Select Template @

v Work Sheet Style

Fiction

Maon-fiction

Audio-visual

Videos

Paperbacks

On Order

Serials

4. Click on the button for an appropriate Lead Thru set — for example: Fiction — the Work Sheet
will open with a number of preset MARC tags already displayed:
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ﬂ Work Sheet - STAFF at Chelsea Library

el =@ =
Main Application Catalogue
FACheck | F2insert F4 Delete | ‘ F6 SF Ins F8 SF Del [~ KeepAfterSave
I1SBN Opac View Restriction (Y/N): IT
Tag | 1|2 1-a 2-b J-c
No ISBN Terms Cancelled/invalid
of availability ISBN

082

100 0

5. An item’s bibliographic details can now be entered — as you move through the Work Sheet,

the headings (descriptors) change, so it is possible to observe the type of data required in the
subfield of the tag

6. Where the data is Authority based (for example: Author, Subject Heading, Series, etc.) a
listing of Authorities can be viewed and selected — for example: to search for a particular

Author, type the first few letters of the surname, highlight the row and double-click the row
or press the F1 Check button

£33 Wark Sheet - STAFF at Chelsea Library

el & ]
Main  Application Catalogue
FiCheck | F2insert | F3save | FaDelete | ‘ F6 SF Ins F8 SF Del [~ KeepAfterSave
_w Subject - Topical term Opac View Restriction (Y/N): |N
Tag | 1|2 1-a 2-x 3-y 4.z
No Topical term General Chronological Geogra
subdivision subdivision subdivig
Field Headin 0099276341 .
g Subfield
WL F Heol
i 100 0 [Hollinghurst, Alan
v 245 0| Spell, The
s 260 London : Chatto and Windus Ltd , 1998
o T00 0
* Double Click a row for validation ( or Press F1 ) Amlib Catalogue Ref: 0

| NUN

7. The Existing Authority Options screen will open displaying all matching Authorities and the

number of Catalogue records which use each Authority:
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Existing Authority Options @

Has Comments Cat Double click an entry to send it back to Work Sheet -
Mot

N i1 iCrime stories.

Tag No: 650

Search Term CRIME

8. To select an Authority in the table, simply double-click on it: the contents of the tag being
checked will then change to match the selected Authority (the text will also change colour
from black to green)

490 0
v 650 Crime
700 0
N2
490 0
> 650 7 | Crime stories.

700 0

9. Once selected (or if there is no matching Authority), click on the red [ X ] to close the
selection table (if there were no Authorities found the contents of the tag being checked will
turn red, if there were Authorities found but none were selected the contents will turn pink)
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10. To enter additional tags, click the F2 Insert button — the Select For Creation table will open

(the preset tags allow for up to 40 entries):

Tag
MNo

@ Select For Creation

580 :Linking entry complexity note

Description

586 | Awards Note

590 :Kinetica Local Mote

G600 :Subject- Personal name

610 i Subject- Corporate name

611 : Subject - Meetin/Conference name

653 iIndex Term - Uncontrolled

655 iIndex Term - Genre

700 :Added entry - Personal name

710 Added entry - Corporate name

711 ; Added entry - Meeting/Conference name

715 i Added Entry Corporate Mame

730 : Added Entry - Unifarm Title

740 : Added entry - uncontrolled related/analytical title

780 i Preceding title entry

785 i Succeeding title entry

852 iBrodart Holdings

856 i Electroniclocation and access

880 ! Alternative Graphic Representation (Unicode)

900 iHeadline

902 : Unicode

anR i klewsnanar

MNUM

11. Find the required tag and double-click it to select it —a new entry with the selected Tag No

will appear in the Work Sheet

12. When the record is complete, click the F3 Save button

13. If new Authorities are to be created, a prompt with the following message will display: Some

new Authorities will be created. Continue with Save? (the new Authorities will be

highlighted in red, so you can check them)

Save

'je] Some new Authorities will be created. Continue with Save?
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14. Click the Yes button —the Created Catalogue — Select Next Action prompt will display:

Created Catalogue - Select Next Action @

e

sreaie :

Create a Periodical

Create an Order
Create another Catalog
Display the created Catalog

-

0K | Cancel ‘

15. If you intend to create your holdings immediately, then highlight the Create a Stockitem and
click the OK button (alternatively you can select the Display the created Catalogue if you
wish to review the actual Catalogue record)

Adding Stockitems

This section continues from the section above. If you don’t immediately choose to create a stockitem
record, you can select XReferences > Stockltems from the Catalog menu to initiate the process.

1. A prompt with the following message will display: No Stockitems exist for the Catalogue. Do
you wish to create a new Item?

Stockitem X

'.o.' Mo Stockitems exist for the Catalogue. Do you wish to create a new
' Ttem?

2. Click on the Yes button — a New Stockitem prompt will display with the following message:
Please choose a Form Type for the new Stockitem

Mew Stockitermn 3

Please choose a Form Type
for the new Stockitem

Form Description -
AC éAudio Cassettes
BK |Books

BR | BookRoom

CD | Music Compact Disks
Cl | Community Informatio
CR CD ROMs

DVl : Digital Video

EBK Ebooks

EQ Equipment

LH :Local History -
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3. Choose the appropriate Form type and click on the OK button — the Stockitem main screen

will enter creation mode (the F2 Insert button will appear bolded) and a number of fields will
be pre-populated:

i#%; Stockitem - STAFF at Chelsea Library =] @ ==

Main  Application Itern XReferences File

FiClear | F2insert | FE Query | | |
Query Via

Item No || Cat Ref No 36614 ¢ ftem € Cat ® Kevword [ Any
at Ref No
Previous Queries J J J J J
Title| Spell, The

Author| Hollinghurst, Alan
Publisher| London : Chatto and Windus Ltd , 1998

Series/ISBN| 978-0.09.927694 4 1998

Subject| Crime stories.

Call Number| F HOL [Form ] Bk

Description

Copy No ! Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
F IE,?,;{; |T Loan Type Opac? |T Alert m Process | |

Received |25/08/2011 ﬂ ﬂ Accessioned Current Cost  |0.00

Group |
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
On Lean Due On Order Res Seq Set 7Size
0 0 200
Last Modified by Issues 0
Date item due back at lending library | ML

4. Complete the other fields as required — for example: Stats Code, Current Cost, Floor location,
etc —to access a list of codes in a field press .<Tab>

For example: in the Stats Code field, pressing .<Tab> will display a list of your Stats Codes
and Descriptions — double-click on an entry to select it:

Select @
Choose asc/ desc and click
code or description to change v Asc " Desc
Code Description -
l dult Fiction
AFSTA Adult Fiction Stack
AMF Adult Monfiction
AMFSTA Adult Nonfiction Stack
AVNF Audio Visual Nonfiction
CAS Music Cassette
CD Music CD
CDR CD Rom
Cl Community Information
CL ClickView On Demand Video
DF Digital Files i
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5. Scanin barcode in the ltem No field (if you wish to create a system-generated barcode, leave
this field blank)

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

Stockitem @

‘:I The Item has been Inserted.

7. Click the OK button

@ Stockitem - STAFF at Chelsea Library = @ ==

Main  Application Itern XReferences File

F1 Clear | F2Insert | F3 Update F4 Delete F5 Query | | |

Query Via
T Item ¢ Cat © Keyword [ Any

Previous Queries J J J J J

Item No |STOCK003?0584B Cat Ref No 36614

Title| Spell, The
Author| Hollinghurst, Alan
Publisher| London : Chatto and Windus Ltd , 1998

Series/ISBN| 978.0-09-9276944 1998

Subject| Crime stories.

Call Number| F HOL [stsCode[ar  [Form ]I

Description

Copy No ! Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/ Source
F Iﬁ;ﬂl |T Loan Type Opac? W Alert m Process | |

Received |25/08/2011 ﬂ ﬂ Accessioned Current Cost 0.00

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
OnlLean N Due OnOrder N Res 0 Seq Set 75ize
0 0 200
Last Modified 25/08/2011 11:54:10 PM by STAFF lssues 0
Inserting Stockitem... HUM

Multiple Copies

To enter multiple copies of the same catalogue item:

1. Scanin a new barcode into the Item No field — the F2 Insert button will once again become
active (bolded)

2. Change any other details as required — for example: Stats Code, Copy No and Floor location

3. Click the F2 Insert button when complete
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IMPORTING NEW ITEMS

Most sites download their Catalogue data (from places like SLWA and SCIS). Amlib stores the data in
USMARC format, which is now the international standard. This is made up of hundreds of MARC
Tags, which identify data. In the same way that Dewey numbers become familiar, common tags

become known.

SOME COMMON DESCRIPTION
TAGS

020 ISBN

082 Dewey classification number

100 Personal name main entry (usually author)

245 Main title

260 Publication information

300 Physical description

440 Series

500 General notes

520 Summary

650 Subject headings (Topical)

700 Personal name (Added entry)

856 Electronic location and access (URL)

Import MARC Catalogue Data

There are generally four main stages in the download process.

DATA
Download
ed from
SCIS or
sent from

~ s

HOLDING FILE UPDATE

Loads the data [F3] begins the

to the Screen updating

for checking process after
setting the
defaults

NEW RECORDS
Check the new data

e Stockitems: adding
barcodes, supplier,
checking location
etc. to items in file

e (Catalogues

e Authorities
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STOCKITEM FORM AND STATS CAT DEFINITIONS

It is worthwhile checking the Form and Stats Cat definitions. By setting Cat Definitions for Forms and
Stockitem codes, the correct Stats and Form codes are given to items as they are created. The
Default codes do not need Cat Definitions as they will automatically be inserted unless an alternative
rule applies.

Form Codes

1. Go to Main > Stockltems > StockitemForms — the Form Codes screen will display:

@ Form Codes - STAFF at Chelsea Library (UM DB v5.3) =] @ =3
Main  Application
Fillew | F2ins Cat Defs elete | F5Query | F6Print | F7Loan | F8Validin| F9Display|
Form Description Allow Floating Cat Def o
Loan ? Defined
AC  :Audio Cassettes Y N N
BK :Books Y N N
BR BookRoom Y N N
CD  Music Compact Disks Y N N
Cl Community Information N N N
CR :CD ROMs N N N
EQ Equipment Y N N

2. From the menu, select Window > Cat Defs — the Form Codes for Catalogues screen will

display:

Form Codes for Catalogues @

F3 Save ‘ F5 Query
Form Code:  |AC

** NOTE: You can use these parameters for another form code by entering the new form code here.

Tag

248 - Must Contain | S0UND CASSETTE
247
250
260

300 |

362
440 ~

Must Not |

Description -
Tag 300 contains "SOUNMD CASSETTE

3. Select a Tag, type in the Must Contain and/or Must Not text and click the Paste button

4. Click F3 Save when complete
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Stats Codes

1. Go to Main > Stockltems > StockitemStatsCodes — the Stats Codes screen will display:

" Stats Codes - STAFF at Chelsea Library (UM DB v5.3) o] @ [
Main  Application
F1 Hew | F2 Insert F3 Save F4 Delete F5 Query F& Print F7 Loan F8 Cat Def
Stats | Allow | Floating Stats / Collection Price Cat Def -
Code | Loan ? Description Group Defined
Code
Y :Adult Fiction :
AFSTA Y N Adult Fiction Stack FIC N
ANF Y N Adult Nonfiction ANF N
ANFSTA Y N Adult Nonfiction Stack ANF N
AVNF Y N Audio Visual Nonfiction ANF N
CAS Y N Music Cassette NB N
CcD Y N Music CD NB N
CDR N N CD Rom NB N
Cl N N Community Information NB N
CL Y N ClickView On Demand Video NB N
DF N N Digital Files NB N
DVD Y N DVD NB N
E Y N Picture Book JUN N

2. Highlight the Stats Code and click the F8 Cat Defs button — the Stats Codes for Catalogues

screen will display:

Stats Codes for Catalogues

<

=5

F3 Save
Stats Code: | AF

3

Mumbers

0 n * |gnore

" Must Contain

m

10 " Must Mot Contain

| F& Query

** MOTE: You can use these parameters for another form code by entering the new form code here.

Tag
™ Starts With
¢ Contains anywhere before first space

" Contains anywhere in tag

Use a comma to specify more than

4 Must Contain | JK

Must Not Contain |

Tag 99 contains “JK any
Paste

Description

rwhere before the first space.

Delete

3. Select a Tag, select Numbers or Tags definitions, type in the Must Start With and/or Must

Not Start With text and click the Paste button
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4. Click F3 Save when complete

A setup for Schools might be:

NF DEFAULT as set up in Supervisor > Installation > Stockitem tab or set in Marc Take up

F Tag 82 must not contain numbers.

A setup for Public Libraries might be:

ANF | DEFAULT as set up in Supervisor > Installation > Stockitem tab or set in Marc Take up

AF Tag 99 must not contain numbers.
Must contain F but not contain J before the first space.

JK Tag 99
Must contain JK before the first space

JNF | Tag 99 must contain numbers
Must contain J but not contain JK before the first space.

JF Tag 99 must not contain numbers
Must contain J but not contain JK before the first space.

Accessing the Data for the Download

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTakeUp (alternatively use Ctrl + M) — the Marc Import
screen will display:

By Marc Import - STAFF at Chelsea Library EI = @
Main  Application  Window
F1 Open | | |

File: Record No:

No | 1 | 2 |Field Data

“ Tag |Ind | Ind| Sub Subfield -

|

3. Click the F1 Open button to display the Open dialogue box

4. Locate the file to be processed by using the Look in: drop-down box — for example: if the file
is on the C: drive, the Look in: box may say Local Disk (C:)

5. Once the file name has been located, use your mouse to select it and click on the Open
button

There are two processing options: Bibliographic Data or Authority Data - this guide covers the
import of Bibliographic Data.

Bibliographic Data

Last Updated: 25 February 2013
Page 37



Amlib Item Processing Manual

This option is to load records which are Bibliographic Data in machine readable format which can be
imported into Catalogue, Authority and Stockitem (where appropriate) applications of Amlib.

1. The Marc Import — Open screen will display:

Marc Import - Open @

Marc Options
Only load Marc records containing:

+ Bibliographic Data

" Authority Data

Update the database without viewing
the Marc records.

Load Range
v Al " Range

Start Reading From 1
Max Records to Read | 999999

0K | Cancel ‘

Please Note: If the Import file (Bibliographic or Authority) contains more than 9999 records, it is
recommended that Open and Update is selected (ticked) so that all records can be loaded into the
database. This eliminates the need to load in sections. The maximum records that can be viewed in

the Holding file is 9999 records.

2. Complete the options using the above table:

a. Marc Options = Bibliographic Data

b. Open and Update = ticked, unless you want to review each individual MARC record

c. Load Range = All (unless the file sizes are quite large)
3. Click on the OK button
Bibliographic Options

1. The Bibliographic Options screen will display:
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Bibliographic Options @
Marc Details Item Defaults
We think the file contains US Bib F'Iea;e specify default values for each
itern in the fields below
Total Bibliographic records |5 Form Type I—EIK
Total Authority records 0 Location | CHELSEA
Each bibliographic record contains: Lib Group | LIBRARY
(" Catalogue data only Stats Code [ANF
+ Full Catalogue & Stockitern data Floor Loc |
(" Brief Catalogue & Order data
Process |
When displaying the records show: ltern Prices
' Alltags in the file Min. Price of an item | $0.00
~ ) )
Qnly tags defined in Amlib Appreciate items by | 0.00%
Mew Catalogue Security Level | [~ Depreciate old stockitems
Mew Autharities Security Level 0 [~ Use average price if no price

DK | Cancel ‘

2. If the Marc Details are set to import Full Catalogue & Stockitem data, the Item Default and
Item Prices sections will also display: Click the OK button once you have completed
modifying your settings

Please Note: Form and Stats Code defaults from the Main > Supervisor > Installation > Stockitem
tab display automatically in the fields. If there are no defaults entered, the field will be blank.
Location displays as the Login Location. Entry of these fields is optional. As the import of data is
processed, the Stockitems will be given the default values if there are no catalogue definitions for the
Form or Stats codes of the items. Form and Stats Code Cat definitions are found in Main >
Stockltems > StockitemForms or StockitemStatsCodes table for the particular code.

Reviewing Records to be Imported (Optional)
It is possible for the importer to review (and edit) the MARC data being imported.

1. If the importer has decided to review the records being imported (see Bibliographic Data
step above), the Marc Import screen will display:
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By Marc Import - STAFF at Chelsea Library
Main  Application Window

=) = (=

F1 Open | F2 Save F3 Update] F4 Delete

F5 Report |

F7 << F& < Fg > F10>>

Form |BK Stats Code |ANF

Frice

File: Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc Record No: 2
Tag Ind Ind| Sub Subfield o
No 1 2 |Field Data (o
100 ¢ 1 d :1936-
2451 0 a ;David Suzuki
251 : 0 h i[electronic resource] : M
245: 1.0 b ithe autobiography.
260 a Vancouver: Delete ‘
260 b iGreystone Books,
260 ¢ c2006.
Modify
300 a i1 online resource (405 p.) :
300 b :ill., ports.
500 a Includes index. Reslore‘
588 a Description based on print version record.
600 1 : 0 a | Suzuki, David T., i}
Item No ‘STOCK????????? Accession Date |09I08I2011 Cost |00

Location |CHELSEA

NUM

2. If you do wish to edit the data (prior to import), use the editing buttons on the right to

change or delete the individual tags

Please Note: Editing of the data prior to import is not essential. Changes can be made after

the data has been imported into the Catalogue. Remember that not all the tags will

necessarily be Imported, so if editing is considered necessary, change only the tags you know

will be imported!

3. Usethe F7, F8, F9 and F10 buttons to move between records
4. Once the data has been reviewed, click the F3 Update button

Find

It is possible to use the find function to locate any matching text, tag number or specific Subfield in

the Holding File data being displayed. For example: use this facility to check all Author entries or

Subject headings.

1. Type in the Tag, Subfield or String to find and click the Find Next button

2. It will then find any matching data in the record currently being displayed:
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@4 Mare Import - STAFF at Chelsea Library (UM DB v5.3)
Main Application Window

= )

High school students

F1 Open | F2 Save F3 Update; F4 Delete F5 Report | F7 << Fg < F9 > F10 >>
File: prenticj\Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc =~ Record No: 3

Tag Ind Ind Sub Subfield o
No | 1 | 2 Field Data nsert
245 1 1 0| h i[electronic resource] :
245 1 . 0 b ihelping your teenager get the most out of high school /
245 1. 0 ¢ iErin Shale [
260 a  Crows Nes MarcImport - Find P
260 b {Allen&Un g [550  supnels | [ Casesensive | | _oelete ]
260 c (2005.
300 a 1online rd SUiNg | Modify
500 a Title from Find Mext Close
504 a iIncludes b
520 a A practical guide for parents who want to help their teenager make the Rastore‘
505 0 a :Title page; C ; Acknowledg Introduction; Part | Parent Po

Form |BK

Searching Record Mo 3.

..... Cost

Accession Date [09/08/2011

0.00

Stats Code |ANF

Location |CHELSEA

Catalogue Update Options

MNUM

1. The Update Options screen will then display, allowing you to select the Cat(alogue) and

(Stock)ltem Options:

e (Cat Options: When an incoming Catalogue is match with an existing Catalogue

e |tem Options: When an existing Catalogue is replaced all existing items

Update Options
Cat Options

When an incoming Catalogue is matched with
an existing Catalogue

ltem Options

Don't delete the following tags from the
existing catalogue eg. 650,700

f« Display an IGNORE/REFPLACE message £ Keep their current display
" Keep the existing Record ie NO UPDATE £ A el shesd nm e Cakalogue
" AddAuthorities but Replace Mon-Authorities e [ e
" Replace the existing Catalogue eg. 1,56
i
[+ Replace all tags EXCEPT:

When an existing Catalogue is replaced
all existing Stockitemns:

| 099

incoming catal

Don'timport the following tags from the

v Exact ¢ Any

Please choose the location to use when
matching an order

ogue eg. 650,700 [ Only create stockitems

OK | Cancel |

X5

2. Enter the options you would like, then click the OK button — the Saved Files screen will

display:
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Saved Files

Saved Files

Authorities and Stockitems will be saved.

=5

Type the names of the files into which all the newly created Catalogues,

Catalogues | EXCH JP 09/08

Browse...

Autharities | EXCH JP 09/08

Browse...

Stockitems | EXCH JP 09/08

Browse...

OK | Cancel

i

3. Type the names of the files into which all the newly created Catalogues, Authorities and/or
Stockitems will be saved (if you do not want to check new items — for example: Authorities,

do not enter a filename)

4. Click the OK button

HINT: These files assist in finding the newly created Catalogues, Authorities and/or Stockitems after
the import. The Filenames are created so that you can identify the file later. A suggested Filename
could be the type of data — for example: SCIS or EXCHANGE, the date and the initials of the staff

member processing the data.

5. If confirmation of duplicate items has been requested in the parameters, a Catalogue Match
screen will display every time a duplicate item is found:

Catalogue Match

6. Are the above two records the same? Click the Yes, No or Replace button

Arecord exists on the system with the following tags defined::

Tag Description
100 §Suzuki, David T., 1936-

245 { David Suzuki [electronic resource] : the autobiography.

260 {Vancouver : Greystone Books, c2006.

300 i1 online resource (405 p.) : ill., ports.

500 iIncludes index.

It has been matched against the current upload record:

Tag Description
100 §Suzuki, David T., 1936-

245 ; David Suzuki [electronic resource] : the autobiography.

260 {Vancouver : Greystone Books, c2006.

300 i1 online resource (405 p.) : ill., ports.

500 fIncludes index.

Are the above two records the same?

Yes | MNo ‘ Replace ‘

X5

OPTION

EXPLANATION

Yes

The catalogue entry that exists on the database will remain as displayed in the top box.
A new Stockitem would need to be added if appropriate. The imported record will not
be included in the New File created for Catalogue or Authorities
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No A new catalogue will be created with the data from the Imported data being used for
the new catalogue record. The imported record will be included in the New File created
for Catalogues or Authorities

Replace | The existing catalogue entry will remain but the data will be replaced with the data
from the imported recorded. The imported record will not be included in the New File
created for Catalogue but there may be some additions to the Authorities file

7. An Update prompt will display, indicating the progress of the import:

Update

Updating MARC Data...

;.

8. When the update is finished an Update prompt will display, showing the number of records
Updated:

"

Update @

[0] Record Numbers 1 to 5 have been Updated.

9. Click the OK button

10. You will be able to view the log by selecting the F6 Log button
Fé6 Marc Log

This log lists any errors that were experienced in the process of importing the file and also what
action was taken with certain items. Most of the errors that display in the log are caused by the tag
numbers not being defined on the Amlib database. This may be because we did not wish to use them
in the Catalogue data but were present in the data file.

Checking New Stockitems

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

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

display:
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Stockitern Saved Query Results

=5

access this file

EXCH JP 09/08

F1 Hew F2 Empty F3 Save F4 Delete | F5 Query F& Print | F7 Copy | F& Paste | F9 Select |
Sort & Asc ( Desc Operator: |STAFF j
Details Allow other Qty Last File -
operators to Updated Mo

Y 10 (09/08/2011 4:25:39PM | 3157
Premiers Reading Challenge Y 5238 :08/08/2011 10:43:28PM; 3156
CLICKVIEW JP 2/8 ¥ ] 02/08/2011 6:46:37PM | 3130
Chelsea Fiction ¥ 0 2710712011 1:46:40PM | 3129
Harry Potter Books ¥ 15 (08/07/2011 125959 PM: 3079

Highlight the file you wish to access and click the F9 Select button — a Stockitem List of the imported

items will display:

@ Stockitem List - 6 rows - SCIS JP 25/8
Main Table File
Seg

XReferences

Title Author Call Mo Form Stats |On| Due

Log Back

Rsyv | Perm
Loc

2| The dragoen queens / Traci Hai Harding, Traci. F HAR BK i NF CHEL! TING

Process

o [[O sl

On
Ord

Series Process Date Ec =

P The mystique

18 Aug 2011

=

3| The dragon queens / Traci Ha; Harding, Traci. F HAR BK | NF CHEL!

(SR
=

The mystique ; 18 Aug 2011

4. You can now check to ensure that the item details are correct

5. Double-click the first entry — the selected item will display in the Stockitem screen

6. Add the correct Item No (barcode), Current Cost, Sts Code, Form

code, Origin/Source (if

required) and generally check other details

i Stockitem - STAFF at Chelsea Library o] & ==
1 Add Applicati tern  XReferences  File
ﬂ F2insert\ F3Update| F4Delete | F5Query | F6Table | | G E ’ 4. Add
Barcode N Origin/Source
Query Via
It " Cat * K d [ A H H
LI LR STOCKO0370401B Cat Ref No 36603 em a B o (SUPP"er) if
Previous Queries J J J J J required
Title| The black madonna f Traci Harding.
2. Check Author| Harding, Traci.
Form and ublisher| Sydney : HarperVoyager, 2009. 5. Add correct
Stats codes eslISBN| The mystique trilogyv, bk. 3 2009. price (do not
Subject| Fantasy. add $ sign)
Number| F HAR [ Sts Code| NF [Form |BK  [Call Set]
Description Copy No | Convert | 1
Location . ’—/7
Perm |CHELSEA Temp [CHELSEA Floor | Origin/Source
Forli‘?faNI; [V Logfitype |  Opac? [Y Alert|Y  Process [AWAITING PROCESS [18/08/2011
kceived |18/022011 <| -[5] Accessioned |18/08/2011 CurrentSgst
3. Check E
. roup [LIBRARY 6. Add/remove any
Location

7. To access a list of codes in a field press .<Tab>

other relevant
information
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For example: in the Stats Code field, pressing .<TAB> will display a list of your Stats Codes and

Descriptions — double-click on a entry to

select it

8. Click on the F3 Update button when complete — a prompt with the following message will

display: The Item has been Updated.

Stockitem

(sl

'01 The Item has been Updated.

9. Click on the OK button

ADD A NEW ITEM WITHOUT A CATALOGUE

It is sometimes necessary to create a Stockitem record that is not attached to a catalogue record —

for example: a piece of equipment. Note: These items will NOT be keyword searchable.

1. Launch the Amlib client

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

3. From the menu, select Item > Newltem — the New Stockitem table will display, prompting

you to choose a Form Type for the new Stockitem:

MNew Stockitem

Please choose a Form Type
for the new Stockitem

Form Description
DVl :Digital Video
EBE :Ebooks
Equipment
LH :Local History
MNP  Mewspapers Special L
PA | Pamphlets
PDF : PDF File
PE | Periodicals
PPT : PowerPoint Presentati
RE :Reference

-

4. Select the Form Type (for example: EQ — Equipment) and click the OK button — the
Stockitem screen will enter creation mode (with Form code selected):
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5. Add the required details

i Stockitem - STAFF at Chelsea Library o] @ |5
Main Application JItemn  XReferences File
F1 Clear | F2 Insert | F5 Query | | |
Query Via
tem No “ = “ ltem © Cat  Keyword [ Any
at Ref No
Previous Queries J J J J J
Equipment
Model No
Manufacturer
Description
Subject
Call Number (f Form EQ {Call Set
L 7
Description N —
| Copy No / C'DI'I\rt:nT
Location
Perm |CHELSEA Temp |CHELSEA Floor | QOrigin/Source
For I{_‘I??Nr; |? Loan Type Opac? |T Alert m Process | |
Received 101082011 <] -|[5] Accessioned Current Cost
- I

& Stockitemn - STAFF at Chelsea Library

Main Application JItem XReferences File

FiClear | F2insert |

F5 Query

Item No |

Cat Ref No

Query Via
T ltem

" Cat

* Keyword [ Any

Previous Queries J J J J J

Equipment
Model No

Manufacturer

iPad2
123456789
Apple

Description
Subject

Call Number| IPAD12

[sts Code] EQ

| Form

|eq  [call Set|PHIL

Description

Location |

Copy No / Convert |

Perm |CHELSEA

|? Loan Type Opac? |T Alert m

Temp |CHELSEA

For Loan
(YIN)

Received |10/08/2011 ﬂ ﬂ

Floor |

Origin/Source

Process |

Accessioned

|
——

Current Cost

Group |

ILL Library: ILL Ren: ILL Due:

ITEM TYPE: N

MEMOS: 0

On Loan Due

Last Modified

Date tem originally accessioned

by

On Order Res

Issues 0

S5eq Set ?5ize
1] 1] 200

NUK

6. Click the F2 Insert button when complete

7.
insert a system-generated Barcode:

If you haven’t wanded in a barcode, a prompt will display requesting if you would like to
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Mo Barcode B

'el Do you want the system to supply a Barcode?

8. Click the Yes button — a prompt will display with the following message: The Item has been
Inserted.

Stockitem @

101 The Item has been Inserted.

9. Click the OK button

The Stockitem has been created.

ADD EXTRA COPIES FOR THE SAME CATALOGUE RECORD

To enter extra copies of the same catalogue record:

4. Launch the Amlib client
5. Go to Main > Stockltems > Stockitem — the Stockitem screen will display
6. Search for the original item to copy using F5 Query

7. Scanin a new barcode into the Item No field — the F2 Insert button will become active
(bolded)

8. Change any other details as required — for example: Stats Code, Copy No and Floor location

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

Stockitem @

':0] The Itern has been Inserted.

11. Click the OK button

The extra stockitem has been created.
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CREATING & MAINTAINING STOCK PROCESSES

This table allows you to identify various Stockitem processes e.g. WITHDRAWN, IN PROCESS,
MISSING, LOST etc. This field is optional. If the table is not defined, the field will not appear in the
Stockitem window.

1. Launch the Amlib client
2. Open the Stockitem module
3. Select > Application > StockProcess — the StockProcess screen will open

4. Click the F1 New button — enter a description of the Process code and set the parameters
(see table below) and then click the F3 Save button.

& Process Codes - STAFF at Eastville D E]
Main  Application
Fiew | F2insert F3 Save Fabelete | F5ouery |  F6Print |
Process Show in Operator For Loan Remove on Return ™
Opac (Y/N) | Alert (Y/N) (r/N) (Y /N/P{rompt))
A/C PAID N ¥ Y N
DAMAGED N Y N P
DAMAGED SENT AS LB55 N Y N P
DISPLAY Y ¥ Y p
ILL SENT BACK N Y N P
IN PROCESS N ¥ N Y
LOST N Y N Y
LOST AND PAID FOR N ¥ N N
MISSING N Y N Y
MISSING 2011 STK N N
bt

Checking to see if 'MR ACCOUNT' is still in use.. Tl

| COLUMN | EXPLANATION RESULT |
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Process

Description of Process that will
display in the Stockitem screen

Show in Opac (Y, N)

The Stockitem with this particular
process will/will not appear in Opac

Operator Alert (Y, N)

If a Stockitem number is identified
(e.g. by Barcode) the operator
will/will not be alerted that the
item has a particular Process e.g.
Missing

For Loan (Y,N)

The Stockitem with this particular
process will/will not be available for
Loan

Remove on Return
(Y,N,P(rompt)

Y Process code will be removed
from the Stockitem

No message will display when
returned, the Process will be
deleted, along with the Process
Date. The associated Fields will be
updated automatically to the
Default e.g. Alert set to N, Opac
toY, For LoantoY

N Process code will NOT be
removed from the Stockitem
and will remain unchanged

The Process on the Stockitem will
remain. When an ltem is
returned the system will leave
the Process and Process Date
unaltered. If set to alert, a
message will display, e.g. “There
is an alert on this item. Last
Process was DAMAGED”, but
there will NO option to remove
the Process

P A message will display with
the option to remove the
Process from the Stockitem

A message will display when
returned, with the options to
keep or remove the Process. If
removed, the Process will be
deleted, along with the Process
Date. The associated Fields will
be updated automatically to the
Default e.g. Alert set to N, Opac
toY, For LoantoY

Within the Stockitem Window, there is a date field associated with the Process code. This is useful

when checking or reporting items. When a Process is added, a message will display confirming the
Default Fields to be altered.
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-

Stockitem Py

®» | Stockitems with a Process of 'MISSING' usually have Opac Show set ta ‘W' and Alsrt Operator set ko ' and For Loan
*-'/ set ko ‘W', Do wou want ko update these figlds?

Pressing Yes or <ENTER> will result in the Fields above automatically updated and the current Date
will automatically be populated in the Field next to the Process. These changes will not be saved until
the Update [F3] button is selected.

@ Stockitem - STAFF at Main Library =)
Main  Application Item xReferences File
F1 Clear | F2 Insert| F3 Update Fd Delete F5 Query Fé Table FT << F3 < | F9 = | Flb == |
Query Via
|t C Cat K 1 A
Item No |31111003?4?451 Cat Ref No 100059034 em ! evwore w
Previous Queries ﬂ ﬂ J J J
Title| Birds.

Author| Sheppard, Barrie.

Subject| Birds - Australia - Juvenile literature.

Series| Australian animals. Ed 1999
Publisher| Port Melbourne. Vic. : Heinemann Library,
Call Number| 0J598.0994 SHE JNF BK Call Set
Description Type |
Location
Perm |ML Temp |M|- Floorl Origin/Source
For L{gaﬂu; N LoanType |  Opac? [N Alen|Y  Process |MISSING 2011 STk  [05/05/2011
Received |06/12/1999 <] =|[5] Accessioned [01/01/1999 Current Cost  |8.00
Group |LIB
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
Onlosn M Due OnOrder H Res 0 Seq Set ¥5ize
3 26 500
Last Modified 05052011 10:28:06 AM by STAFF Issues 21
Title

THLIRA

When the Process is removed and Updated [F3], the For Loan > Opac? And Alert Fields can be
automatically updated (revert back to the Stockitem Default) and the Process Date is removed.

If a process code is set to display an alert on return a prompt message allows you to remove the
process code. This will happen in either Returns or Chute Returns, depending on the options set for
the Process Field. If you choose NO the Process code and date will remain on the Stockitem record.

If you choose YES the process code and date fields will be deleted automatically from Stockitem.

MOVEMENT OF TAGS TO DISPLAY A SUBJECT IN STOCKITEM

1. Access the Catalogue record in Catalogue
2. Search for the Title or ISBN
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3. Highlight the Tag to move and use the arrow keys to move the Tags up or down —the one
first will be the one that is displayed in the Stockitem

Hide

Tag | 1 | 2 Data AGro »

300 251 p. & 8]
—| 650 Fantasy comics

650 1 :Wizards LIBR M

650 | 0 | 7 :Witches and warlocks - Fiction. LIBR Replace

© 0 ! 7 iMagic - Fiction.

856 http:/Tharrypotter.com Click here for alternative link {LIBR

856 Http://localhost/amlib/mmedia/web/harrypotter.htm Click here for further |n LIBR YEEE

945 STOCKO00368849B ngBR i

4 »

Please Note: This sequencing possible within the record depends on what is set in the Main >
Supervisor > Installation - Catalogue tab: Allow tags to be sequenced anywhere within a catalogue
(Y/N) parameter.

e [Ifitis left at the default Y, staff will be able to use the up and down arrows on the Catalogue
record to reposition any MARC Tag within that record

e [fitis changed to N, this will then restrict the ability for adjusting the sequence of a MARC
tag in a specific record to its specific range only. This means that if there is only one MARC
tag to that record it cannot be moved, but if there is more than one MARC tag, for example
subject headings, then these can be moved within this group only
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SEARCHING WITHIN STOCKITEM

o Most White fields of the Stockitem screen are searchable. Cat Ref No is also Searchable
e Use the Query Via options to determine the type of search to be performed
OPTION DESCRIPTION
Item Browse (phrase) search for data displayed within the Stockitem module
Cat Browse (phrase) search for data displayed within the Catalogue module

Keyword | Keyword search one of the six bibliographic lines within the Stockitem screen (Title,

Author, Subject, Publisher, Series or Call No) — for example: typing a keyword into
the Subject line will perform a keyword search on just the Subject fields

Any

Keyword search any of the six bibliographic lines within the Stockitem screen (Title,
Author, Subject, Publisher, Series or Call No) — for example: even if the keyword is
typed into the Title line, all six fields (Title, Author, Subject, etc) will be searched

Previous | The last 5 searches are kept in case they need to be re-performed. Use the -1 to -5
Queries buttons to select a previous search

Keyword Search

1. Ensure the Query Via option selected is Keyword
2. Type in a word (for example: sport) in the Subject field and click the F5 Query button — a
Stockitem List table will display with all the items that include sport as part of the subject —
for example: Sport, Sports medicine, Sport - Australia, etc
HINT: To access a list of codes in a field type: .<Tab> . For example: in the Stockitem Sts Code
field, typing .<Tab> will display a list of your Stockitem Stats Codes and Descriptions. Double-
click to make a selection.
& Stockitem List - 13 rows = @
Main Table XReferences File
Seq Title Author Call Mo Form Stats |On| Due |Rsv|Perm| Process |On Series Process Daty Ec =

Loa Back Loc Ord

1| Adventure planet [videorecoré Barr-David,

3| Ball by ball : the story of cricki Martin-Jenking, Chri 0-2 3 9
4| Kids' sport : A survival guide £ Baker, Denis ANF iN 0 CHEL: ROTATION CiN | 978-1-86429-; 25 Feb 2002; 19
5| The Oxford companion to Aus REF iN 0 CHEL:! N {578-0-18-553 19

3. Double-click on a line to show the full details of that item:
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@ Stockitem - STAFF at Chelsea Library (o] @ =
Main  Application  [tem KReferences
FiClear | F2insert| F3uUpdate| F4Delete| F5Query || F6Table | Fre< | F8< |  Fo> | Fro» |
A" |
ltem No |m Cat Ref No 18234 S

Previous Queries ﬂ ﬂ ﬂ ﬂ J

Title| Ball by ball : the story of cricket broadcasting f Christopher Martin-Jenkins.
Author| Martin-Jenkins, Christopher, 1945-
Publisher| London : Grafton, 1990.
Series/ISBN| 978-0-246-13568-1 "14.95 : CIP confirmed 1990
Subject| Cricket - Great Britain - History.
Call Number| 796.358 MART | Sts Code| ANF [ Form |BK [ Call Set]

[ P L S,

4. You are then able to move through the table using the arrow keys F7 <<, F8 <, F9 >, F10 >> or
F6 Table to get back to the Stockitem List table display

5. Itis possible to save the records to file using the File menu, or go to other applications for
the items — for example: Catalogues, Authorities, Periodicals — by selecting XReferences
from the menu

Colour

Colour is used in certain modules to assist in browsing the list:

e Red Items are overdue

e Black Items are on loan

e Green Items are available for loan
o Grey Items are on order

e Magenta Items are on reserve

If the item has a Process the Process will display in Red

Stockitem List - 60 row

Main Table XReferences File

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

Log Back Loc Ord [

1| Allan Border : an autobiograpt Border, Allan, 1955; 92 BOR BK [ANF N 0 CHELS MISSING SITAKE 2011 N i978-0-454-01i8 IZ_
21,2, 3/ by Tana Hoban Hoban, Tana E HOBA BK iE N 0 CHELS MISSING SITAKE 2011 N 1978-0-588-02i8C
3|10 Groves Street Smith, Craig VIEW OMLINEILH iLH N 0 CHELS MISSING S/TAKE 2011 N iPhotograph Bi8 C

Catalogue

1. Itis possible to XReference from a Stockitem record to the Catalog record to see the
complete Bibliographic details for an item (including all Subject Headings, Notes, Added
Authors, etc.) : select XReferences > Catalogue

#i: Stockitem - STAFF at Chelsea Library =] @ |3
Main  Application Itemn | XReferences | File
FiClear | F2insert | Authority F6 Table F7 << < | F> | R0 |
- Borrower Query Via
OtherBorrowers " ltem " Cat © Keyword [ Any
Item Mo [EL000 == 14040
atalogue Previous Queries ﬂ J J J J
Order Records
Title| The Au Periadical Recards Ing ; major photographic contributor Mark Hanlon.
Author| Starlin o T »
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2. ltis also possible to XReference from the Catalog record: use the Holdings button or from
the menu, select XReferences > Stockitems

&y Catalog - STAFF at Chelsea Library EI =l @

Main Application Catalogue XReferences File

FiClear | Duplicate | F3Update| F4Delete | F5Query | FeTable | |

Starling, Stephen.

The Australian fishing book / Steve Starling : major photographic contributor Mark Hanlon.

Frenchs Forest, N.S.W. : Reed, 1986. <

Holdi
700.10004 STA St
Security 0 Group |LIBRJlRY DENISE 30/09/1996 3:40:56

DENISE 30/09/1996 3:40:56

Opac View Restriction (Y/N): [N Previous Queries J J J J J

Tag | 1 | 2 Data AGro *
© 1 ianb73010141 J ﬂ

020 978-0-7301-01413 LIBR —
100 Starling, Stephen. LIBR
245 4 iThe Australian fishing book / Steve Starling ; major photographic contributi LIBR
260 Frenchs Forest, N.5.W. : Reed, 1986. Modify
300 512 p. @ ill. (some col.), maps ; 30 cm.
500 Includes index. L5k
500 Ill. on lining papers. il

‘ P

Search Term Ref: 14040 Seq Set 7Size

|| 1 1 200

HUM
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WHERE SEARCHING

This function is available in the Stockitem and Borrower modules only. It is possible to search for

items or borrowers using a range of fields and operators. This is a great way to get simple Counts —

for example: for State Government Library statistics which the Public Libraries need to report on a

yearly basis.

The Where search query results can be displayed in a List or saved to a File.

The Where search itself can also be saved.

1. You can access Where searches in the Stockitem and Borrower modules by selecting
Application > Where... (in the Stockitem module) or Application > BorrowerWhere (in the
Borrower module) — the Where Search screen will display:

Main  Application

ﬁ Stockitern Where Search - STAFF at Chelsea Library

=) & ]

F1 Clear |

| | F4 Select | |

| F& Order

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

Ed

Sts Code
Form

Description

1 Choose Search Column

_

2 Choose Operator

* LIKE ~ LUKE "IN [l 1%
E i~ = "

T < = = i >

3 Type the Where Condition and Press Paste
OR  Press Special

Paste

Call 5et Reference |

Query Description:

Special

) Column Operator Where

FlEclE R

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

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

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

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

= Where the text entered is exactly equalto | = A (borrowers with a code of A for
the data required Adult)

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

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

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

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

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

1 Oct 2010)

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

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

5. Once your Where condition is set up you can either:

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

Where Search @

'0' 231 Stock Itemi(s) were found.

b. Get the list of results by clicking the F5 Query button:
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& Stockitern List - 200 rows = @

Main Table XReferences File

Seq Title Author Call Mo Form Stats |On| Due |Rsw| Perm| Process |On Series Process Date E¢ =
Loa Back Loc Ord

sain, Mark, 1835 J

1 :
2| The adventures of Tom S 0 19
3| Alice's adventures in wonderf Carroll, Lewis, 1832 JF CARR N 0 CHEL! N 15
4 | Alice's adventures in wonderf Carroll, Lewis, 1832 ] CARR N 0 BELM N i8T78-0-575-03 18
5| Alice's adventures in wondert Carroll, Lewis, 1832 ] CARR N 0 CHEL! N 18
6| And now fo ng exact Jennings, Paul, 191: AF JENN BK I 1 CHEL 19
T |And now for thing exact Jennings, Paul, 191; AF JENN BK 1 CHEL 19

6. If you wanted to find ALL of something (for example: Borrower, Stockltems, items on loan)

then you could run a query such as:

c. BarCode IS NOT NULL (all Borrowers)
d. ItemNo IS NOT NULL (all Stockltems)

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

Query Description:

[ Column Operator Where
: ltem No: ISNOT 'NULL

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

Special Button

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

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

following Where condition:
e Issue Date Due Back <= Current date — 7 Days

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

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

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

5. Adjust the relational value of the selected operand by using the + or — buttons and the Days
or Months boxes — for example: - 7 Days
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6. Anexample of the expressed condition will be visible in the box at the top of the screen:

Where

(el

Issue Date Due Back ==Wednesday, 20

Jul 2011

= ——————
Current Date -

Start of Week

Start of Month E
Process Date

Received

Accessioned

ILL Due

Issue Date Issued i

ﬂEI ’?_ Days
[«] -] [ montns

Paste | Cancel ‘

7. Click the Paste button when complete — the where condition will then appear in the Query
Description section at the bottom of the screen:

ﬁﬁ Stockitern Where Search - STAFF at Chelsea Library
Main  Application

Eea=

F1 Clear | F2 Insert F4 Select

F5Query | F6Count | F7QtoFile| F8Order

1 Choose Search Column

2 Choose Operator

On Loan

Bor Name

Bor Barcode
Issue Location
Issue Date Issued
On Order

Res

LastChanged
WholastChanged
Last Active
DateDue DDMMYY
Times Borrowed
Times Reserved

m

e~

-
|
B S B

1A H
“

OR Press Special

>

1%

3 Type the Where Condition and Press Paste

Query Description:

i Column Operator

e Date Due Bac

Paste

Special

EEE R

MM
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Saving a Where Search

It is possible to save a Where search:

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

Saved Queries @
F3 Save ‘ F5 Refresh

Query Description Cwner -

Type a description of the Where Clause, then press Save.

Chelsea Junior Fiction

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

Insert @

{0} The Query File has been created.

3. Click the OK button

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

Saved Queries @
F3 Save ‘ F5 Refresh| F& Count

Query Description owner -

Chelsea Junior Fiction
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Query to File

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

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

Stockitern Saved Query Results @
Fitew | F2Empty | F3Save | F4Delete | F5Query | F6Print | F7Copy | F8Paste | Fo select |
Sot @ Asc (" Desc Operator:  |STAFF =]

Details Allow other | Qty Last File =
operators to Updated Mo
access this file
YM)
Harry Potter Books Y 15 108/07/2011 12:59:59 PM; 3079
— | Chelsea Fiction ¥ 0 27072011 1:45:46 PN j
-]

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

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

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

This Saved File can now be used as part of a report or procedure.
All Stockitems

e Item No IS NOT NULL
All Junior Items

e Sts Code LIKE J
or

e Call Number LIKE J (if you put J at the beginning of your call numbers for Junior items)

Stockitems with a Specific Form Code
e Form=BK
Items with Cost over $500

e Current Cost > 500
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Items Never Borrowed
e Times Borrowed =0

Dusty items — Items not used within a certain period of time (for example: Items not used in the
last 12 months)

e Forloan=Y AND
e last Active < Current Date — 12 Months

Items available for loan from a Specific Collection (for example: DVDs)

e Forloan(Y/N)=Y AND
e Onloan=N AND
e Form = DVD (substitute your own code here, or use Sts Code or Floor)

Items with More than 3 Reserves
e Res>3
Items Received within a Specific Period

e Received<1/7/2012 AND
e Received >1/06/2012

Items Received Since the Beginning of the Month
e Received > Start of Month
Stocktake — Missing items (minimum statements required)

e Stock Take Date IS NULL AND
e Onloan=N
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CREATING SPINE LABEL REPORTS

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

Save the Template

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

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

Load the Template

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

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

F3 Update | ‘ F5 Query

Description |MyLibrary Spine Labels (5 wide)

Template | PRSPINES Browse

Choose Type [Spine Labels 5 label wide =

Message (may be splitin 2 x B0 or3 x40

Default Stats Code l— l—

[ Update Entity (Y/N) |1

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

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

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

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

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

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

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

Create the Report

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

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

Saldet et Fuyfil \3
Diescription Updatel  File Mame Message (mav b
Entity
MS Excel Format - Stockitern Count by Stats Code ] Exstkes.grp

M3 Excel Format - Stockitern List - Title, Author, Call Mo, Farm M Exsthosv.grp
MyLibrary Spine Labels (5 : SRk
FLAIM Itern Debits (Barcaode List)

&stkpldh.grp

M
Gueenvwood Library Spine Labels Ko TESTMLISPINE OO
Rare Books Barcodes I RARE.QRF =
Reservation and Copies Ratio M &stkeres.grp
Spine label with Accession Plate Mo PESPINEWT.QR
Spine Labels 1 Wide ] &spinet.grp
Spine Labels 2 Wide ] LspineZ.grp
Spine Labels 3 Wide M &spine3.qrp
Spine Labels 4 Wide Mo iEspined.grp
Snine Labels B YWide ] &spined.qrp

[l e P P R Y P

Select | Cancel |

-

B i T e

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

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

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

Repor Create Report Report Template
Stats | Fin Description Type =
Code | {Y/N)

N 56w.a ‘MyLibrary Spine Labels PRSPINE5.QRP

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

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

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

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

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

591. 591.

994994 994994

56890

SMI SMI

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

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

591. 591 591.994
994 .994 SMI
SMI SMI

a b S

6. Select the F3 Save button

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

Last Updated: 25 February 2013
Page 64



Amlib Item Processing Manual

Wand Into File

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

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

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

| i N niosie: d
F1 Clear F4 Select

Sawved File: |{none}
Tatalin |0

Barcode Title

Iterm Ma:

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

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

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

b. Alternatively, a new file can be added by: clicking on the F1 New button, typing in
the Details (for example: Spine Labels) and then clicking on the F3 Save button. Then
highlight the file and click on the F9 Select button.
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SLOCHILEmMEavEd N ITETes IS L_']
Fillew | F2Empty | Fisave | Fabelete | F5auery | FoPrint | F7Cony | F3Paste | Fo Select |
Sort & Asc  Desc Operator; |STAFF j

Details Allow other City Last File i

operators to Lipdated Mo

access this file
(rin

MassChange by 2 020 252010 1:17:.45 P 3010

Add Subject Headings Y 0 021272010 12:58:08 PM: 3009

Mass Renewals by 12 081172010 11:55:09 AM: 3001
hd
=+ Spine Lahels by 0 081272010 11:32:33 PM j
|

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

| s lyig Fils Lﬂ
F1 Clear F4 Select

Sawved File: |S|1ine Labels

Totalin |1
Barcode Title
NCO39251 Harry Potter and the Chamber of Secrets / by J.K. Rowling ; illus
Iterm Ma:

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

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

Run the Spine Label Report

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

it

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

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

Cricner File Mame Guantity
STAFF MASS REMEWALS 12 E
STAFF MASSCHARIGE 2
! F ME LABELS
FIOMA ALSTRALIAN FOOTBRALL 7
FIOMA COMMIMNF D 20
FIOMA DEMC BOOKS ]
FIOMA HARRY POTTER BOCKS 14
JOHM PREFULLWMARCEXPORT 5215
JOHR PREKIMG LIPDATE 34
JOHMPREALL COLLECTICN f243
JOHMPRE COMYERT LIST 549
JOHMPRE COUNT LIST 41
JOHMPRE DVD COVERS 210

0K | Cancel |

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

5. AReport - View screen will display:

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

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

9,6,w,a
i & (=3
XK |
J 657,
FINE 028553
MMIL
00s. AF 625, AF STACK STACK
369 WILL 2 SMIT PB PB
OBR ROB ARIS ARIS
AF AF F PB 796, 625,
CLAR CLAR PIG TALE 334 5
STE

6. Select the print button to print

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

r v
| HEPOT d

<P Repott margins are less than printer page offsets:
“-‘/ Left=0.4, Top=0.4, Right=20.6, Bottom=29, 325,
Text may be clipped. Continue?

Cancel |

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

Clearing the File

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

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

Results screen will display

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

3. Click the Yes button

4. Click the F3 Save button when complete
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MASS MEMO

ITEMS

Create the Memo Type

If a memo type is not already defined, this will need to be created.

1. In Amlib navigate to Main >Supervisor > Supervisor screen
2. Select LibraryMenu > MemoTypes
3. Select F1 New
4. Enter a Memo Type Code — for example PRC0O8
5. Enter a Description — this is the default text of the memo
%2 Memo Types - STAFF at Chelsea Library E]
Main  LibraryMenu
Fillew | F2insert | F3Save | F4Detete ||| F5 query | Fé Print
Memo Description Valid for| Valid for | Show As Expires -
Type Holdings| Members| Default n days
time
BARCODE Borrower’s old barcode N Y N
BORCHGDETS, A borrowers change of details has been acknowle N Y N 28
CLAIMRET Claim Return Y Y Y
CNH Claims Newver Had Y Y Y
COMMINFO i Note: Y N N 9999
FILEISSUE Item issued from Saved File Y N Y
HOMEREAD :Home Reading Preference N Y N 999
LOSTCARD  :Borrower Lost Card N Y Y
MERGED Merged borrower details N Y N
MULTIPLE Item Has Multiple ltems Attached Y N Y
PAYARR Special Payment Arrangement N Y Y 999
DECCLT i nl r'H ot Mecna OVEE Sl 18 Bl connn e (M ato) LY AY ALY v|
= PRC08 Premier's Reading Challenge- Please submit a rev: Y N Y | j
-
Type ¥ or N | CAPS MUM

6. Valid for Holdings — if the memo is to go on Stockitems select Y if it is to only go on

borrowers select N

7. Valid for Members — if the memo is to go on Borrowers select Y if it is to go only on

Stockitems select N

8. Show as Default —if the memo is to pop up in circulation upon wanding enter Y if the memo
is not required to pop up select N. If the memo is only required to show in NetOpacs My

Details

select O

9. Enter a number of days before the memo expires, or if the memo is never to expire enter

9999

10. F3 Save then log out of Amlib and back in
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£ Memo Types - STAFF at Eastville =
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save F4 Delete | F5 Guery F6 Print
Memo Description Valid for| Valid for | Show As Expires i‘
Type Holdings Members| Default n days
time
A Alternative address required for this patron N Y Y
ASC PAID Paid by, Date , Loc, Amnt, Receipt No, Initial Y N Y 9999
BARCODE Borrower's old barcode N A N
BC Book Club Member - Books now ready for collectic N Y Y 5
BL Bulk loan item contains the following : Y N Y
BORCHGDETS: A borrowers change of details has been acknowle N Y N 28
CLAIMRET Claim Return Y A Y
CONVERT convert Y N N 365
EXH Being Displayed at Exhibition. Will return in 2 wk Y N Y 999
FILEISSUE Item issued from Saved File Y N Y 999
KIT This Kit contains the following: Y N Y |
10 L oot @ Doded bas BUAKEC _DADCOGL LY ] W 20
= YRBADS Youny Readers Book Award 2008 - Please vote on Y N Y 365 j

Create a Saved File Stockitems

To add the Memo to a group of items it is easiest to create a saved file first. Though not absolutely
necessary, this allows you to view the items or borrowers in a table first, preventing errors. This
example uses a Stockitem file but the process is the same from the Borrower Module.

1. In Amlib navigate to Main > Stockitems > StockitemWhere

2. Create a where statement for your ltems — for example the following will find all of the items
in the Premiers Reading Challenge. Your Where statement will be based on the items you
want to memo:

4% Stockitem Where Search - STAFF at Chelsea Library

(=)

Main  Application

FiClear | F2insert FiSelect | F50uery | F6Count | F7atoFile| Fa Order

1 Choose Search Column 2

Title

Vol
Ed

Form

Item No ~
Cat Ref No

Author
Publisher
ISBN/ Series
Subject

Call Number

Sts Code

Description
Copy No / Convert hd

Query Description:

Choose Operator

 LIKE ~ LIKE "IN

= o

O« = >

OR Press Special

3 Type the Where Condition and Press Paste

Paste:

|PRC

Column Operator Where

3. Select F7 QtoFile

elete

HE=
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4. Select F1 New to create a file and enter a file name

Stockitem Saved Query Results

Fitlew | FzEmpty | F3save | FaDelete | F5auery | FoPprint | F7cCopy | FaPaste | Foselect |

Sort @« Asc ¢ Desc Operatar: |STAFF j
Details Allow ather Gy Last File ﬂ
operators to Updated Mo
access this file
i)
onloan Y 166 240572011 10:31:07 AW E 3330
Fix stockitern fields Y 339 123/05/2011 35119PM 3329
JAd Y 243 180572011 316:52PM | 3328
Preriers Reading Challenge by 5422 18052011 12:38:26 PM{ 3211
All'VWebsites Y 51 (14042011 287:45PM | 3264
Wb links April 2011 Y 46 114042011 2:46:48PM | 3239
Changes July 2010 Y 0 31032011 5:3500PM © 2837
Spine Labels Y 70 i310032011 5:35:00PM | 3023
-
=+ | ltems to Mem0| N 1] 26052011 1:4813PM “

5. Then F3 Save and F9 Select

6. A dialogue box will advise how many items are in the file

Saved File Count

.
\y The 'ITEMS TQ MEMO * file contains 111 stockitems,

Wand into File

An alternative method of creating a file (of Stockitems) would be to wand the physical items into a
file.

In Amlib navigate to Main > Stockitem > Stockitem

Select File > WandintoFile

F4 Select

Select F1 New and give the file a name

F3 Save then F4 Select

A A T A

Wand the items to have the memo placed on them and when finished close the window

Wand Into File
F1 Clear Fd Select

Saved File: | tems to Memo

Totalin [115
Barcode Title i)
1200 Diabetes : fight it with the blood type diet / Peter J. D"Adamo witl
1201 Burt still the stream / Nancy Cato
1202 Yellow Submarine: 26 Kiddies Songs
1203 Double entry acc ting for small |

Mass Memo the Items

1. Navigate to Main > Stockitems > Stockitem
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Select File > Display File
Highlight the saved file and F9 Select

Highlight the items to have memos applied to them. To select more than one item, press the
Ctrl key and click the particular items with the left mouse button for individual items. To
select a range of items, highlight the first item in the range. Find the final item for the range
and press the Shift key and click with the left mouse button

Select Table > MassMemoltems

@ Stockitem List - 115 rows - Items to Memo

Main | Table #References File

e AddToReservelist
ChangeDuelates
MassItemDeletion
MassMemoltems

Masstemolelete
MassIkemChange

In the Memo Type field you can either type the Memo Code or enter a full stop in the field
and then hit the Tab key to select the memo type from the list. The Memo type field is
optional but entering this assists with deletions and reporting

The default text will then automatically display in the Message window, amend as necessary
noting that the memo can be up to 250 characters

Mass Memo Data
F1 Clear F3 Save

Show Date Message

|7 | 261052011 Premier's Reading Challenge- Please submit a review

End Date

1001072038

Mema Type

PRCOE

Please note: dates are the current date as well as the expiry date from the Memo Types screen
though they may be altered in this screen.

8.
9.

When the memo is complete select F3 Save

A confirmation will display, select OK
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Stockitem - Stockitem List

y Memos Successfully Created Where applicable

Memos can be applied to Borrowers in a similar way. Highlight Borrowers in a Table and select Mass

Memo Borrower from the Table Menu.

Mass memo deletion

It is possible to delete memos from Stockitems en masse by selecting items from a table of

Stockitems.

1. As above create a Stockitem or Borrower saved file

2. Select Borrower > DisplayFile or Stockitem > DisplayFile and select the file to display in the
Table

3. Highlight the items/borrowers to have their memos deleted. To select more than one item,
press the Ctrl key and click the particular items with the left mouse button for individual
items. To select a range of items, highlight the first item in the range. Find the final item for
the range and press the Shift key and click with the left mouse button.

4, Select Table > MassMemoDelete

& Stockitem List - 115 rows - Items to Memo @
Main  Table =References File
Sen AddToReservelist Athar Call Mo Form Statz |(On| Due |R=w|Perm| Process | On Series Process Date Edit|

ChangeDuelbates Log Back Lo Oril
MassItemDeletion . :
MassMemoltems
MassMemoDelete
MassItemChange
Prink Fi
Report F?
Sequence

6.

Select the deletion options according to the table below for Memo Type and date

Select OK
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-

Mass Memo Delete

Memo Date

f+ Ignore the date when deleting memos

" Only delete memos within a date range

hinimurm Date
Maximum Date

hlemo Type

" lgnore the type when deleting memos

& Only delete memos with the below type

PRCOG

Memo Type

Cancel |

Options can be chosen from the Mass Memo Delete Window:

BUTTON/FIELD

EXPLANATION

Memo Date

Ignore the date when
deleting Memos

No check of the Date is performed when deleting the
Memos from the items highlighted in the Table

Only Delete Minimum The date entered in this Field (e.g. 01/11/03) will be used
Memos Date as a beginning range for deleting the Memos from the
within a Date items highlighted in the Table
range
Maximum The date entered in this Field (e.g. 31/03/04) will be used
Date as an ending range for deleting the Memos from the items
highlighted in the Table
MemoType

Ignore the type when
deleting memos

No check of the MemoType is performed when deleting the
Memos from the items highlighted in the Table

Only delete memos with the
below type

Only Memos with the Memo Type entered in the Memo
Type Field (e.g. YAO) will be deleted from the Stockitems
highlighted in the Table

7. Once memos are successfully deleted, a message box will appear, detailing how many

Memos were deleted.

Stockitem - Mass Memo Delete

L]
\ ll) 7 Memois) were successfully deleted From the selected items.
-y
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MASS DELETION OF STOCKITEMS/SAVING TO FILE

Iltems can be deleted easily from a Saved File. These items can be wanded into the File. This is useful
for Public Libraries who have to return items to SLWA, and who want to delete them from their
catalogue. It is also useful for schools when a weed of resources is performed (for example: after a
Stocktake).

This can be done individually within the Stockitem module by calling up the item and clicking the F4
Delete button. If it is the last copy for the Catalogue, you will be prompted to delete the Catalogue
entry as well.

Items can be deleted en masse from a Stockitem List (each item that is to be deleted needs to be
highlighted) or alternatively from a Saved File.

e See: Appendix 1: Saved Files for more information
Stockitem List

1. Launch the Amlib client
2. Go to Main > Stockltem > Stockitem — the Stockitem screen will display

3. Initiate a F5 Query or Stockitem Where search to bring up a list of items to be deleted

(alternatively, you may decide to use a Saved File as the basis of your deletions — select File >
Display File > select a saved File > F9 Select)

& Stockitern List - 8 rows = @
Main Table XReferences File
Seq Title Author Call Mo Form Statz |On| Due |Rsv|Perm| Process |On Series Process Date Ec =

Back Loc Ord

octor Who and the nightrar:

octor ¥Wno and the Under

errance. J DICK B iJF 04052

(=]
()
T
m
—

& | Doctor Who warriors of the d¢ Dicks Daoctor Who 15

4. Highlight the items to be deleted

5. From the Stockitem List main menu, select Table > Mass Item Deletion — the Mass Delete
Items screen will display:
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Mass Delete Items @

ltems

[~ Confirm Delete ltem Message Required ?

I~ Last ltem Message for Cat Required ?

Catalogue

¥ Delete Catalogue if Last ? *:

I Confirm Delete Cat. Message Required?

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)

GetFile

File:

Mote : ltems on loan, reserved 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 —the following prompt will appear:

Stockitem List - [tern Deletions 25

f - \ You are about to delete items
‘S With the parameters as supplied you can expect that you will

Mot get a message for every itern deletion

Mot get a message if the item is the last for the catalogue record
Catalogue records with no more itemns will be deleted

You will MOT get a message before Catalogue records are deleted

Do you wish to Continue ?

8. Click the Yes button

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

Some Stockitems (particularly equipment) do not conform to the standardised labels in use by the
system. However, it is possible to modify the labels displayed for a particular Form type.

Please Note: The default Stockitem Form type used throughout the system (including the blank
Stockitem screen) is set in Main > Supervisor > Installation — Stockitem tab: Default Iltem Form = for
example: BK.

1. Launch the Amlib client

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

& Form Codes - STAFF at Chelsea Library EI = @

Main  Application  Window

F1 New | F2 Insert F3 Save F4 Delete F5 Query F6 Print F7 Loan F& Validtn F9 Display |

Form Description Allow Floating Cat Def e
Loan ? Defined
Cl Community Information N N N
CR (CD ROMs N N N
DVI Digital Video N N N
EBK Ebooks Y N N
EQ EEquipment
LH :Local History N N N

3. Highlight a Form — for example: EQ and select the F9 Display button — the Stock Display Tags
screen will display:

Stock Display Tags @
F3 Save ‘ F5 Query
Label Tags to Display -
Line 1 Title 245
Line 2 Author 100110700

Line 3 Publisher 260

Line 4 Series/ISBM {490 830 440 020

Line 5 Subject 650 651 600

Line & Call Number 082 089 099 984 -

To use a preferred instance of multiple tags enter the indicators in the form (n,n) immediately after the tag
Note: Use " double quotes to indicate you want a space in the indicator

Edifion [260 [c voume [490 [v  Price [ Form [ BK

** MOTE: You can use these parameters for another form code by entering that form code here.

Tag Description -
000 i Leader information

001 ;i Control number

008 i Fixed Length Data Elements
010 LC Control Number

020 :1SBN

022 :1S5N
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4. Adjust as per the following example:

o Line 1: Label = Equipment | Tags to Display = 245

o Line 2: Label = Model No | Tags to Display = 300

o Line 3: Label = Manufacturer | Tags to Display = 260 710
o Line 4: Label = Description | Tags to Display = 500

o Line 5: Label = Subject | Tags to Display = 650 651 600

o Line 6: Label = Call Number | Tags to Display = 984 082

Please Note: Tags to display should type in order of preference (the first tag containing a value will
then display).

Stock Display Tags IEI
F3 Save | F& Query
Label Tags to Display -

Line 1 Equipment 245

Line 2 Model Mo 300

Line 3 Manufacturer :260 710

Line 4 Description 500

Line 5 Subject 650 651 600

Line & Call Mumber :984 082 =

To use a preferred instance of multiple tags enter the indicators in the form (n,n) immediately after the tag
Mote: Use " double quotes to indicate you want a space in the indicator

Ediion [260 [c Volume [440 [v  Price [ Form [EQ

= NOTE: You can use these parameters for another form code by entering that form code here.

5. Click on the F3 Save button when complete
6. To refresh the data displayed for a particular stockitem, select Item > RefreshFromCat

7. Click the F3 Update button to save changes

" Stockitem - STAFF at Chelsea Library o] @ |

Main Application [tem XReferences File

FiClear | F2insert| F3update| F4Delete | F5auery | | |

Query Via
O ltem © Cat ™ Keyword [ Any

Previous Queries J J J J J

Item No |STOC K00369780B Cat Ref No

Equipment| iPad?2
Model No| 123456789
Manufacturer| Apple

Description

Subject
Call Number| IPAD12 EQ EQ Call Set|PHIL
Description

Copy No [ Convert |

I mmmdlmem
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CUSTOMISING THE STOCKITEM TABLE

Once the Stockitem List has been displayed, the columns can be moved by stretching from the
heading:

e Click the heading just on the line until an icon displays with the two arrows — when this
displays the column can be dragged and dropped where required

& Stockitern List - 27 rows = @
Main Table XReferences File
Seq Title Author Call Mo Form Stats |On| Due |Rsv|Perm| Process |On Series Process Date Ec =

Log Back Loc Ord

1 i i : :

2| Exploring nature in forests, wi Recher, Harry F. i 574.994 BK {ANF iN 0 CHEL: N iG78-0-T301-0 19
3| Harry Potter and the chamberi Rowling, J.K. F ROW BK PANF Y (21/03261 CHEL MW i978-0-T475-3 15
4 | Harry Potter and the chamber; Rowling, J.K. F ROW BK :J ¥ L10/0802E2 BELM M :5978-0-T475-3 15
5| Harry Potter and the chamber; Rewling, J.K. F ROW BK :J N 0 CHEL: N i978-0-7475-3 19
6| Harry Potter and the chamber; Rowling, J.K. F ROW BK iJ YO LO070TI2E0 CHEL M 978-0-7T475-3 19
7 | Harry Potter and the Deathly £ Rowling, J.K RO B 0 CHEL

The Stockitem List columns themselves can be set permanently on the Supervisor Installation screen:

1. Go to Main > Supervisor > Installation — Stockitem tab
2. Locate the Order of columns to display within Stockitem setting
3. Type the fieldnames for the columns you wish to have displayed first — for example:

STK_LINE6, STK_LINE1, STK_FORM, STK_STATS_CODE

4. Click the F3 Save button when complete

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

S Installation - STAFF at Chelsea Library (UM DE v5.3) o] @ [
Main LibraryMenu  Installation
F3 Save F5 Query
All | Borrower | Catalogue | Circulation | Stockitem System Other ‘
DEFAULT
Description Walue -

Default ltem Farm BK

Default ltem Stats Code

Delete a stockitern memo when it is ###5 days old 9999

Deprec. tems on straight line basis Y

Description of Stockitem Convert Value Copy Mo/ Caonvert

Deascription of Stockitem Description Description

Description of Stockitem Process Process

Enter Item Line Mumbers to refresh on Cat Changes 12345

Keep History record of price changes Y

Order of columns to display within em K_LINE1, STK_LIME: K_LIMEG, ST

Show Memos in Stockitem automatically (YN iN

TITLE IN LIST

COLUMN NAME

TITLE IN LIST

COLUMN NAME

Title

STK_LINE1

Volume

STK_VOLUME

Author

STK_LINE2

Temp Location

STK_LOC_TEMP
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Call No STK_LINE6 Floor Location STK_LOC_FLOOR
Form STK_FORM Item No (barcode) STK_ITEM_NO
StatsCode STK_STATS_CODE Convert Val. STK_CONVERT_VALUE
On Loan? STK_IS_ON_LOAN Description STK_DESCRIPTION

On Order? STK_IS_ON_ORDER Borrower barcode STK_BOR_BAR_NO
Reserved? STK_IS_RESERVED Borrower Name STK_BOR_NAME

Due Date STK_ISS_DUE ILL Supplier STK_ILL_SUPP

Perm Location STK_LOC_PERM ILL Renew STK_ILL_RENEW
Process STK_PROCESS ILL Due Date STK_ILL_DUE

Edition STK_EDITION Call Set STK_CALL_SET

Stockitem Search Defaults

It is possible to set the Stockitem screen Query Via search defaults which display when the screen is

first opened — for example: some sites may want it set to Item, some to Keyword. This depends who

logs into the Amlib client.

To set the default:

@ Stockitem - STAFF at Chelsea Library (UM DB v5.3) =] @ ==
Main  Application [tem XReferences Eile
F1 Clear | F5 Query | | |
Query Via
S | B " Item ¢ Cat ™ Keyword [ Any
em No at Ref No
Previous Queries j J J J J
Title
Author

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

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

3. From the menu, select ActualMainMenu > Stockltems > QueryDefaults
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ViewingMenu | ActualMainMenu | CurrentUserMenu

Base 3
Authorities 4
Borrowers 4
Catalogues 4
Circulation 4
Finance 3
Orders 3
Periodical 3
Reports 3
StockItemns 3
Supervisor 4
Debt Collection Interface

Default via keyword item query

DisplayFile
History

ReadOnlyQueryMode

Reservations
Stockitern
StockiternAuto
StockiternForms
StockiternStats
StockiternCOrigins
StockCallsets
StockDisplayTags
StockExternallibs
StockFormBor
StockFormVal
StockKeyword
StockloanTypes
Stocklocations
StocklocFloor
StockMemos
StockProcess
StockStatsGroup
StockWandChange
StockTakes
Stoplist

Where...
QueryDefaults

KeeplastSetting

—OueryByltem

QueryByCat
QueryByKeyword

QueryAllKeyword
Kanuord OB ARID

Keyword ANDOR
Keyword ANDAND

4. Select the current QueryBy option —the Menu Chosen will display to the selected QueryBy

option — for example: Stockltems.QueryViaKeyword

5. Click the red - button — this will delete the option from the CurrentUserMenu list

6. From the menu, select ActualMainMenu > Stockltems > QueryDefaults and the new
QueryBy option —the Menu Chosen will display to the selected QueryBy option — for

example: Stockltems.QueryVialtem

Sodemscumaen
e

7. Click the green - button — this will add the option to the CurrentUserMenu list

8. To check the new settings, go to the CurrentUserMenu and ensure only one of the QueryBy
options is selected (we recommend also having the KeepLastSetting option selcted as well).
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S User Security - STAFF at Chelsea Library (UM DB v5.3)

ViewingMenu  ActualMainMenu | CurrentUserMenu

Base 3 hitstony
Menu Chosen | Stockltemns.Ch Authorities , DisplayFile
S Borrowers 5 ReadOnlyQueryMade
Reservations
Catalogues >
Copy From... Circulation > dzddmm
D Finance 5 StockitemAuto
Pushbutton Pen Orders 5 StockitemForms
Periadical 5 StockitemOrigins -
Use the ViewingMenu to v Reports 5 StockitemStats
related to the Meni - , StockCallSets
All Red buttons on the re Supervisor » StockDisplayTags
signifies to the Operator th . StockExternallibs
Tom e T T, (Ereem o) Debt Collection Interface 3
StockFormBor
the Operator can use the button.
{ StockFormVal
To change permissions click the button from StockKeyword
Red to Green or vice versa. Ac
StockLoanTypes
StockLocations
— StockLocFloor =

StockMemos KeeplastSetting
StockProcess QueryByltem
StockStatsGroup QueryByiat
StockTakes QueryByKeyword
StockWandChange QueryAllKeyword
Set stockitem defaults for queries StopList Kevword ORAND

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

STOCK CALL SETS

Setting up of Call Sets is completely optional. It enables items within a particular call number range
to be easily linked together for reporting and retrieval purposes. It's a great method of keeping
detailed ‘holdings’ information of your library collection. For example check on the number and value
of Science items received in the current Financial year. Call sets work only with numeric values in
Line 6 of the Stockitem.

Once the Call Sets are established it is possible to quickly search or report on Call Sets using Main >
Reports > RepStockitem, rather than having to specify a separate call number ranges. All new items
will be given a Call Set if the Line 6 Call Number has Numbers

To setup Call Sets:

1. Launch the Amlib client

2. Go to Main > Stockltems > StockCallSets — Stock Call Numbers screen will display

User the F1 New (or F2 Insert) button to enter ranges
Enter a Range ID Code — code up to 8 characters
Enter the Call From - beginning Call No (Greater or equal to this call number)

o

o Enter the Call To - ending Call No for the range (Less than)
o Enter the Description for the Range ID
4. Click the F3 Save button when complete
5. Click the F7 Set button to set all the items to the Call Sets defined in the table
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@™ Stock Call Numbers - STAFF at Chelsea Library (UM DB v5.3) =] @ [
Main  Application
Filew | F2insert| F3Save | FaDelete | FSquery| Feprint |  F7set
Stock Call Number Ranges
These are set by for all locations or just current group if applic.
Range Call From Call To Description 2
Id ( Greater or Equal ) [ Less than ) I
GEN 000 002 Generalities
COMP 003 006 Computers
DICT 019 019 Dictionaries
LIB 020 030 Libraries
ENC 030 040 Encyclopaedias
GEN 040 100 Generalities
PHIL 100 200 Philosophy & Psychology
REL 200 300 Religion
sSOC 300 370 Sociology
EDUC 370 380 Education
COMM 380 390 Communication
CUsT 390 398 Custom & Folklore
FOLK 398 399 Folklore b
MUK
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CREATING MASTER/SUBSIDIARY ITEMS (KIT LOANS)

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

Example 1: Videos with Multiple Programs

Title: ABC for Kids SUBSIDIARY ITEMS

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

f

MASTER

Example 2: Kits

SUBSIDIARY ITEMS

e Teacher’s Guide Book
e Video

e 24 plastic animals

e Sound cassette

e  Worksheets

e Game

20’ e 087 on
s S\

ese~

(
!
!
!

L P ————

400, > 900 " 000 \0r

‘00”7  "ee0s. 0600 suv. 000F.v. 0000”7 _ eeee’ _

L .  NF __NF \J7

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

Creating a Master Record

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

3. |Ifyou are creating a new stockitem: Enter the barcode that you wish to use for circulating the
loan. If the item is a kit or box, scan the barcode into the Item No field. Otherwise, just do a
F5 Search in the Stockitem module to locate the item which you would like to be the Master
Item

HINT: A description relating to the item as a Master can be added to assist in listing Master Items.

4. From the menu, select XReferences > SelectAsMaster:
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Description

Ii

Return Chute Item
AddltemToReservelist

i Stockitem - STAFF at Chelsea Library [ @ ==
Main  Application Item File
FiClear | F2mnsert | Autharity F6 Table F7 << Fec | Fe> | R0 |
Borrower Query Via
OtherBorrowers " Item " Cat ™ Keyword [ An
Item No -!:':-IENE! 32000 v v
Catalogue P . 1 2
Previous Queries - -
— Order Records
Title| ABC for Periodical Records
Author Stockitemn
Publisher| ABC vid -
0| DISSUES
SETi Issue [tem 5T2 1991
Subject Renew Item
Call number| VIDEO | farirm frerm Sts Code|JviD [ Form |vi [ Call Set]

Copy No [ Convert |

LDC?:::; Im - Floor | Origin/Source ’—
G W Loe Createlink llert m Process | |
(YIN) CurrentMaster
Received [22/01/13 = =" joned |22/01/1997 CurrentCost 2450
Group MI Belatedltarms
ILL Library: RemoveAsMaster ue: ITEMTYPE: N MEMOS: 0
Onloan M Due OnOrder N Res 0 Seq Set ?Size
Last Modified 221011997 11:22:54 AM by CATE Issues 16 * 2 200
Select this record be a Master for subseguent selection (Type M) | NUM

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

Select As Master

X5

| The Itemn has been selected as Master.

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

to M (Master):
mmos; 0

ILL Library: ILL Ren: ILL Due:
——— .
OnlLoan N Due OnOrder N Res0 Seq Set 78ize
B 4 21 200
Last Modified  22/01/1897 11:22:54 AM by CATE lssues 16
Process Information Date | MUK

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

It is then possible to link other items to this Master Item. You can either create a new
stockitem record (attached to the same catalogue record), or use F5 Search to locate the
stockitem in question (which can be linked to the same Catalogue record — or a separate
record if you would like it to be searchable as a unique entity).
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9. Once the stockitem to be linked is displayed on the screen, from the menu, select
XReferences > CreateLink — a prompt will then display, asking you to confirm the Link this
Item with the Current Master:

Create Link 23

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

Create Link @

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

" Stockitemn - STAFF at Chelsea Library (=] @ |23
Main  Application Item XReferences File
F1 Clear | F2 Insert | F3 Update F4 Delete F5 Query F6 Table F7 << F& < | F9 > | F10 >> |
Query Via
Item No Eﬁ‘ﬂ:ﬁ Cat Ref No 34787 S

Previous Queries ﬂ ﬂ ﬂ J J

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

Call number| VIDEO WIG [StsCode|oviD  [Form|wi  [Call Set]
Description

Copy No [ Convert |

Location
Perm |CHELSEA Temp |CHELSE.¢‘& Floor | Origin/Source
b IE??NI-; W Loan Type Opac? |7 Alert m Process | |

Received |24/09/1998 ﬂ ﬂ Accessioned |01/01/1996 Current Cost | 24.95

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEMTYPE: S MEMOS: 0
OnLoan N Due OnOrder N Res0 Seq Set 73Size
2 3 200
Last Modified 240911935 12:00:00 AM by TREVOR Issues 0
Process Information Date NUM

Circulating Linked Items

e  When borrowing out linked Items, only the Master Item will display in the Issues module:
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w Issues - STAFF at Chelsea Library Tuesday, 9 August 2011 1142 AM =] @ ==
Main  Application Borrower [Jtems Print
FiClear | F3RenewAll| F4Bor? | Fsltem? | F6 AdStyle | F7 BookMark | FBMNewlssues | F9lssues | F10 Statement |
v Show ltems
|BBBBB Name Potential Charges | $0.60
A Jok [CHELSEA | Smith
Type Status Locn Ms il J B
al. |$0.00
Group Class | | |— ¥
[ENG | (0861047200, 2/298 Selby Street, Osborne, WA, 6 Memos |0 Loans |3
Form Rsv Title | Author / Call Ho Item No Due Back T.Loc P.Loc Ren
BK i 0 :4.50 from Paddington / Agatha Christie / G 980215342 29/07/2011 :CHELSEA CHELSEA 1
BK ¢ 0 |Doctor Who and the auton invasion / Terr 980387259 29/07/2011 i CHELSEA CHELSEA 1

! ABC for kids Volume 2 Video hits | VIDEQ : { 23] iC :CHELSEA

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

Do you want to issue just this item?

Item Alert B

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

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

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

items):
& Stockitem List - 5 rows = @
Main Table XReferences File
Seq Title Author Call No Form Stats |On| Due |Rsv|Perm| Procezs | On Series Process Datg Ec

Lod Back Loc Ord

1A
2| Big red car [videorecording] / i Wiggles (Band) WIDEC'WIG (W1 IVID Y 2308260
3|4.50 from Paddington / Agathg Christie, Agatha, 1€ PB CHRI BK iPB YO P2807260 N 1978-0-00-815 19
4 | Doctor Who and the auton invi 0426112954 Dicks, } JPB DICK BK [JPB Y 1290070260 N iDoctor Who 19
I 5| Australia [Map] / dezigned by | Australia. Division ¢ 912 BK ANF Y 23082¢0 N

e To check the Master of any Stockitem with an ITEM TYPE of S, from the Stockitem module
menu, select XReferences > CurrentMaster — the following prompt will display denoting the
current Master record:
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Current Master @

'0' 'ABC for kids Volume 2 Video hits' is the current Master record.

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

& Stockitemn List - 3 rows = @
Main Table XReferences File
Seq Title Author Call No Form Statz (On| Due |Rsv|Perm| Process |On Series Process Datg B¢ =

Loa Back Loc Ord

BK (ANF N 0 iCHEL N

3 | Big red car [videcrecerding] / { Wiggles (Band) VIDEOWIZ VI (VD iN 0 CHEL N 19

2| Australia [Map] / designed by | Australia. Division

Returning Master-Subsidiary Items

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

1. Launch the Amlib client

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

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

Master Return B3

This is a Master Item . Return All Parts

4. If you are sure that all items are present, click the Yes button (otherwise click the No button)
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5.

If you clicked the Yes button, the returned item will display in the Returns screen:

ﬁ Returns - STAFF at Chelsea Library

Tuesday, 9 August 201112.27 PM

Main  Application Borrower [Item  Print
F1 Clear F3 Renew F5 Item
| B9988 Name . . ..
| A |ok |cHELSEA | Smith ltems on Loan | 2
Type  Status Locn
Group Class |M5 |Sarah |T Memos ’_
|ENG | | 0861047200, 2/298 Selby Street, Osbome, WA 6 Balance |$0.00
Form| Rsv Title / Author Item Nao Due Back |Renewed T.Locn
BK i 0 :4.50 from Paddington / Agatha Christie / CHRISTIE: 930215342 29/07/2011:1 CHELSEA
BK i 0 Nhao and the auton invasion ! Terrance Dick: 980387259 29107120111 CHELSEA

[tem

080263408

Stockitem Bar Code Entry Field

| NUM

6. To return only some parts of the box or set, click the No button — the Subsidiary Return

Check screen will display:

Subsidiary Return Check
930263408 ABC for kids Volume 2 Video hits

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

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

(sl

Process Code Alert ’_ Opac For Loan ’_
Memo Type | Text | Was attached to 980263408
Return ? | Add Memo 7 | Add Process ? Title Item No -
Y M M Australia [Map] / designed by the divisio: 73520
Y M M Big red car [videorecording] / the Wiggle 859044

Proceed as Indicated

Abandan this MASTER return

Cancel
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7. Use the list to check if all contents are present. If not, use the options on the screen (pictured

below) to process these items according to your library procedures:

FIELD

EXPLANATION/OPTIONS

EXAMPLE

Process Code

A process code can be
entered in this field to be
automatically added to items
with a Y in the Add Process?
column.

Alert If set to Y a message will A message will appear at the issues screen to indicate that
display at issues if the itemis | the item has a process code (see screen shot below). Click
checked out to another the OK button to proceed with the issue.
borrower, to alert the
operator to the Process Code
on the item.

OPAC If set to Y, the item will show If the item is missing, setting the OPAC to N will mean that
on the OPAC. library users will not see the item displayed and this will

prevent them from asking for an item that is not available.

For Loan If set to Y, this will allow the For missing items or parts of a set, this may be set to N to
item to be borrowed if stop the item from being borrowed until the process code is
presented at the circulation removed or the item is returned to its set.
counter.

Memo Type Information contained in A Memo Type of BULK LOAN may have been created and
these fields will determine the | selected in this screen.
memo placed on selected
items. A Memo Type can be The Text may include the details of the set that was

Text selected from the list of originally loaned out.

Memo Types. Additional or
alternative text can be added
in the Text field.

Return? The system will check If items are present, they can be checked in and those not
in/return any items with a Y in | present are marked with an N so they remain checked out
this column and undergo normal overdue processes. Alternatively, all

items may be checked in (mark items with a Y in this column)
and a Process Code may be used instead.

Add Memo? A memo will be added to A standard memo for bulk loans may be added to those

those items marked witha Y
in this column

items that are not present — to indicate what set they were
originally loaned in, and that the parts had not been
returned.

Add Process?

A Process Code (see above)
will be added to any items
with a Y in this column

Items may have a process of ‘missing part’ to indicate on the
catalogue that they are part of set that is now incomplete.

8. Click the green OK button at the bottom of the screen to process the items as indicated
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Subsidiary Return Check (=23

980263408 ABC for kids Volume 2 Video hits

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

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

Process Code [jSSiNG PART Alert ,‘r’_ Opac [y For Loan ’N_
Memao Type | KIT PART Text |tem was missing from the Kit. This item was missing from the Kit
Return ? | Add Memo ? | Add Process ? Title Item Mo -
w iN Y Y E|Austra|ia [Map] / designed by the divisici 73520
Y M M Big red car [videorecording] / the Wiggle 859044

Proceed as Indicated Abandon this MASTER return Cancel ‘

9. Items that were marked as Y for return will display on the returns screen:

&3 Retums - STAFF at Chelsea Library Tuesday, 9 August 2011 116 PM [=] @ ==
Main  Application Borrower [tern  Print
F1 Clear F3 Renew F5 Item ? F11 Res Slip
| B9gss Mame . . .
| A |oK  |CHELSEA | Smith ltems on Loan | 3
Type Status Locn
Group Class |M5 |Sarah |T Memos ,_
|ENG | | 0861047200, 2/298 Selby Street, Osbome, WA, 6 Balance |$0.00
Form| Rsv Title / Author Item Mo Due Back |Renewed T.Locn
BK 0 (4.50from Paddington / Agatha Christie / CHRISTIE; 980215342 200071201141 CHELSEA
BK i 0 iDoctor Who and the auton invasion / Terrance Dick: 980387259 29/07/2011i1 CHELSEA
BK : 0 :Australia [Map]/designed by the division of Nati / A 73520 23/08/2011:0 CHELSEA

10. If some items were marked as N for return, these will display as on loan to the original

borrower:
il Issues - STAFF at Chelsea Library Tuesday, 9 August 2011 1.18 PM (o] @ =
Main Application Borrower JItemms Print
FiClear | F3RenewAll| F4Bor? | F5item? | F6 Ad4Style | F7BookMark | F§MNewlssues | Folssues | F10 Statement |
v Show ltems
|BE]988 Name Potential Charges | $0.60
|A |oK |CHELSEA | Smith
Type Status Locn Ms Sarah J B
al. |$0.00
Group Class | | |— ’
[ENG | [0861047200, 2/298 Selby Street, Osborne, W.A., 6 Memos |0 Loans |3
Form Rsv Title [ Author / Call No Item No Due Back T.Loc P.Loc Ren
BK i 0 :4.50 from Paddington / Agatha Christie / G 980215342 29/07/2011 : CHELSEA CHELSEA 1
BK : 0 :Doctor Who and the auton invasion / Terr: 980387259 29/07/2011 : CHELSEA CHELSEA
| | BK i 0 :Australia [Map] i designed by the divisi | A 73520 23/08/2011 | CHELSEA CHELSEA o i
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11. Items that were marked with a Y for Process Code, will contain the corresponding Process in
the Stockitem record:

& Stockitern - STAFF at Chelsea Library

E=R(EcE 5
Main Application [tem XReferences File
FiClear | F2insert| F3update| F4Delete | F5Query | F6Table | | |
Query Via
ltem No |[EET) Cat Ref No 35033 ®lon @t GlTwed W

Previous Queries J J J J J

Title| Australia [Map] / designed by the division of National Mapping.
Author| Australia. Division of National Mapping.

Publisher| Queanbeyan, N.S.W.

Series/ISBN

Subject| Australia - Maps.

Call Number| 912 ANF BK

Description

Copy No ! Convert |

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

—_—
For I?'??"I; [N LoanType |  opac? [Y alert |[Y C Process [MISSING PAUsmsfznn
Received |19/05/1999 <] =|[5] Accessioned |01/01/1984 Current Cost  |30.00

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

F
Mernos for this Stockitem @
F1 New F2 Insert F3 Save F4 Delete F5 Query F6 Print F7 Modify
Show  Date End Date Type Memo Details BorBarMNoifap], =
Y i09/08/2011: 24M12/2038; KIT PART Was aftached to 980263408 This item was B9938
missing from the Kit. This item was missing from
the Kit

e When returning a linked item, if you attempt to return the Subsidiary Item rather than the

Master Item, the following prompt will display: This is a Subsidiary item. It cannot be
returned using its own barcode — the Master record must be returned.

Item Alert @

b This is a Subsidiary itern. It canneot be returned using its own barcode -
¥’ the Master record must be returned.
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Supervisor Settings

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

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

2. Select the Circulation tab

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

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

Main LibraryMenu  Installation

F3 Save F& Query
All | Borrower | Calalogue| Circulation Stockitem System ‘ Other ‘

DEFAULT

Description Value
Cwerdue items can be renewed without needing override permission (/M) :

Show subsidiary items when returning a master item (Y/N)

Show the ‘Borrower has read ... message up until #+# days 59999

4. Click the F3 Save button

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

Alternate Method

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

-
Memos for this Stockitem @

F1 New F2 Insert F3 Save F4 Delete F5 Query F& Print F7 Modify

Show Date End Date Type Memo Details BorBarMoifap] =

Yo i09/08/2011: 241 2/2038: KIT This kit contains the following items: (1) abc for
kids vol 2, (2) big red car and (3) map of australia.
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Delinking Items

e To break the link: from the Stockitem module menu, select XReferences > BreakLink —a
prompt with the following message will display: The Item has been unlinked from ‘XXXX’

Unlink (=5

:] The Itermn has been unlinked from 'ABC for kids Volume 2 Video hits'

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

SETTING UP FLOATING COLLECTIONS

It is possible to set certain Stockitem Stats codes or Form codes to be set as a Floating Collection.

These Floating collections can be set in either the Stockitem Form Code table or the Stockitem Stats
Code table. It does not matter whether your system is set to loan by Form code or Stats code. This
function will only work when the item in question is currently out on loan and then is returned.

From Stockitem, Application, Stockitem Forms change the value in the Floating? Column to a Y if this
code is to be included as part of a Floating Collection.

& Form Codes - STAFF at Senior Schoal
Main  Applcation  ‘Window

Fillew | F2insert | F3Save | FiDelete | F5Ouery | FePrint | F7Loan | F8 Validin| F3Display

Form Description Allow Floating Cat Def e
Loan s Defined
AFL | Author File ¥ ' N
AUB | Audio Book Y N N
~AUD | Audio Y N N
..... _—
BKO | Book - Oversize ¥ P N
v BOX |Box ¥ (v ) N
ch | CD Y N N
CDR |COROM Y N N
R o Yo o B
DVE |DVD and Book set Y N N
DvD | DVD Y N N
..... e T T T TR TR
GAM | Game Y N N
"~ GUI | Guided Reader Y N N
" HPH | Headphones ¥ N N
KIT | Kit ¥ N N v
UM
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Floating Locations can also be set to the Stockitem/Stats codes

& Stats Codes - STAFF at Senfor School

" Issues - STAFF at Senior Schoal

Main  Appbcation  Bomower  Jtems  Print

Main  Appdcation
Fillew | F2insert | F3Save | FaDelete | FSouery |  Fé Print F7Lloan | F8CatDet
Stats | Allew Floating Stats /| Collection Price Cat Def .
Code | Loan 7 Description Group Defined
Code
AV A /_H\ AV NF N
F_ [y v ¥ N Ty
HF ¥ N~—H _~|NF HF H
PER A i H PER HF H
REF Y N |REF NF N
VF L H VF HF H
|
[

Wednesday, 11 January 2012 5.05 PM [= | = |[X]

FiClear | FiBenew All | F4Bor 7 | Fihem? |  FéA4Style | FTBookMark | Fillewlssues | Filssues | F18 Statement |
W Show It
|224 Hame Potential Charges | $0.00 vowe e
i1 Jok 'SENIOR |Abbort
Type  Status  Locn | |Sophie
Group Class
[RMs4JCOCKS  [D Memos [0 Loans [1

Tithe | Anithaor [ Call No

fem No

D Back T.Loe P.Loe

19692

11012012

JUNICR

JUNIOR

When the item is initially borrowed the Permanent and Temporary locations display showing the
current Permanent Location
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& Stockitem - STAFF at Senior School
Man Appbcation [tem XRefererces Fle

FiClear | F2insert| FiUpdate| FeDelete | FSOuery | FoTable | /- | oo | oo | rwo- |
Query Via
Item No |55 Cat Ref No 33575 B e e
Previous Queries _1| _ij _’l .‘ij _I
Title| Art 102,
Author
Publisher
Series
Subject
Call No| ART 102 [Sts Code] NF [Form JBox [Call Set]PHiL
Description

Convert Val I

Location
Perm ISENIOR Temp ISENIOR Floor [ Origin/Source |
For Ii;fu'; rY_ Loan Type Opac? W Alen W Process | |

Received |22/03/2004 :] _.J[g Accessioned 221032004 Current Cost  |0.00

Group |JUN
ILL Library: ILL Ren: ILL Due: ITEMTYPE: M MEMOS: ©
Onloan Y ABBOTI, SOPHIE Due 119012012 11:59 PN OnOrder Il Res @ Seq Set ?7Size
Last Modified 11012012 5:04:27 PM by STAFF lssues 1 L . i
Temporary location | NUM

However, on Return of that item the Permanent and Temporary locations then display for the Library
location of Return. No prompts display.

% Returns - STAFF at Senior School

Wil [BRT [SENioRTT  [ABbem T vems on Loan IO
E{ﬁp =E o [sepe — [¢ Memos [
3 _ Balance -

Farm Ry Title J Author Ham Mo Due Back  Renewead T.Locn

Stockilem Bar Code Enlry Fisld MNUM

The Stockitem has the Permanent and Temporary Location set to the Return Location
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STOCKWAND CHANGE

This facility is used to define a set of changes and apply those changes to all items:

1. Individually from the Barcode (select Start and begin wanding the Item Numbers) [F6]
2. From a File [F7]

3. From a Saved Where Search [F8]
Stockwand Change — setting Values to change

1. Launch the Amlib Client
Go to Main > Stockltems> StockWandChange — the Stockitem Wand Change screen will
display

3. Choose the Column to Change box 1: select a parameter — for example: Process

4. Type the new Value into box 2

Please Note: A list of codes can be accessed from box 2 by entering a full stop and pressing the Tab
key on your keyboard. The Special button can be used for assigning Date ranges using the Current

Date which can be very useful.

i Stockitem Wand Change - STAFF at Library g
Main  Application
F1 Clear | F2 Insert F4 Select | Fé Start FT FrFile F8 Frivhre
1 Choose Column to Change 2 Type the New Value and Press Paste
Date Accession ~ OR Press Special Past
CurrentCost | psie
Process Date
Call Set Reference
Last Stock Take
Item Crigin
Item Loan Code
Title bt
Update Description: Delete
Column New Value
Process = INPROCESS
For Loan (Y/N} = Y
Alert Oper {Y/N} = Y
Show Opac (YN} = N

Item No Last Changed
By

MUk

5. Click the Paste Button

6. The values to change will display in the Columns at the base of the screen
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Using the Special Button

Useful for selecting the Current Date and perhaps minus (or Add) a number of days of Months.

1. Click the red Special button — the Update prompt will display:

Update

1

Process Date = Wednesday, 19 Oct 2011

Current Date

Start of week
Start of Month
Date Received
Date Accession
Frocess Date
Last Stock Take

J Days
J Manths

FPaste | Cancel |

2. Select/enter your date parameters
3. Click the Paste button

Executing the Changes
The Changes can be applied in one of 3 methods:

1. Individually from the Barcode:

a) Click the F6 Start button — the Start prompt will display containing a confirmation

message:

Start

‘_\_‘_.
' 1. Process bo'IN PROCESS'
2, For Loan (M) to
3. Alert Oper (/M) ko
4, Show Opac (M) to '’

Proceed with Stock Wand Change?

9 The following changes will be made to all wanded Stockitems, Change:

b) To proceed, click the Yes button

c) Begin wanding the Items into the Item No field for the changes to be applied
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2. From a Saved File:

a) Click the F7 FrFile button —the Stockitem Saved Query Results screen will display

b) Highlight the relevant File (saved previously) and click the F9 Select button — the Mass
Change from file prompt will display with the number of items to change defined as
well as the File selected:

Mass Change from file

<P The 60 Stockitems in the 'gardening' file will be Mass Changed. Change:
-

o

' Process to 'TM PROCESS

For Loan {¥/M) ta '

Alert Oper (M) to '

Show Opac () Eo '

== B R =

Proceed with Mass Change Fron file?

c) Review the message and if the information is correct click the Yes button to proceed
d) A prompt with the following message will display when complete:
The XX Stockitems have been Updated.

Mass Change

\lj) The &0 Stockitems have been Updated,

3. From a Saved Where Search:
a) Select the F8 FrWhere button — the Saved Queries screen will display

b) Highlight the relevant saved Where Search (Saved previously) and click the F9 Execute
button — the Mass Change from Saved Where prompt will display with the number of
items to change defined as well as the Where Search selected:

Mass Change from Saved Where

<P The 194 Stockitems Found using the 'COST OF 0 ' Saved Where Search will be Mass Changed. Change:
-
o
' 1, Process ko 'IN PROCESS'
2, ForLoan (/M) o'y
3. Alert Oper M) to Y
4, Show Opac (Y1) o'W

Proceed with Mass Change from Saved Where?

c) Review the message and if the information is correct click the Yes button to proceed
d) A prompt with the following message will display when complete:
The XX Stockitems have been Updated.

Mass Change

\lj) The 194 Stockitems have been Updated,
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Saving a StockWandChange
A Stockwand Change can be saved for future use:

1. With the Stockwand Change parameters displayed click the F2 Insert button — the Saved
Stock Wand Changes screen will display:

Saved Stock Wand Changes

F3 Save ‘ F5 Refresh ‘

Lipdate Description Crwener i
Closed Reserve - Items to be made Loan type of CR
Closed Reserve - Items to go hack to normal shelves STAFF
Display - iterns to be Mot Far Loan and Floar Location of DISPLAY STAFF

Type a description of the Update Clause, then press Save.

Change lterms to be an In Process Code and Current Date

2. Type a Description in the field at the bottom of the screen

3. Click the F3 Save button
Reusing a StockWandChange set of Parameters
1. Go to Main > Stockltems> StockWandChange — the Stockitem Wand Change screen will

display
2. Click the F4 Select button — the Saved Stock Wand Changes screen will display

3. Highlight the required StockWand Change
4. Click the F9 Select button

5. The parameters will display where the items can be selected by wanding, from a File or from
a Saved Where search

MASS ITEM CHANGE

Create a Saved File of Items to be Changed

1. Launch the Amlib client
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2. Select Main > Stockltems > StockitemWhere — the Stockitem Where Search screen will open

3. Set the Where statement to search for the items you wish to change — for example: Form = BK

4. Click the Paste button

%3 Stockitem Where Search - STAFF at Chelsea Library E]
Main  Application
FiClear | F2Insert Faselect | F50uery | FéCount | F7otoFile| F8order
1 Choose Search Column 2 Choose Operator
Subject 2 CLKE CUkeE  CIN O
Call Number
Vol (v = " #
Ed
i < i = i > i =
Sts Code - =
Form
Call Set Reference
Description

Copy No / Convert
Location Perm
Locn Temp OR Press Special
Floor
Origin/Source |BK
For Loan {Y/N) s

3 Type the Where Condition and Press Paste

Paste:

CGuery Description:

{ Column Operator Where ) Delete

Form; = iBK

1]

=
C

5. Click the F7 QtoFile button - this will open Stockitem Saved Query Results screen

Stockitem Saved Query Results
Fitlew | F2Empty | F3Save | FaDelete | F5auery | Foprint | FTCopy | FePaste | Foselect |
Sort & Asc Desc Operatar: |STAFF j

Details Allow ather Gty Last File o
operators to Updated Mo
access this file
i)
= |Form Codes BK Changes by 0 22M 02010 5:56:28 PM j

6. Click the F1 New button

7. Inthe Details column type in a file name — for example: Form Codes BK Changes
8. Click the F3 Save button

9. Then click the F9 Select button — this will place all the stockitems into the file

10. A pop-up will appear, telling you how many items were saved into the file

Last Updated: 25 February 2013
Page 101



Amlib Item Processing Manual

P o

Saved File Count

L]
\l) The 'FORM CODES BE CHANGES' file contains 4148 stockitems,

11. Click on the OK button

Mass Change the Saved File

1. From the Stockitem screen main menu, select File > DisplayFile

@, Stockitem - STAFF at Chelsea Library (=]
Main  Application  Item XReferences  File
F1 Clear | | DisplayFile | | |
DisplayCatFile
QueryFileContents Query Via
ftem No “7 QueryIntoFile T Jtem © Cat ™ Keyword | Any
QueryhiotInFile Drovdane Aenrine < | | | | |

2. The Stockitem Saved Query Results screen will open

Stockitem Saved Query Results

Fitlew | F2Empty | F3save | FaDelete | F50uery | FéPrint | F7Copy | FoPaste | Fo select |

Sort & Asc Desc Operator.  [STAFF -
Details Allow ather | @y Last File |#]
operatars to Updated Mo
access this file

(Vi)

3. Highlight the Saved File created earlier and click the F9 Select button — this will display the
items in a Stockitem List
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4. From the main menu, select Table > MassltemChange
& Stockitem List - 200 rows - Form Codes BK Changes @
Main  Table xReferences File
Seq AddToReservelist Avthar Call Ma Form Stats |(On| Due |Rsv |[Perm | Process | On Series Process Date Eclit|# |
ChangeDueDates Loa Back Loc Ol
E MassItemDeletion aan, Tana {E HOBA i M ‘o U : 196
24| MassMemoltems 7O6 336 OME (BK PAMF iR ] M 978-0-BT0-56 199
3[7]  MassMemoDelste iy, Wl FIE4T WANGEEK (ANF N o R 975-0-945776 188
4|7 MassliemChangs te, Alisan F55.041 ROSEBK (ANF M o N 97E-0-73I6-0 198
5|1 ContinueQuery  F11  wart,wWhitney §J294.3 STEWBK PIMF N ] M {978-0-8225-4 199¢
£ fich, Watkin 99402 TENC (BK (ANF N o M iO7E-1-E7584- 190
71 Print F& Bpman, Don 994.02 CHAF (BK [ANF N 0 M {978-0-7269-1 198
5|z  Report F? irke:, Arthur ©. (2 &F CLAR BK iAF N ] Mo i978-0-248-11 195;
gz Sequence _rke, Arthur C. (& AF CLAR BK iA&F M i} M OTE-0-246-13 19
10/ 4.50 from Paddington / Sgaths Christie, Agatha, 18 PBCHRI BK iPB il o M O78-0-00-515 1949
5. The Mass Change of stock within a File screen will appear
6. Inbox select the field you wish to change
7. Inbox 2 type the new value for that field
8. Click the Paste button — this display the setting change in the table
Mass Change of Stock within a File
1 Choose Column to Change
CatRefMo » Foradvanced mass changes please see
Titla 1 Application menu/StockitermyandChange
Author )
Publisher EE
SerieslSEN i
Subject
CallMumber
wal
Ed
StsCode
Farrm hd
2 Typethe New Colurn Value
| viD|
3 Click......
Column Mewy alue )
Paste
v.
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Please Note: If changing a code you will only be able to enter pre-existing Codes. New codes must be

setup in Stockitem prior to attempting the Mass Change. If an incorrect code is selected then a

Select screen will appear, where you can then select a pre-existing code.

Select

Choose asc/desc and click

code or description to change v fsr " Desc
Code Description ad
ILP Laptop (TS)
I Manitar {TS)
IF imad
IPF: Printer {ITS)
LH Lacal Histary
MNP Mewspapers Special Lib's
PA Famphlets
FE Periodicals
RE Reference
RP Feports

and DYDs

9. Click the F3 Update button

10. A Stockitem — Mass Item Update popup will appear, informing you how many items will be

changed during the update:

P

Stockitem - Mass ltem Update

h__?/ IJpdate the 4148 items in the ‘Form Codes BE. Changes' file?

Mo
11. Click the Yes button to start the process
12. The stockitems will then be changed
i Stockitem List - 200 rows - Form Codes BK Changes @
Main  Table ¥References FEile
Seq Title: Authaor Call Mo Form Statz |On| Due Rsv | Perm | Process | On Series Process Date Edit| &
Loz Back Loc

Ol

1

2 | Dally PER DOLLY (%1 iPER iM 0 M

3 | Strest Directory Brizhane REF 912843101 (AMF QM 0 CHEL M ETE-0-T261-4
4 | Ztar children's picture dictions WIE J4253.9223%1 LUNF (N 0 CHEL M O7E-0-907 264
5 | Cuoc Dai %ol Bong Dang Xus WIE J425992 1% LINF QN 0 HCHEL M E7E-0-909257
8| Turkey . Meles Guides 36T TURK %1 JAMF (N 0 CHEL M E7E-1-80365-
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STOCKITEM AUTOLINK

This facility allows a Global refresh of Stockitems according to the option chosen. The option is
selected from the table. This can be done on selected items from a saved file or against the database
by entering a Start and End of Unique numbers (e.g. 1 to 99999) entered.

Please Note: Ensure that you have recent Amlib backups prior to running Autolink. Many of these
facilities, though useful, are powerful and make global changes. They should be run in consultation
from Amlib Support and as directed. During the following step all users should NOT be using the
Stockitem Module for anything BUT searching.

& Stockitem Miscellaneous - STAFF at Chelsea Library E]
Main  Application

Item No | Catalogue Ref:

Line 1
Line 2
Line 3
Line 4 [ Val. Ed. |
Line 5

L= [Call Set |

Unique No: Convert
Options
[~ * Rebuild Keys using stock item data ( uses stock stop words )

[~ * Non Catalogued ltems Only ( Same as Rebuild Keys )
Iv * Refresh ALL ltems from catalogue { excludes Periodicals and Orders)

[~ Remove excess History ( Keeps required Number)
[ Change of Stats Period - issues, renewals , reserves by item

* ASKS FOR LINES {1 THRU 6} and options for volume / edition

Start |1 End |37345

GetFile | File:

LR
OPTION EXPLANATION
*Rebuild keys using This would only be used if the Stopword listing had been changed in
Stockitem data (uses Authority, Application, KeywordStoplList. Enter a range of Unique
Stock Stopwords) numbers to Rebuild (e.g. 1 to 100000). You will then be asked to enter

the Line Number (e.g. Line 1, Title, Line 4 Series) to Rebuild. Once this is
selected, the Rebuild will commence. A message will display indicating
the number of items Rebuilt.

*Non Catalogued items This would only be used for Stockitems with no Catalogue data, if the
Only (Same as Rebuild Stopword listing had been changed in Authority, Application,
Keys) KeywordStoplList. Enter a range of Unique numbers to Rebuild (e.g. 1 to

100000). You will then be asked to enter the Line Number (e.g. Line 1,
Title, Line 4 Series) to Rebuild. Once this is selected, the Rebuild will
commence. A message will display indicating the number of items
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Rebuilt.

*Refresh ALL items from
catalogue using (excludes
Periodicals and Orders)

Refreshes all Stockitems that are different to the Catalogue data. This
needs to be used with caution, as there may be a reason behind making
the Stockitems different (e.g. Primary Campus having different Call Nos.
to Senior Campus but sharing the same Catalogue Number). Enter a
range of Unique numbers to Rebuild (e.g. 1 to 100000). A message will
display indicating the number of items refreshed.

Note: Single items can be Refreshed from Catalogue from the
Stockitem, Item menu

Remove Excess History

Can be set to delete history entries from Stockitem records based on
Installation parameters.

For large libraries from time to time it may be necessary to delete
history records from the Borrower and Stockitem modules. The history
records contained within the stockitem history are directly linked to the
borrower history. Deleting the Stockitem ‘RETURN’ history also deletes
the corresponding ‘RETURN’ entry in the borrower history. Borrower
Types that have the ‘Keep History’ parameter set to ‘Y’ do not have
their READING history deleted in this process. The Stockitem History
Deletion Autolink function will only delete history records as
determined in Supervisor > Installation > Circulation > Keep the last
### History records

Change of Stats Period -
Issues, renewals, reserves
by item

Creates a new Statistics Period so that the new statistics can be
compared to the previous period. This history can be viewed in the
Stockitem /Item/ History menu. This needs to be used with Caution as
when run several times, the History can only be viewed for 2 periods -
Current Period and Previous Period. The possibility of checking what
has never been borrowed since System inception will be lost. Use only
under guidance of Amlib Support.

Get File

Enables the refresh to be restricted to a Saved File. When this is
selected, a list of Stockitem Files display where the relevant File can be
selected

Please Note: Facilities marked with an asterisk (*) will prompt for lines to be refreshed from

Catalogue

Run the Stockitem Autolink

1. In Amlib navigate to Main > Stockitems > Stockitem
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2. Select Application > StockitemAutolink
3. Inthe Options section tick the task to be completed

& Stockitem Miscellaneous - STAFF at Chelsea Library E]
Main  Application

Item No | Catalogue Ref:

Line 1
Line 2
Line 3
Line 4 [ val. Ed. |
Line 5

=t [Call Set |

Unique No: Convert
Options
[ * Rebuild Keys using stock item data ( uses stock stop words )

[ * Non Catalogued ltems Only ( Same as Rebuild Keys )
v * Refresh ALL Items from catalogue { excludes Periodicals and Orders )

I Remove excess History (| Keeps required Number)
I Change of Stats Period - issues, renewals , reserves by item

* ASKS FOR LINES (1 THRU 6 } and options for velume / edition

Start |1 End |37345

GetFile | File:

| MUM

4. To perform the task against the entire database enter 1 next to Start and 99999 next to End
OR to perform the task only on a saved file select the GetFile button

Start |1 End (999999

GetFile | File:

5. Select the Start button (note the and the End count will then refresh to the number of
records to be affected)

Start |1 End 999999 Start
GetFile | File:

6. Tick the lines that are to be refreshed. These are the 6 lines of the Stockitem screen and/or
Volume, Edition and Call Set fields. Only tick those Stockitem lines that are to be rebuilt from
Catalogue (note that the Remove Excess History option does not display this screen, all
others do)
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'Refresh | x|

Please selectthe lines to be
refreshed.

¥ Title

[ Author

[~ Publisher
I¥ 1SBL Series
™ Subject

[ Call Number

[ wolume
[~ Edition
r

Ok I Cancell

7. The process will then run, displaying the updates as it runs. This is a system intensive
process so avoid making any other demands on the system until it is complete

1

& Stockitem Miscellaneous - STAFF at Chelsea Library M

Item No |980159002 Catalogue Ref: 7530

Line 1 [ Reach for tomorrow / by Arthur C. Clarke.

Line 2
Line 3
Line 4 [wal. Ed. |
Line 3
Line 6 [Call Set |

Unique No: 6978 Convert

* ASKS FOR LINES {1 THRU 6 ) and options for volume / edition

st [T e 7 S |
et | e

Title: A history of Australia %l : 'The old dead tree and the young green tree' 1316-1335 with an epilogue § CMH. Clark. [ 130 records read| FUM

8. Atthe end of the process a message will display, indicating the number of items processed,
select OK
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o -1

ltem Rebuild

-
\14) 5427 Ttems Rebuilt,

REPORTS FOR STOCKITEM

Print using a Report

1. Inthe Stockitem List (or Borrower List), select: Table > Report F7 — the List Reports screen

will display:
275 List Reports EI =1 @
Stockitem Feview | Foorder |

Report Name Template Name -

 Author&Title &stktitl.qrp

Author&Title&Call &stktitl.qrp

g.ﬁuthur, Title, Call No and Form E&stklaca.qrp

éAverage counts by Stock Item Stats Code | 25TKAVG.QRP

Count by Date Published &STKPDC.QRP

Count by Form &stkis.qrp

Count by Form & Call Set dstkefes.qrp

Count by Form & Stats &stkefs.qrp

Count by Location, Form & Stats dstkelfs.qrp -

4 F

Caption |Weeding List

2. Select a specific style — for example: Author, Title, Call No and Form

3. Click the F9 Order button to select the sequence in which the items display — for example:
Title, Call No. etc

4. Use the Caption box to add a heading to your report — for example: Weeding List

5. Click the F8 View button to display the report
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@Report-‘u’iew E@
&l & <]

-

Weeding List 2710712011
Author Title Call No Form

100 years of Australian football 796.336 ON BK
Barrett, Norman. American football / Norman Barrett. 796.332 BK
Chapman, Garry Australian rules football / Garry Chapman J796.336 C BK
Coffey, Dennis. Coaching touch : the basic manual / [Dennis 796.332807 BK
Dickmeyer, Lowell A.  Foothall is for me ; photographs by Alan Qddi 796.332 BK
Namath, Joe. American foothall - a complete guide to playin 796.332 BK
Strevens, Steve. Bob Rose : a dignified life / Steve Strevens. 796.336092 BK

6. The print button can then be used to print the report

Saving a report to file

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

Table

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

3. Type Ctrl + C to copy them

4. Open up MS Excel or Word

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

" " r]r |
& SIOCHII SN ST NS _J Lj
Main Table XReferences File
Seq Title: Avthor Call Mo Form Statz |(On | Due  |Rsv | Petm | Process | On Series Process Date Edit
Loa Back Loz Crel
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A B C D E F G H I J K L M N
1 |Exploring Schafer, E 823/.914 BK INF N 0 CHELSEA Y Beacham's sourcebo 2000
2 |Harry Pott Rowling, 1JFIC ROW BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1599
3 |Harry Pott Rowling, J.K. BK i} N 0 CHELSEA Y 978-0-439-06486-6 (K 1599
4 |Harry Pott Rowling, J.K. BK i} N 0 CHELSEA AWAITINCY 978-0-439-14-Oct-10 1599
5 |Harry Pott Rowling, J.K. BK J N 0 CHELSEA AWAITINCY 978-0-439- 7-Dec-10 1999
6 |Harry Pott Rowling, J.K. BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1599
7 |Harry Pott Rowling, J.K. BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1599
8 |Harry Pott Rowling, J.K. BK i} Y 8/11/2010 0 CHELSEA N 978-0-439-06486-6 (K 1599
9 |Harry Pott Rowling, J.K. BK i} N 0 CHELSEA N 978-0-439-06486-6 (K 1599
10 |Harry Pott Rowling, JF ROW BK J N 0 CHELSEA N 978-0-439-06486-6 (h 1599

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

HOW TO FIND THE VALUE OF THE COLLECTION

Several templates can be used in the Stockitem Reports screen to determine the value of the

collection.

The choice of report will determine the Sort option. The one used in the example is by Form and
Stats.

1. Launch the Amlib client

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

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

Select Report Format @
Description Update| File Mame -
Entity
Average counts by Stock Item Stats Code M &STKAVG.ORP
Count by Date Published M &STKPDC.QRP
Count by Farm M &stifs.qrp
Count by Form & Call Set M &stkcfcs.qrp

&stkclfs.grp

Count by Location, Form & Stats

il
Count by Stats & Call Set M i&stkcscgrp
Count by Stats & Form M i&stkesfgrp
Delete ltem History (With Summary) Y &stkhisu.qrp
Full Dtls M &stifull.gqrp
List of items on loan by Borrower M &stkfbor.qrp
Med. Dtls M &stkbrf.qrp
Most Recent Return M ESTKMRR.QRP
Most Recent Return Email M

—

ESTKMRRE.QR

Preview Select | Cancel ‘

4. Highlight this report Count by Form & Stats (&STKCFS.QRP) and click the Select button

5. Type in a Report Description — for example: Value of the Library Collection

6. Click the F3 Save button

N éUsage Count = 5 Issues éUsage Count=5 E&STKHS.QRP

alue of the Library Collection :Count by Form & Stats |&stkcfs.qrp

7. Click the F7 Where button — the Stockitem Reports — Where screen will display
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8. The Where parameters will depend on what you want to list:
a. To report on the entire collection:
i. Select temNo from box 1
ii. Selectis not equal to (#) from box 2
iii. Leave box 3 blank

iv. Click the Paste button

Stockitem Reports - Where

1 Choose Search Column

2 Choose Operator

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

ﬂ Optional Multiple Brackets

)

{ Column Oper Where )

ltemMe {15 NOT: NULL

(1

b. To report on what has been received this year:
i. Select Recd from in box 1

ii. Select>=inbox2

Issue Date Due Back -

Issue Location B CLKE ¢ LKE (1IN o
Issue Date Issued r_ o) ==

ltemMo -

CatRef [l o< [l falne
Title -

Paste

Special |

ARD

iii. Type the date for the start of the year (for example: 01/01/2011) in box 3

iv. Click the Paste button

Stockitem Reports - Where

1 cChoose Search Column

2 Choose Operator

3 Type the WHERE Condition and Press PASTE QR Press SPECIAL

Issue Date Due Back -

Issue Location B CLIKE  LKE {IN o
Issue Date Issued r_ . =

ltemhlo -

CatRef [l o< & > falne
Title 7

| 0101201
ﬂ Optional Multiple Brackets j
{ Column Oper

Where )
(01012011 :

temMoi ==

c. To report on just one Location:
i. Select PermLoc from box 1

ii. Select=inbox2

Paste

Hd

Special

ARD
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iii. Enter the relevant Location code in box 3 — for example: CHELSEA or LIB

iv. Click the Paste button

Stockitemn Reports - Where

1 Choose Search Column 2 Choose Operator

Alpha Subject -

Alpha Call Number CLKE CUKE N O
Stats Code | G — ~

Form = *

< o< (-} o>
TemplLoc -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

| CHELSEA

ﬂ Optional Multiple Brackets j Special

LE

{ Column Oper Where )

(3 AMD

d. Click the F3 Save button when complete

9. The order will be fixed, so the F9 Order button should be greyed out:

#7 Stockitem Reports - STAFF at Chelsea Library

[E=E[Ech===
Main  Application

Frvew [l rzvoany J|_rs save ] rsvstets J| voavery J|_ro prmt Jr7wnere J_roview[J] v orce |

10. If you wish to view the Report before printing, click the F8 View button:
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Estkefs.qrp WValue of the Library collection 16/08/2011
Stockitern count by form and stats code.
Form BK
COUNT UMIG CAT ISSUES RESERVES REMNEWALS WALUE
AF 294 283 1 1 1] $8,314.75
ANF 77 75 3 4 1 $1,334.14
MNF 388 343 3 7 i $4,220.47
Form BK 759 700 7 12 1 $13,869.36
Form COB
COUNT UNIQ CAT ISSUES RESERVES REMEWALS WALUE
MNF 2 2 0 1] 1] $0.00
Form COB 2 2 0 0 0 $0.00
Form DBD
COUNT UNIG CAT ISSUES RESERVES REMEWALS WALUE
MNF 1 1 0 0 a0 $25.50
Form DBD 1 1 0 0 0 $25.50
Form GAM
COUNT UNIC CAT ISSUES RESERVES REMEWALS WALUE
MNF 1 1 0 1] 1]
Form GAM 1 1 0 0 0
Form URL
COUNT NG CAT ISSUES RESERVES REMEWALS WALUE
MNF 1 1 0 0 i $1.00
Form URL 1 1 0 0 0 $1.00
Form VID
COUNT UNIG CAT ISSUES RESERVES REMEWALS WALUE
AF 18 18 0 ] 1] $894.40
ANF 7 7 0 ] 1] $167.88
MNF 9 9 0 0 a0 $63.45
Form VID 34 34 0 0 0 $1,125.73
GRAND TOTAL 798 739 7 12 1 $15.021.59

11. Once the first page is displayed, click the print icon to send the report to the printer

12. Alternatively, click the F6 Print button to schedule the report, and select Application >
RepStartSchedule from the menu (the Scheduler must be active in order for the scheduled
report to print)

All the reports give details of:
e Total of items in each category (Count is the No of Stockitems) Unique Cats is the Count of the
No of Catalogues referenced by the Stockitems) — for example: there may be one Unique

catalogue that has 16 Stockitems referenced

e Total number of Issues, Reserves, Renewals and Value

e Grand totals for all locations
REPORTS THAT GO TO EXCEL
There are several MS Excel report templates available which can be used to save to a Windows file.

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

1. Launch the Amlib client

2. Go to Main > Reports > RepStockitem — the Stockitem Reports screen will display
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3. Click the F1 New button — the Select Report Format screen will display

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

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

7. Highlight the report and click the F7 Where button — the Stockitem Reports — Where screen
will display

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

10. Highlight the report and click the F9 Order button — the Stockitem Reports — Order By screen
will display

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

12. Click the F3 Save button

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

e ’
| HEPONLSTEHEC e d

The Repart Scheduler allows yau o
print, e-mail and save reparts 1o a file.
Flease choose which ofthese tasks
vou want the Report Scheduler to
perform.

[ E-mail

¥ Saveto File

Ifa reportis scheduled by anaother
user do you still want to print it?

™ Yes &+ Mo

QK | Cancel ‘

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

r

it \3
Fram Ta

+ Database " Printer &

" Guery File -

Frequency Schedule

& Qnce Only First Print Date | 0911272010
" Daily First Print Time | 2:30 AM

# icelly & al C Page

" monthly

» i Copies |1 [~ Draft
days [ Overwrite Saved Files

Selected Printer

| e
QK | Cancel ‘

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

| HEPONi S avEs Jj
Save in: |@ Desktop j & 5 BB

Iy Documents {g2)sharteut ko DebrCollection
_-f 1y Cormputer |5 %-Documents

€My Metwork Places

Ifor upload

| Jkalamamunda

|[JR.epwin

File hame: |harry|:
Save as type: | Text Document j Cancel

17. Save As options:
a. Tosave it for a Word document, leave the Save as type: as Rich Text Format (RTF)
b. To be able to open it in Excel, change the Save as type: to Text Document

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

19. If you’ve saved the report to open in Excel (Text Document) then you will need to follow
these steps so it is displayed correctly:

a. Open MS Excel

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

c. The Text Import Wizard will open
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eI poTiSiZard S e RO TS Jj
The Text Wizard has determined that vour data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

Criginal data bype

Choose the file tvpe that best describes your data:
- Characters such as commas or tabs separate each field.

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

Skart import at row: |1 File arigin: windaows (aMSI)

Preview of File C:\Documents and Settings!John PrenticeiDesktoplharryp bxt.

axstkeosv. grp Stock Details |
tem ho , Item Title, Author, Call Mo, Form, Stats, Location, Floor, Cos

1
[z
ETOCKOO2522830E |Harry Potter and the Chawber of Secrets f by J.E. Bowling
TDCKUDSSS?S‘;BIHarry Potter and the Chamber of Secrets f by J.K. Rowling

(e (oo )

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

f. Click the Next button and then the Finish button

| UEXIN Y POTIS it ST SO jj

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

Delimiters

[J1ab

Semicalon [] Treat consecutive delimiters as one

Text gualifier:

[ space
Other: ||

Data preview

sdxsthkosv.grp Stock Details (CE
tem no , Item Title, Author, Call Mo, Form, Stats, Location, Floor, Cost
TOCEOOZ&E2820E
TOCEQOO365754E

[ Cancel ]’ < Back. ]’ Mext = ]’ FEinish ]

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

A B C D E F G H | ]
&xs‘tku:sv]:q_ o Stock Details (CSV) - Harry Potter Books 9,/12/2010

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

1
2
3
4 |STOCKOO3 Harry Pott illustratic Rowling, JF ROW  BK
5
6
7

1 CHELSEA 35
STOCKDO3 Harry Pott illustratic Rowling, J.K. BK J CHELSEA 35
STOCKOO3 Harry Pott illustratic Rowling, J.K. BK J CHELSEA 35
STOCKDO3 Harry Pott illustratic Rowling, J.K. BK J CHELSEA 35
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ILLs Reports

e |LL Email Reminder (&ILLEREM.QRP)

e |LL Email Reminder — All Suppliers (&ILLERMS.QRP)
e |LL Email Request (XILLEREQ.QRP)

e |LL Email Request — All Suppliers (&ILLERQS.QRP)

Stockitem Reports

o To Excel — Count by Form (&XSTKFS.QRP)

e To Excel — Count by Location & Stats (&XSTKCLS.QRP)

e To Excel — Count by Stats Code (&XSTKCS.QRP)

e To Excel — Stockitem List — Title Author Call No Form Stats (&XSTCSV.QRP)

Audit Reports
System Settings
The Audit must be switched on first, before the data can be collected. To check this:

1. Go to Main > Supervisor > Installation > Other tab

2. There are several types of audit:

e Create an audit for all Authorities (Y/N)

e Create an audit for all Borrowers (Y/N)

e Create an audit for all issues prompted with messages (Y/N)

e Create an audit for all Stockitems (Y/N)

3. If you would like to keep audit details, ensure that these are set to Y (particularly the last)
4. Make sure you also check your settings by individual Location:

a. Select Installation > Choose Location

b. Select location and click on the OK button

c. Select the Other tab

Please Note: Any record/s that were deleted, inserted or updated prior to the audit being switched
on will not be recorded.
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%9 Installation - STAFF at Chelsea Library
Main LibraryMenu  Installation

F3 Save

‘ F5 Query

All | Borrower | Catalogue |

Stockitem System | Other

Description
Create an audit for all Authorities (YN}

Value

Create an audit for all Borrowers (YN}

Create an audit for all Issues prompted with messages (YN}

Create an audit for all Stockitems (YN}

<i=i=i=

Creating a Stockitem Audit Report

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

2. Click the F1 New button

3. Highlight an audit template — brief (&SADBR.QRP), medium (&SADDET.QRP)or full details

(&STKAUD.QRP) — and click the Select button

Select Report Format

Diescription

Audit Brief Details

Update

Entity
i &sadbr.grp

File Mame -

Count by Stats & Form

Audit Full J {AUD.QRP
Audit Medium Details | &saddet.grp
Author&Title M &sthditl.qrp
Author&Title&Call N &stktitl.grp
Author, Title, Call Mo and Form M &stktaca.qrp
Average counts by Stock ltem Stats Code | &STKAVG.QRP
Count by Date Published M &STKPDC.QRP
Count by Form N i &stkfs.qrp
Count by Form & Call Set M &stkcfcs.qrp
Count by Form & Stats | &stkcfs qrp
Count by Location, Form & Stats M &stkclfs.qrp
Count by Stats & Call Set N i &stkcsc.qrp

N

&stkesfgrp

[eerer |

Select | Cancel ‘

4. Type in a Report Description — for example: Audit 2010

5. Ensure the Create Fin (Y/N) column is set to N

6. Click the F3 Save button
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77 Stockitem Reports - STAFF at Chelsea Library

Main  Application

Manage Email Attachments |

{Audit 2010
N {Borrower History Report

{ Audit Full Details
Stock Item History

Repori Create Report Report Template e
Stats | Fin Description Type
Code | (Y/N) i
N i6,8,T,B Spine Labels 6 Wide |&spineb.qrp
N (A1 PLAIN Item Debits (Barc: &stkpldb.qrp

{& STKAUD.QRP
&stkhist.qrp

N iCommunity Info Records

Title, Author, Call No an &stktact.qrp

N {Count by Date Published 1990 to 2007

Count by Date Publishe

&STKPDC.QRP

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

will display

8. Enter your Where parameters — there are three audit types:

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

The Where parameters will depend on what you are after. Typically you would set the Audit
Date and Audit Type (1/U/D) parameters, and perhaps PermLoc (Permanent Location).

Stockitern Reports - Where

1 Choose Search Column

2 Choose Operator

Audit Type (/D)

Audit Date W CLUKE ¢ LKE N (@i}
Operator s - _

LastActive ® = C o

LastStockTake o < > s
CatRef -

(el

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

I Paste |
ﬂ Optienal Multiple Brackets j M
( Column Oper Where ) =
Audit Type (WU/D); = U anp Il [ e
AuditDate! <= iCurrentDate AND
DateReceived: == Friday, 1 Jan 2010 oR

Delete

H

9. Select the F3 Save button when complete

10. (Optional) Click the F9 Order button — you can then set the order for the report to print in.
You can sort by Audit Date and Title (or vice versa if you’re looking for a particular item).
Click the F3 Save button when complete.
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11. Click F8 View to view the report

Stockitern Reports - Order By

F3 Save

Columns

Audit Type (1UD)

Audit Date
Operatar
LastActive
LastStockTake
CatRef
StockltemMo
Title

Author
Publisher
Series/ISBM
Subject

Call Mumber
StatsCode

Form

oy

‘ F5 Query

Order By

Audit Date

Title

12. Select the print icon to print the report

Items Never borrowed (Dusty Items)

Create Report

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

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

3. Highlight the report template you would like to use — if you want to use Last Active date then
try &STKTITL.QRP. If you would like to search against the History Type/Date then use one of
the history count templates (&S TKHCC.QRP or &STKHCSC.QRP)

4. Click the OK button

5. Type in a Report Description — for example: Items Never Borrowed

6. Ensure the Create Fin (Y/N) columnis setto N
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N :History - 3 Mths Issue By Locn

#77 Stockitem Reports - STAFF at Chelsea Library (UM DB v5.3) o] @ |3
Main  Application
F1 Hew F2 Modify F3 Save F4 Delete F5 Query F& Print F7 Where | F& View F9 Order |
Repor Create Report Report Template o
Stats | Fin Description Type
Code | (YIN)

Stock Item History By Lc &STKHIS3.QRP

History - 3 Mths Issue Summary

=1 =

uthor&Title

Stock Item History Sumr & 5TKHIS2.QRP

Junior Videos Author&Title qrp
Large Print Full Dtls &stkfull.qrp
Library CD List By Artist Author, Title, Call No an &stktaca.qrp
Long Overdue List Author&Title&Call &stktitl.qrp
New ltems This Month Author&Title &stktitl.qrp

On Loan Stockitem Count by Stat &STKCS.QRP
Reservation = 5 Reservation and Copies: &stkcres.qrp
Reserves on Shelf Author&Title&Call &stktitl.qrp
Stockitem Count by History Usage by Call No using | &stkhcec.qrp
Stocktake Not Found Author&Title&Call &stktitl.qrp

Turnover by Author

Turnover By Author - 5t

&stkturd.qrp

Turnover Summary

Turnover Summary By

&stkturd.qrp

NUK

7. Click the F3 Save button

Where Search and Order By Parameters

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

will display

2. Never Borrowed: enter the following Where search:

a.

b.

Item No IS NOT NULL
Times Borrowed < 1
IsOnLoan =N
PermLoc = (optional)
Form = (optional)

StatsCode = (optional)
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3. Last Borrowed: enter the following Where search:
a. Item No IS NOT NULL
b. LastActive <= Current Date — 12 Months (via the Special button)
c. PermlLoc = (optional)
d. Form = (optional)
e. StatsCode = (optional)
4. Last Borrowed by History: enter the following Where search:
a. Item No IS NOT NULL

b. History Type IN ISSUE,RETURN (or History Type = ISSUE if you just want to count
when an item last went out)
You can use ISSUE, RENEW OR RETURN

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

d. History Date <= Current Date — 12 months (via the Special button)
e. PermlLoc = (optional)

f.  You can further restrict your list to a particular Form or Stats Code - for example:
Form = DVD or StatsCode = FIC

5. Click the F3 Save button when complete

6. Select the F9 Order button —the Stockitem Reports — Order By screen will display

7. Use the arrow keys to enter the following Order By statement (&STKTITL.QRP only):
a. Call Number ASC

b. Click the F3 Save button when complete

View Report

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

2. A prompt with the following message will display: This type of report may use a Saved File
as the Source. Do you want to select the file now?

Select File for View (23]

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

Cancel

3. If you would like the report to run using the entire database (rather than a Saved List) then
select the No button
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4. The report will then display:

&stktitlqrp Items Never Borrowed 11/01.2011
Stockitern Title, Authar, Call Mumber, Stats Code and Form

Item Number: 950470394

Arabian nights’ entertainments / edited with an introduction by Robert L. Mack

395,22 ARAB Sts Code: ANF Form: B

Item Number: 980472349

Help your child with reading and writing : A parents’ handbook / Lesley Clark
Clark, Lesley
4258.43 CLAR Sts Code: ANF Form: Bi

Item Number: 980475101

Teach yourself Turkish / G.L. Lewis
Lewis, G.L.
494 35 LEWI Sts Code: ANF Form: Bk

Item Number: 980471370

Macquarie Aboriginal naming book : an Australian guide to naming your home or hoa

498 15 MACQ Sts Code: ANF Form: B

5. Select the print button to print the report
APPENDIX 1: SAVED FILES

The Amlib client allows the use of various Saved Files (a file containing a list of patrons, stockitems,
catalogue records, etc).

A File menu is available in many modules — for example: Borrower, Stockitem and Catalogue.

These Saved Files can be useful for global changes — for example: Altering Class and Types at the
beginning of the year, changing Juniors to be Young Adults, etc. They can also be used to change items en
masse to be Closed Reserve or to have a certain Process. Catalogue Files can be given a particular
Authority — for example: Subject Heading. They can also be used to check or report on newly imported

records for Borrowers or Stockitems.

Saved Files can also be used for reporting purposes. For example: return a file of books, (General >
ReturnFromFile) or to print Spine Labels using a list of items contained in the Saved File, etc.

It is even possible to loan out a Saved File — for example: The Environment File which may contain 25
books, 3 DVDs and 5 flash drives all on the Environment theme.

They can also be used for Periodical Circulation Lists.

There are many functions within the Amlib client that use (or can use) a Saved File as part of the
process.

This includes the following:
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e Reports

e Mass updates

e C(Catalogue Maintenance tasks
e Subscription Circulation Lists

e Marc record importing
Saved Files can be created in the following modules:

e Authorities
e Borrower
e C(Catalogue

e Stockitem

Create a Saved File

Please Note: Many saved files are created as part of another process. The following shows you how

to create a Saved File independently of a process.

1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >

Stockitem)

3. From the menu, select File > DisplayFile

fo] @ |
| | | |

& Stockitern - STAFF at Chelsea Library (UM DB v5.3)
Main  Application Item XReferences | File
F1 Clear | | | DisplayFile
- DisplayCatFile
QueryFileContents
Item No || )
QueryIntoFile
QueryMotinFile
Title
ReadDosFilelntoSavedFile
Author
. ImportitemOverduesFile
Publisher .
ImportitemReservesFile
Series/|SBN WriteSaveFilelntoDosFile
_— WandlntoFile
Call Number
L AddToMewFile
Description
AddToCurrentFile

uery Via
" Item © Cat ™ Keyword [ Any

revious Queries J J J J J

]

| Form | | Call Set|

I Convert [

4. The Stockitem Saved Query Results screen will display:
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Stockitern Saved Query Results

=

access this file

(YN}

Filew | F2Empty | F3Save | F4Delete | F5Query | F6Print | F7Copy | F8Paste | F select |
Sot @ Asc ¢ Desc Operator:  [STAFF |
Details Allow other Qty Last File
operators to Updated Mo

5. Click the F1 New button

6. Type a description in the Details column — for example: Harry Potter Books

7. Allow other operators to access this file (Y/N): enter a Y (for Yes) or N (for No) — the default is

Y

Stockitern Saved Query Results

=5

access this file

(YN}

Finew | F2Empty | F3save | FaDelete | FQuery | F6Print | F7cCopy | F8Paste | Fo setect |
Sort & Asc ( Desc Operator: |STAFF j
Details Allow other Qty Last File -
operators to Updated Mo

=+ | Harry Potter Books

0 08/07/2011 12:00:49 FM

8. Click the F3 Save button when complete

Stockitem Saved Query Results

=

Harry Potter Be

access this file
(Y}

Fitiew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7 Copy | F8Paste | Fo select |
Sort & Asc ¢ Desc Operator: |5TAFF j
Details Allow other Qty Last File -
operators to Updated Mo

The Saved File has been created and is now ready for use.
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Create (or Save to) a Saved File from a List

Please Note: Many saved files are created as part of another process. The following shows you how
to create a Saved File as part of a search.
1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >
Stockitem)

3. Enter your search parameters and click the F5 Query button

" Stockitem - STAFF at Chelsea Library (UM DB v5.3) o] @ |
Main Application Item XReferences File
F1 Clear | | F& Query | | |
Query Via
T ltem © Cat ™ Keyword [ Any
Item No | Cat Ref No

Previous Queries j J J J J

Title| harry potter

Author

Publisher
Series/ISBN

Subject

Call Number

Description

Copy No ! Convert |
Location
Perm Temp | Floor | Origin/Source

3 Ih??"r; |_ Loan Type Opac? r Alert r Process | |
Received ﬂ ﬂ Accessioned Current Cost

Group |
ILL Library: ILL Ren: ILL Due: ITEM TYPE: MEMOS: 0
On Loan Due On Order Res Seq Set 7Size
0 0 200
Last Modified by lssues 0
Title NUM

4. The results will display in a List:

& Stockitem List - 20 rows = IEI
Main Table XReferences File
Seq Title: Author Call No Form Stats (On| Due |Rsv|Perm| Process |0On Series Process Datg E¢ =
Loa Back Loc Ord
2| Harry Potter and the chamber: Rowling, J.K. F ROWY BK i AMNF 21034281 CHEL M i878-0-T475-3 18
3 |Harry Potter and the chamber} Rowling, J.K. F ROW BK 1J 10008282 BELM M i978-0-7475-3 19
4 | Harry Potter and the chamber; Rowling, J.K. F ROW BK iJ N 0 CHEL N [978-0-7475-3 19
5|Harry Potter and the chamber; Rowling, J.K. F ROW BK :J N LOTIOTI2E0 CHEL N :578-0-7475-3 15
& | Harry Potter and the Deathly & Rowling, J.K ROW BK 0 CHEL
T | Harry Potter and the Deathly E Rowling, J.K ROV BK §J 0 HAST
8 | Harry Potter and the Goblet of Rowling, J.K. F ROW BK IAFIC i (1705280 CHEL H 19
9 | Harry Potter and the Goblet of Rowling, J.K. F ROW BK iJ N 0 CHEL N 19
10| Harry Potter and the hali-bloos Rowling, J.K. F ROW BK (AFIC ;N 3 BELHM N Harry Pottery 20
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5. Select the items you would like to Save to File — use your mouse to highlight a single item, or
hold down the Ctrl key and use your mouse to highlight multiple items (if saving ALL items,
then there is no need to select anything)

& Stockitemn List - 20 rows = @
Main Table XReferences File
Seq Title Author Call No Form Statz (On| Due |Rsv|Perm| Process |On Series Process Datg Ec »

Loa Back Loc Ord

1

6. From the menu, select File > SavedMarked (if you would like to save ALL items, then select
File > SaveAll)

& Stockitemn List - 20 rows = @

Main Table XReferences | File

Seq Title I Saveh| On| Due |Rsv|Perm| Process |0On Series Process Datg Ec »
Loa Back Loc Ord

SaveMarked ;
SaveMotMarked

1| Exploring Harry Poite

RemovehllFromFile

RemaoveMarkedFromFile

RemoveNotMarkedFromFile

RemoveMarkedFromAnyFile

7. The Stockitem Saved Query Results screen will display:

Stockitern Saved Query Results @

Fitiew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7 Copy | F8Paste | Fo select |

Sot @ Asc " Desc Operator:  [STAFF |
Details Allow other Qty Last File
operators to Updated Mo
access this file
(YN}
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8. Itis possible to add the selected items to an existing Saved File or to create a new Saved File

as follows:

a. Click the F1 New button

b. Type a description in the Details column — for example: Harry Potter Books

c. Allow other operators to access this file (Y/N): enter a Y (for Yes) or N (for No) — the

defaultis Y

Stockitern Saved Query Results

=5

Fitiew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7Copy | F8Paste | Fo setect

Sot @& Asc ¢ Desc Operator:  [STAFF =]
Details Allow other Qty Last File o
operators to Updated Mo
access this file
(YiN)
~|
— | Harry Potter Books Y 0 08/0772011 12:00:49 PM j

d. Click the F3 Save button when complete

9. Highlight the Saved File you would like to use and click the F9 Select button

Please Note: If selecting an existing Saved File, it is possible to delete the pre-existing saved

items from the file by clicking the F2 Empty button

10. A prompt will display with the following message: The 'XXX' file contains XX stockitems.

Stockitem - Saved File Count

[0} The 'HARRY POTTER BOOKS' file contains 14 stockitems.

X5

The selected items have now been saved to file.
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Save a Single Item

Please Note: It is possible to save the item currently being displayed to a Saved File.

1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >

Stockitem)
3. Locate and display the item to be saved

4. From the menu, select File > AddToNewFile

Author
Publisher

Rowling, J.K.
New York, NY : Arthy

@ Stockitem - STAFF at Chelsea Library o] B |
Main Application Item XReferences
F1 Clear | F2 Insert | F3 l.lpda.te| P DisplayFile k< FB< | | |
DisplayCatFile uery Via
QueryFileContents " Item " Cat ~ Keyword | An
P P [STOCK00369241B . " v
QuerylntoFile . . i‘ ﬂ _‘ _‘ J
revious Queries
| QueryMNotInFile
Title| Harry Potter and theg g ; illustrations by Mary GrandPreé.

ReadDosFilelntoSavedFile
ImportitemCverduesFile

ImportltemReservesFile

CHELSEA

2 e ] X
SERIeRISER] 9730439308054 WriteSaveFilelntoDosFile E 2003
Subject| Wizards WandIntoFile
Call Number| F ROW [ Form |Bk [ Call Set]
S | AddToNewFile
- | AddToCurrentFile Convert |
Location DeleteFromFile

Origin/ Source

A DeleteFromAnyFile
For Loan E -
xportlternDataToDosFile
(YIN) |T Loan Type ’_ . 255 | |
ImportitemDataFromDosFile —
Received |08/07/2011 il = o Current Cost  [22.00
Group |LIBRARY
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
Onloan N Due OnOrder N Res 4 Seq Set ?Size
3 3 200
Last Modified 08/07/2011 12:41:00 PM b)( STAFF lssues 0
Add the current item to a File ( to be selected ) NUM
5. The Stockitem Saved Query Results screen will display:
Stockitern Saved Query Results IEI
Finew | F2empty | F3save | FaDelete | FQuery | F6Print | F7cCopy | F3Paste | Fo select |
Sort & Asc ¢ Desc Operator: |5TAFF j
Details Allow other Qty Last File -
operators to Updated No | |

Harry Potter

access this file
(Y}

6. Itis possible to add the selected items to an existing Saved File or to create a new Saved File

as follows:

a. Click the F1 New button

b. Type a description in the Details column — for example: Harry Potter Books

Last Updated: 25 February 2013

Page 130



Amlib Item Processing Manual

c. Allow other operators to access this file (Y/N): enter a Y (for Yes) or N (for No) — the

defaultis Y

Stockitern Saved Query Results

=3

access this file

(YN}

FiNew | F2Empty | F3save | F4Delete | F5Query | F6 Print | F7 Copy | Fg Paste | F95e|ec‘t|
Sot & Asc (" Desc Operator: [STAFF -
Details Allow other Qty Last File &
operatars to Updated No

=+ | Harry Potter Books

0 08/07/2011 12:00:49 PM '

d. Click the F3 Save button when complete

7. Highlight the Saved File you would like to use and click the F9 Select button
Please Note: If selecting an existing Saved File, it is possible to delete the pre-existing saved
items from the file by clicking the F2 Empty button

The selected item has now been saved to file.

View an Existing Saved File

1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >

Stockitem)

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

display:

Stockitem Saved Query Results

=5

Harry Potter Books

access this file

(YN}

Fitlew | F2Empty | F3Save | F4Delete | F5uery | F6Print | F7Copy | F8Paste | Fo select |
Sort ¢ Asc " Desc Operator: |ST.-'\FF j
Details Allow other Qty Last File -
operators to Updated Mo

4. Highlight a Saved File and click the F9 Select button — the results will display in a List:

& Stockitem List - 20 rows - Harry Potter Books
Main Table XReferences File

= |5 fus

Seq Title Author Call Nor Form Stats |On| Due |Rsv|Perm| Process |On Series Process Datg Ec »
Log Back Loc Ord
1| Harn € K Rowling, J.K ROW BK CHEL
2| Harr and the Deathly K Rowling, J.K ROW BK il | HAST!
3| Harry Potter and the half-bloos Rowling, J.K. F ROW BK iAFIC iN 3 BELM W iHarry Pottery 20
4| Harry Potter and the half-bleof Rowling, J.K. F ROW BK PAFIC iN 3 CHEL N iHarry Pottery 20
5| Harry Potter and the chamber Rowling, J.K. F ROW BE [ANF Y 21030281 CHEL W 9TE-0-T475-3 18
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