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

This course includes:
System Maintenance which includes backup and deletes unnecessary logs etc.

System Management which includes tasks that are included in the day to day operations as the site
deems necessary.

Data Management which includes database deletions and changes again as the site deems
necessary.

Written policies and procedure manuals are useful tools when implementing system management.

Policy
Relatively brief and available to outline the “bigger picture”. Useful when issues arise as certain
decisions have been made and documented, rather than making quick decisions at the time.

Procedures Manual

Step by step detail for tasks performed internally. It becomes very important if staff rotate jobs or
new staff need to be trained. Enhances consistency and accuracy. Maintenance plans and Disaster
Recovery plans and trials should be considered.

Note: Screen dumps are useful for including in such documents. Use [F12] to dump a screen or use
ALT PRINT SCREEN keys from the keyboard to send an image to the clipboard. This image can then be
pasted into a Word Processing package e.g. Ctrl V into a Word document.
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SUMMARY OF SYSTEM ADMINISTRATION TASKS

SUMMARY OF SYSTEM MAINTENANCE TASKS

DAILY

Checking Backup Logs — Amlib Backup Log and Tape verification

Backing up the system

Delete unwanted Files

Delete unwanted Print jobs in Report Scheduler

If Issues Audit on, delete logs

Copy Image Files to CD

WEBSITE updates

Check the OCLC Website for updates www.amlib.net.au

Incidents

Assistance, faults and enhancements — needs User Name and Password to
login

e.g. every 6 weeks

Check Server Disk Space

Delete Netopac Logs

Delete Amdberror.log in Amlib folder

After Release

Check the Amlib/Previous folder for Previous folder and check for old
programs that can be deleted

Ensure Release notes are accessible to view changes e.g. copy to My
Documents or print them out

SUMMARY OF SYSTEM MANAGEMENT FUNCTIONS

Offline Application

Emergency offline for when server is down

User Names User Permissions
Depreciation & Average Pricing Optional

Creating Periods within Stockitem Autolink facility. Optional
History

Cat Definitions for STATE LIBRARY OF Stockitem Application/Form & Stats codes

WESTERN AUSTRALIA exchange

Setting Calendar

For setting dates closed

Circulation Overdue Notices Finance Update (Y/N)
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SUMMARY OF DATA MANAGEMENT TASKS
Many of these tasks will depend on the individual library as if these tasks are performed, how

often and when appropriate

Deletions

Catalogue purge

Stockitems without Catalogue

Unreferenced Authorities

Mass Delete of items/borrower

Borrower History

Stockitem History

Changes

Mass change of files

Stockwand change — can save the process

Borrower change — from Junior to Young Adult or Junior

Catalogue and Authority Maintenance

Global Updates to Authority or Catalogues

Stockitem Autolink

Global Updates to Stockitem

History deletions

Available in Borrower Reports, Stockitem Autolink

Reservation Expiry

Run through reports or cancel manually

MANAGEMENT REPORTS

System Activity Supervisor/Library Menu

Statistics Reports/Repstatistics

Audit Reports Reports/RepStockitem, RepAuthority, RepBorrower

Value of Collection Reports/RepStockitem/CountbyForm,Stats

Counts Reports from RepBorrower or RepStockitem

Where Searches Stockitem/Borrower for a huge variety of useful reports e.g. items never

borrowed, ILLs late coming from Supplying library, Reserves of more than 5,
items with cost over $500, borrowers inactive for 2 years, Juniors who should
be YA, Young Adults who should now be Adult members, AOL orders not
received after 6 months etc. etc.
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SYSTEM MAINTENANCE

Database Set-Up
The RDBMS (Database) can be:

e Microsoft SQL Server
e Oracle

The Data is spread over 4 separate Databases:

e AMCAT: Authority, Catalogue

e AMLIB: Borrowers, Circulation, Stockitem, History, Reports
e AMSTATS: Statistics

e AMLOCAL: Every Parameter, Defaults

e AMWEB: Some sites have this for Netopacs

Maintenance

Most of the maintenance of the system is incorporated into the Backup (e.g. Indexing, clearing logs).

Backing Up Your Database

All SQL Server installations should have a Database Maintenance Plan:
The plan should:

e Optimise the indexes

e Back-up the databases (CAT, LIB, LOCAL and STATS) at least once every day.

e Backup the logs - You can specify how long the backup files are kept - make sure that it is
long enough for the backup to tape to pick them up. For example if a Daily backup is done it
may be decided to keep the Backup files for 3 days.

It is important to check the logs created by backup to ensure that the Backup was successful. It
should be possible to have this log accessed away from the Server For example - by Library Staff

If the site is running SQL Server Express Version there is a special Backup that can be run. See
Appendix for instructions.

Backup to External Device

We rely on you to implement a backup maintenance plan in order to reconstruct lost or altered
Customer files, data or programs. We also need you to implement a database maintenance plan to
ensure that the Relational Data Base Management System (RDBMS) is operating at optimal levels.

If there are problems with either the date or error messages in Backups or any questions about
creating backups please contact Support for further advice as soon as possible.

e Ensure the Databases are backed up to an external device — for example: Tape

e Ensure the Logs of the Tape Backup are checked to ensure it was successful

Last Updated: 26 February 2013
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e Consider the restore capabilities from that Backup device — can the Tape be read by other
Tape Drives to enable a restore of the data?

e Consider backup onto an alternative Backup device — for example: a CD-R regularly as double
insurance

e If you have any queries about backup do not hesitate to contact Amlib Support

Your Computer >

Data is sent to a
server which then
sends the data to
another storage
device

0

Ensure the Images folder is backup to an external device (e.g. CD, Flashram) if there are images on
either borrower or catalogue records

-

Tasks To Be Performed Daily

e Checking Backup Logs
e Backing up the system

Ensuring that you have sound backups of your system is your insurance that your data can be
recovered if the need ever arises.

Backing up should be done regularly. We recommend a daily backup.

Last Updated: 26 February 2013
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SCHEDULED REPORTS

1. Launch the Amlib client
2. Go to Main > Reports > RepPrintProgress — the Print Progress screen will display

This window will display any Reports which are listed when the F6 Print button is chosen in Reports.
Examples of Reports sent through the Report Scheduler are scheduled to update accounts, send
emails, update history etc. There are 3 windows to check:

e Waiting
e Running
e Printed

Ensure that the queue does not have unwanted print jobs blocking the queue. It is also worthwhile
to delete the Printed jobs occasionally.

To delete the Print Jobs
1. Click the Printed Radio button
2. Highlight the jobs to be deleted and press F4 Delete
3. A message will display

Print Progress

9

“'-‘:r‘, Delete selecked record. Are you sure?

4. Answer Yes to confirm deletion
5. This will mark them for deletion with a X in Column 1
6. Press F3 Save to save the deletions

Files — Delete Unwanted Files

It is recommended to delete all unwanted Files e.g. Import files regularly. Files can be checked in
Borrower, Authority, Catalogue and Stockitem. Below is the procedure to delete unwanted
Stockitem Files

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

3. Go to File > Display File

Highlight the Files to be deleted and press F4 Delete
5. This will mark them for deletion with a X in Column 1

Last Updated: 26 February 2013
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)

Fillew | F2Empty | F3Save | F4Delete | F5Query | FePrint | F7Copy | FaPaste | Fo Select |

Stockitem Saved Query Results

Sont & Asc Desc Operator: |5TAFF j

Details ity Owiner Last File ~
Updated

140372012 329168 P

Cwerdue one month

ok 08/03/2012 3:13:34 PM ¢ 3238
wid 0710372012 4:38:17 PM 3237
1y 0700372012 4:36:58 PM ; 3236
45 071092010 9:35:30 AW 0 3211

24/11/2009 11:26:00 AM; 3161
10011/2009 1:33:00 PM 3160
0211172009 10:18:00 AM: 3158
0211172009 10:11:00 AM @ 3157
271072009 3:52:00 PM ¢ 3132

AR NEINN0 a-A 400 akd a4 74

fti

DUSTY ITEMS 2 MO
Items to Delete
Missing Videos

hb

Ml mtim e

Note: It is possible to cancel the deletion at this stage by highlighting the Files NOT TO BE DELETED
and pressing the F4 Delete button (again). This will remove the X from the highlighted Files and then
will not be included in the deletion

6. Press F3 Save to save the deletions
7. A confirmation message will display

Stockitem, - Update [

:‘?/‘ & kokal of 3 rows are marked for delekion, Conkinue with Update?

8. Answer Yes to delete or No to cancel.

Note: The same procedure can be used for the Files in the Authority, Catalogue and Borrower
Modules

Issues Audit
This Audit is set in Supervisor > Installation > Other > “Create an audit for all Issues prompted with
messages (Y/N)

Warning: If activated, delete logs regularly, as each transaction in Issues that invokes a message is
recorded. Therefore this log builds up very quickly.

To check or delete the logs

1. Launch the Amlib client
2. Go to Supervisor > Library Menu > Issues Audit

Last Updated: 26 February 2013
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3. The Issues Audit window will display
4. To Order the Issues Audit go to Issues Audit Menu > Order

5. The Choose Order Columns Window will display

Choose Order Columns X

Order Columns

Column

Borrower
Date

Item
Location

: Operator

kL

0k | Cancel

6. Highlight the required Order and arrow across to the right hand Column. Select Asc
(Ascending) or Desc (Descending) as required
7. Click OK when the Order has been selected

To Filter the Display by Date

1. To filter the display by date go to Issues Audit Menu > Filter by Date

2. The Choose Select Date Range will display

3. Enter the required Date range for the beginning (From) and for the end (To:) in the format
dd/mm/yyyy and click OK.

Select Date Range X

Date Range

From: |01/01/2012

To:  |31/0372012

Ok Cancel
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To Delete logs from the Issues Audit Table

1. Launch the Amlib client
2. Go to Main > Supervisor > Supervisor — the Locations screen will display
3. Goto Library Menu > Issues Audit

Highlight the Issue Audit logs to be deleted and press F4 Delete
5. This will mark them for deletion with a X in Column 1

=% Issues Audit - STAFF at Eastville (TT2 DB v5.3)

Main  LibraryMenu  Issues Audit
F3 Update | F4Delete | F5 Ouery | Fé Print
Locn Operator Description DateTime Borr i
+6001135240
EAS STAFF Warning - This Borrower owes Money. Continue with Issue ?Yes 03112002 4:04 BAKERSD
EAS STAFF The kem will be changed from not being OverDue to being OverDue. Cont 03112002 4:04 BAKERSD
EAS STAFF Warning - This Borrower has at least one tem that is 137 days Overdue, € 00092002 1:3 CHAPTTH
EAS STAFF Warning - This Borrower owes Money and has at least one Rem that is 3& 03032003 11:1 CHAPTTH
EAS STAFF Warning - This Borrower owes Money. Continue with Issue?Yes 06092002 211 FARLE
-
< >
| MU

Note: It is possible to cancel the deletion at this stage by highlighting the Logs NOT TO BE DELETED
and pressing the F4 Delete button (again). This will remove the X from the highlighted Logs and then
will not be included in the deletion

6. Press F3 Save to save the deletions
7. No confirmation message will display. The Logs will be deleted

Delete Issue Audit Logs by Date Range

1. To Delete by date go to Issues Audit Menu > Delete by Date

2. The Choose Select Date Range will display

3. Enter the required Date range for the beginning (From) and for the end (To:) in the format
dd/mm/yyyy and click OK.

Last Updated: 26 February 2013
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Select Date Range [%|

Date Range

From: (010142012

To:  |3170312012

Ok Cancel ‘

4. A Confirm Delete message will display

Confirm Delete |£|
“‘?/ Are you sure you wank ko delete the specified datar

o |

5. Answer Yes to delete or No to Cancel
6. If Yesis selected a message will display. Select OK to continue

Deleted §|

\ll‘) The data has been deleted,

=€ Issues Audit - STAFF at Eastville DB v5.3)

Main LibraryMenu  Issues Audit

F3 Update | F4Delste | [ F5Query | F6 Print

Loen Operator Description Date Time

one tem that
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Netopac Logs

A log record is automatically created whenever an error occurs on the database when using
Netopacs. The Netopac.log will be located on the Web Server in the NetOpacs Folder. The

Netopac.log can be deleted occasionally.

Address |i| Ciinetopacs j a G
Folders X || Mame =~ | Size | Type | Date Modified =
= Gz Local Disk () =] "'“32I3cx.dil 3ZKE DIL File 41111997 357 FM
2 Am_indes im3 2t dil 5S4 KE DIL File 4/11/1997 357 PM
3 A _rline im32wmf  dil 30KE DIL File 4/11/1997 3:57 PM
) Arn_work &] imgman3z.dil 297 KB Application Extension  6/01/1999 11:26 AM
=) Amiib &] imhost32. dll S8 KE Application Extension  6/01/1999 11:26 AM
3 Amiib311 ‘_ﬂ maili1S.dil 118 KB Application Extension  4/04/2001 12:02 PM
£ Amlibnew _'}'main.ini 12 KB  Configuration Settings  13/058/1999 7158 AM
) Amrec E] message sql S0KE SQL Scripk File J0E/1995 1029 AM
) Documents and Sett .:«] mfc40.dil 903 KE Application Extension  25/11/1997 9110 AM
) EDacsPending &] mfcdz.di 973KB Application Extension  25/09/1995 11:00 PM
[ EDocsRedine &] mswirt, dll 69KE Application Extension  30/03/1998 2:37 PM
|5 EdocsRegistered .:«] MsycpSa.di 553 KE  Application Extension  15/12{1997 7:10 FM
) FootyTipping &] msvert 0, dil 319KE  Application Extension  13/08/1999 7:55 AM oo
) Gupta &] msvert.dll 272FKE  Application Extension  3/11/1997 9:10 PM
£ Inetpub Flnetopacs.exe 2,485 KB  Application 6/09/2002 2:00 PM
5 Mare tags | E) netapacs.log 53KB  Text Docurment 14/10/2002 11:14 AM
) Multimedia Files @ netopacs, zip 1,573 KB WinZip File 20/08/2002 12:46 PM
] (5 — @NetOpacsDesign.htm 140 KE  HTML Document 2/04/2001 1:53 PM
I Amlibweb @netsetUP.exe 2,175 KE  Application 14/09/2001 11:09 AM

B netopacs.log - Notepad ]
File Edit Faormat Yew Help
STATS_STK_CODE = '*' and =]
STATS_VEALR = 2002 and
STATS_MOMTH = & and
STATS_Day = 18 and
STATS_HOUR = 0 Error was Microsoft sqL server:208[Microsoft] [0DBC sqL serw
Jun 19 2002 11:59:44 AM On window ERRCR on command  SELECT web_string dnto :sDi
WHERE WEB_DATE < :dDbate ahd weh_set = 'IMAGEDIR' Error was Microsoft SqL serwver:
Jun 19 2002 12:03:10 PM On window ERRCR on command SELECT web_string into :sDi
WHERE WEE_DATE <« :dbate and web_set = 'IMAGEDIR' Error was Microsoft SQL Server:
s 02007 172:03:18 PM on window ERROR on command SELECT web_string into :sDi
old . _DATE < :dpate and web_set = 'IMAGEDIR' Error was Microsoft SQL Serwver:
entries 2 12:04:29 PM on window Home ERROR on command  SELECT web_string into
_DATE < :dbhate and web_set = 'IMAGEDIR' Error was Microsoft soL Server:
can be -15.17.42.900000 Oon window PeriodicallList ERROR on command selact
STKE_CAT_REF
deleted e.g. ssUE_no = sPIIssueno  Error was Invalid constant
-15.15.00. 3920000 On window Periodicallist ERROR on command select _J
older than 2 STK_CAT_REF
s5Ue_no = :sPIIssueM® Error was Invalid constant
months -15.45.41.470000 on window Periodicallist ERROR on command select
STKE_CAT_REF
sUe_no = sPIIssuenNO  Error was Invalid constant
SHAL 4713640000 on window  Periodicallist  ERROR on command select
TMCO , tNSTE_CAT_REF
where PI_Issue_no = :sPIIssueMC Error was Inwvalid constant
2002-06-159-15.55.41.390000 On window Pericdicallist ERROR on command select
into L, nSTE_CAT_REF
where PI_Issue_no = :sPIIssueN® Error was Invalid constant
2002-06-19-16.02.05. 690000 on window Periodicallist ERROR on command select
into  , tnSTK_CAT_REF .
K 2P
Amdberror.Log

Any SQL errors are written to a log. In case of SQL errors encountered, this log can be emailed to

OCLC support for verification. This error log can be accessed from the Amlib Folder.

The report is in ascending date order and therefore the latest errors are at the end of the document.

The Text file can be cleared by highlighting and deleting the text e.g. every 6 months.
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& amdberror. log - Notepad E]@

File Edit Format Miew Help

Date: 11 Apr 2003 S:53:17 LM

User: 3TAFF

Module: FINAWCE

File Mame: FINANCE.EXE

File Date: § Apr 2003 4:43:13 PN

Error No: 1401

Reason: Invalid column nsame

Comrnand :

Select  TT_TAGND, TT_TAGDESC, TT TAGFORMAT,
TT_TAGIND1, TT_TAGINDZ, TT_KEEPTLG,
TT_UNIQUE AUTH, TT_KD CODE, T3 5F,
TS_REPEATABLE, TS5_KEEY, TS_MARC,
T5_SHARED, T3_KEYWORD, T3_ADD TAG,
TS_ADD_SF, TT SFFORMAT

Into :nTagyg, :slhescription, :sFuwtlisplay,
tsIndicatorl, :sIndicatorZ, :nSequehce,
:sUnigque, :sEWCode, :33ubField,
:sRepeat, :sEey, :sMarc,

:s3hared, :sEeyword, :nTagldd,
:35FAdd, :sFwtImport

From TAG_TAGDEF , TAG_SFDEF

Where TT Taglo = T3_Taglio

Order By TT TaglNo, T3_Sequence

Date: 14 Apr 2003 1:36:45 PH

TUzer: 3TAFF

Module: REPORT P

<

Check Server Disk Space
Ensure that the free space on the server running SQLBase or Oracle. Generally there should be at
least 500 Mb free space. If the free space falls below 100 MB immediate action will be required to

prevent a system crash.

Icon Setup On New Pcs

When installing a new Amlib Client machine, a decision needs to be made as to where to access the
Amlib programs according to the following options:

e Access to Amlib Programs from the Server or
e Install the programs locally and access from the new PC

If you are not sure where you currently access the Amlib program from you can find out by:

1. Right-click on the Amlib Icon of a different Amlib Client and select Properties

2. On the shortcut tab, locate the Target field and note the file path

e If the Target point to a different drive — for example a library drive or I:/ drive etc
then you are most likely accessing Amlib from a server: follow Option 1

e If the file path points to C:/Amlib/Amlibtop.exe then you are most likely accessing
the program from a locally install on the PC- follow Option 2

Last Updated: 26 February 2013
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Amlib Toolbar Properties

General | Shortcut | Compatibility

éi Arnlib Toaolbar

Target ype: Application

Target location: Amlib

Targe: I:samlibhamlibtop. exe

Start i I:%Amlib

Shortcut key:  |Mone

Bur: Marmal window V
Comment: Amlib Library Spztemn Login
FEind Target. .. ] [ Change lcon.... ] [ Advanced...

[ 2k, H Cancel ][ Apply

Option 1- Access the Programs from the Server
In the Amlib folder on the server, navigate to Amlib > Utilities > Icons > Iconsetup.exe

Copy the Iconsetup.exe file to the new PC and run the file on the PC as below, browsing to the Amlib
folder on the server — see notes below

Option 2- Install the Amlib programs

Copy the Amlib folder from an existing PC that is running Amlib (or from the Server). This will ensure
that the Programs are the Version suitable for the Database.

Run the Amlib > Utilities > Icons > Iconsetup.exe file on the PC and browse to the Amlib folder on the
local PC where you have just saved it

Running the IconSetup Facility
This is used to set up PC Icons, set the Database Login, and for installing Active X.

1. Access the Icon Setup facility from Amlib > Utility >lcons > IconSetup.exe. Double clicking on
it will bring up a Wizard
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15! Setup - Amlib Client {Shared) ™=

Welcome to the Amlib Shared
Client Installation Wizard

This will install the Amiib Client lcons on your computer.

Flease ensure pou have already "mapped"’ a network. drive to
the target server containing the Amlib Program Files

This Setup will alzo modify the PATH environment and register
required Amlib Activex controls

Itis recommended that you close all other applications before
continuing.

Click Mest to continue, or Cancel to exit Setup.

[ Mewts |[ Cancel ]

2. Browse for the path of the Amlib program files. Find the folder where this PC will access
Amlib from (as per Option 1: the Server, or Option 2: Local PC). Once selected click Next

o 1

Browse for Folder W

Where are the Amlib Program Files installed?

= @ Deskiop [ﬂ

@ My Documents
CRY

5 314 Floppy (A2

g Local Disk (C:)

g Local Disk (D)

b CD-RW Drive (E:)

g Local Disk (1)

ig gave on “Webpdoiusers' (Z:)
\:! My Mebwork Places

(T3 AGIPConwert

(3 Amiib M

[~ Armlikdi

o« | Coma]
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15/ Setup - Amlib Client {Shared) U

Select the Amlib Program Files Location e
Wwihere are the Amlib Program Files inztalled? o

Select the folder where the existing Amlib Program Files are installed. [Click
Browsze to zelect the location)

To continue, click Mest. [f you would like to zelect a different folder, click Browse.

Dbl

At least 0.9 MB of free disk space is required.

[ < Back ][ Mest » ][ Cancel ]

3. Inthe “Select Components” dialog, “Choose Modules To Install” and also generally select the
boxes for “Admin Tasks” (to ensure the Database connection is correct in the Amlib
configuration file). Click Next

i5'Setup - Amlib Client (Shared) )
Select Components 3 :'l
“Which components should be installed? o

Select the components you want to install; clear the components vow do not wart to
inztall. Click Mest when wou are ready to continue.

Choosze Module lcong & Functions To Install
Amlib Toolbar [Staff] and Offline
Regizter Amib Actives Controlz
Amlib Opac [Client Server)
Admin T azks
[+]iModify Amiib D atabase [dba] Login Configuration

Current selection requires at least 1.2 MEB of disk space.

[ < Back “ Mext > ][ Cahcel l

4. Enter the Database login and Password. Enter the correct Username and Password (usually
SYSADM for both). For security reasons, this will be encrypted when stored in the
configuration file. Click Next
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15/ Setup - Amlib Client (Shared) U &
3 I"-

RDBMS Login to be used with Amlib

Enter the Databaze login and pazsward ta internally connect to the Amlib database
[hidden]

Amlib Database {DBA) Login
AmlibMet DBA User %d\xb [BRpv. A4/5WURB V] KEINIR kOS]
ArlibMet DBA Passwaord

Notes:

1. This will be the RDBM3 Login that Amlib will use as a *HIDDEN'™*
Connection to the Amlib database(s)

2. An encrypted user and password can be entered {generated using
the Amlib nopasswd exe utility)

3. This will be staored within the fwindowsHamlib,ini configuration file

To accept the defaults click Next

[ < Back ” Met » ][ Cancel ]

5. Choose the Destination for the Shortcut. Usually the default is fine. Click Next

15! Setup - Amlib Client (Shared) o ] [
Select Start Menu Folder L=

‘where should Setup place the program's shortouts? @:

Setup will create the program's shortcuts in the following Start Menu folder.

To continue, click Mest. If pou would like to select a different folder, click Browse.

Browsze. .. |

tmlib Library M anagement 5

Al lconetup

About... | < Back I Mest = I Cancel |

Select Additional Task. Generally Install desktop icons for selected Components. Click Next.

15! Setup - Amlib Client (Shared) =101 x1
Select Additional T asks L=

‘Which additional tazks should be performed? 1

Select the additional tazks pou would like Setup to perform while installing Amlib Client
[Shared). then click Nest

Install Desktop lcons

Llity [ zonS etup

About... < Back I Mexst » I Cancel

6. Ready to Install. Review and Confirm and select Install
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]i.:.E‘a Setup - Amlib Client (Shared)

Ready to Install

Setup iz now ready to begin installing Amilib Cliznt [Shared) on your cormputer.

=101x|

Click Install ta continue with the installation, or click Back if pou want ta review or

change any settings.

Destination location:
D:hamlib51

Setup type:

Admin Tasks

4]

Select ltems Ta Instal

Selected components]
Chooze Madule lcons & Functions To Install
Amlib Toolbar [Staff] and Dffline
Fiegister Amlib Active Contrals
Amlib Opac [Client Server)

odify Amlib D atabase [dba) Login Configuration

o

Ll leonSetup

About... |

< Back I Inztall I

Cancel |

7. Select Finish to exit the IconSetup Utility

]i.:.EL Setup - Amlib Client {Shared}

Completing the Amlib Client
{Shared) Installation Wizard

Setup has finished inztalling Amlib Clent [Shared] on pour
computer. The application may be launched by zelecting the
inztalled iconz.

Click Finizh bo exit Setup.

=101 ]

Note: If the Amlib path is already pointing to the correct file and you wish only to set the Database
Login, take off the ticks in Select Components Window - Choose Module Icons and Functions to

Install at Step 3. Click Next.

SYSTEM MANAGEMENT FUNCTIONS
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Emergency Planning

In the event of emergencies, the most important precaution is to have sound backups. If the Server
hard disk fails or for some reason becomes unusable, it may be necessary to restore your data from
tape. Check the backup information supplied with this manual.

Offline Circulation

Setting Up Offine On A Pc

Amlib Offline is a facility which enables barcodes to be read while the Amlib Programs are
unavailable from the Server. It can also be used on a computer disconnected from the network e.g. A
laptop used for a Mobile library. When the Server is available again and the Issues screen is in
operation, the files from Offline can be downloaded using the Borrower/Offline Issues menu from
the Issues Window.

Check the Supervisor/Check Digits screen to ensure that there is a table of Barcode validations set
up. If this is blank, it will be necessary to enter the validations of the Barcodes that are used (see
below). Every time this table is updated, a message will display. The new offline.ini that is created
will need to be copied to the offline folder on each PC.

@ & nigw OFFLIME.IMI file baz been created for uge with Offling |ssues, Offline Returns atd Offline Stocktake.

A Folder needs to be created on the local disk (e.g. C:\ drive) of Circulation PCs in a separate
directory, especially where Amlib is loaded from a network drive. This will enable the Offline module
to be used even if the network or server is down. This folder needs to contain:

Offline Ini (offline parameter file). This is created each time the Supervisor, Check Digits table is
saved. If the Check Digits table is altered, the updated offline.ini should be recopied to the PCs
running Offline from their C Drives.

Offline.exe (offline application)

Deploy (contains many of the dll files needed to run the program). Copy all files from the Deploy
folder to the Offline folder. As well as the Deploy contents, one extra dIl (Amshell.dll is needed - This
found in the Amlib/Programs directory.

Offline Operation
A Windows Shortcut can be set up on the Desktop. When loaded, select the relevant application
from the Options menu.
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fun Amlib Offtine Modute |23
Options

Issues

Returns
StockTake

ne
ule

Cffline Folder

Exit

When an option is chosen, a File is created automatically with the date and time as a File Name.
Ensure the path is correct.

Offline Issues - Create File
Save jn: |_} offling ﬂ £F E-
Y |#] 15-1an-2004 4.39 PM,oFf
tu Recent
Documents
=
Desktop

ty Documents

-y
|

&

by Carmputer
S
b M etwark, File narne: |2EI-.Jan-2EID-'-1 10,58 A j Save
Flaces
Saveastype: | Dffline Issues [*.off) =] Cancel

If an existing File is chosen, it is possible to overwrite the existing file or append to it. This is useful for
Mobile libraries where there are several stops.

- o
Overwrite
9P ) The file wou have chosen already exisks,
\‘__ﬁ
Select:

YES to overwrite the file,
MO ko append to the file,
CAMCEL ko abork wriking to the File,
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Fin Offline lssues Q O

File

File 7

Last Saved
Borrower No

No

1 |31111008668285

Stockitem No 2 |ASLIB173324008

AsLIB173324008

F1 for new Bormower

=
I

As Borrower and Item barcodes are entered, the system will write records to the file. To change to a
new borrower select [F1]. The table is cleared whenever a new Borrower barcode is wanded. If a
Barcode does not comply to the Offline.ini file a message will display:

-

—
Error
L]
1 Errar...
Barcode is invalid,

If many offline transactions are being entered, e.g. for half a day or more, it would be a good idea to
start a new file. To change to a new file just click the file ? icon.

The offline facility may also be used to capture Returns and Stocktake information. The Returns and
Stocktake output file format is one item number per record.

Note: In order for the program to correctly validate check digits there must be a file of the name
‘offline.ini’ in the working directory of the PC. This file is recreated whenever you change the Check
Digits window in the Supervisor module.

Once captured to file as above, the barcodes are able to downloaded when the Server is available
once more. Download:

e Offline Issues (from Issues/Borrower menu)
e Offline Returns (from Returns/Borrower menu

CREATING NEW USERNAMES
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It is possible to create to create user-specific logins for the Amlib client which can then be configured
to allow access to only certain modules, screens, menu items and buttons.

View Existing Usernames

1. Launch the Amlib client

2. Go to Main > Supervisor > UserNames — the User Names table will display:

g User Names - STAFF at Chelsea Library El = @
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save | F4 Delete | F& Query | F&Print | F7 NetWWk | F& Choose| F9 Passwd
User Name Location Circ at this | Level =
Location Only
(YIN)

CIRC CHELSEA N 100
DIY1 CHEL SEADIY N 1
FIONA BELMONT N 90
JOHN CHELSEA N 100
NETOPACS WEB N 100
oPAC1 CHELSEA N 1
STAFF CHELSEA N 100
TREVOR HASTINGS N 100

3. Alist of existing User Names will be visible with the following settings:

FIELD EXPLANATION
User Name This is the User Name used when logging onto the Amlib client
Location The default location that displays when the User logs into the Amlib client (the

user may select a different location

Circ at this LocationOnly | Y Can operate Circulation only at the location specified in the Location
(Y/N) field

N Can operate Circulation at all Locations within the system
Level An indication of the user’s permissions levels setup. Some of the tasks on the

system can also be limited using User Level (for example: Attachment security
level, default Authority security level , etc), although it is rarely used.
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Enter a New User

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

2. Type in the following:

a. User Name — use one word only (for example: CHRIS or CHRISW)

b. Location — the default login location of the user

o

Circ at this Location Only—Y or N

d. Level —the level against a User is used only as a guide

r@ User Marmnes - STAFF at Chelsea Library EI = @
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save | F4 Delete | F& Query | F&Print | F7 NetWk | F8 Choose| F9 Passwd
User Name Location Circ at this |Level =
Location Only
(YIN)

= |CHRIS HASTINGS N 100
CIRC CHELSEA N 100
DIY1 CHELSEADIY N 1
FIONA BELMONT N 90
JOHN CHELSEA N 100
NETOPACS WEB N 100
OPACT CHELSEA N 1
STAFF CHELSEA N 100
TREVOR HASTINGS N 100

3. Click the F3 Save button — the Operator Password screen will display:

Operator Password 2

Operator Password

Operator |CHFlIS
Password |m
Confirm Password |ﬂ1**

o |

4. Type in a Password and Confirm Password

5. Click the OK button when complete

6. Close and restart the Amlib client to allow the new User Name to come into effect
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Resetting User Passwords

1. Launch the Amlib client
2. Go to Main > Supervisor > UserNames — the User Names table will display
3. Highlight the User Name in the table

4. Click the F9 Passwd* button —the Operator Password screen will display:

Operator Password 2

Operator Password

Operator |CHFlIS
Passwaord [ewn
Confirm Password |m

o]

5. Type in the new Password and Confirm Password

6. Click the OK button when complete
7. Click the F3 Save button
8. Close and restart the Amlib client to allow the new Password to come into effect

*Please Note: If the F9 Passwd button is not visible — the button will have to be activated for the
User who is resetting the password (see below).

Last Updated: 26 February 2013
Page 27



System Management - TASKS

USER PERMISSIONS

Amlib client User Names can be configured to allow access to only certain modules, screens, menu
items and buttons. Only Users with full Supervisor permissions can edit the permissions for other
Users.

View Existing User Permissions

1. Launch the Amlib client
2. Go to Main > Supervisor > UserNames — the User Names table will display

3. Highlight a User Name in the table — for example: JOHN

4. Click the F8 Choose button — the User Security screen will display:

ViewingMenu  ActualMainMenu  CurrentUserMenu

I —
[ ] _Give | RSN
_Copy From.. _itie | RN

| o [

Menu Options

e ViewingMenu: is used to show/hide the buttons that appear on any given screen for the
selected User

e ActualMainMenu: lists the modules/screens/options available which could possibly be
assigned to the selected User

e CurrentUserMenu: lists the modules/screens/options actually assigned to the selected User
(bold for active, grey for inactive)
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Give When a screen/option is selected from the ActualMainMenu, the Give button is used to
ENABLE the selection — for example: MassBorrowerChange

- When a screen/option is selected from the ActualMainMenu, the Take button is used to
DISABLE the selection — for example: MassBorrowerChange

Title | When a screen/option is selected from the ActualMainMenu, the green Title button is
used to ENABLE access to the module as a whole — for example: Borrower module

- When a screen/option is selected from the ActualMainMenu, the red Title button is used
to DISABLE access to the module as a whole — for example: Borrower module

e |If access to certain Titles (modules) is DISABLED, the selected User will see fewer icons on the
Top Bar once they log in (the module names will also be greyed out):

Za, Amlib ==

Main Comminfo  Accessories
S | E] I &
L 2 E e

Enabling a Single Username Permission

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

S User Names - STAFF at Chelsea Library EI =1 @

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save F4 Delete | F5 Query F6 Print | F7 NetWk | F& Choose| F9 Passwd

User Name Location Circ at this |Level| =
Location Only
(Y/N)
CHRIS HASTINGS N 100
CIRC CHELSEA N 100
DIY1 CHELSEADIY N 1

FIONA BELMONT N 90
'CHELSEA : :

NETOPACS WEB N 100
OPACA CHELSEA N 1

STAFF CHELSEA N 100
TREVOR HASTINGS N 100

| ]

2. Highlight the User Name you would like to grant a permission to and click the F8 Choose
button —the User Security screen will display
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3. Navigate to the CurrentUserMenu to see the permissions that the user currently has
ENABLED (any options that appear in grey in the menu are permissions that the user does
not currently have):

Base

 Authorities

. Borrowers
Catalogues
Circulation
Finance
Orders
Periodical
Reports
Stocklterns
Supervisor

Debt Collection Interface

3 Authority

3 Authority - Create

3 Authority - Picture

3 Authority - Replace

4 Authority - See & See Also

4 AuthEngOptions

» KeywordDesc

» KeywordStopList

3 MarcExport

3 MarcltemDefs
MarcTags
MarcTagMaintenance

4. To enable a permission, navigate to the ActualMainMenu and then to the menu option you
wish to grant- this example uses Stock

CurrentUserMenu

Base 3
Authorities 3
Borrowers 3
Catalogues 3
Circulation 3
Finance 3
Orders 3
Periodical L4
Reports 3

| Stockltems »

. Supervisor 3
Debt Collection Interface

Stockitem Enguiry/Maintenance/Reports/Parameters

item > Mass Change

DisplayFile
History
ReadOnlyQueryMode
Reservations
Stockitem
StockitemAuto
StockitemForms
StockitemStats
StockitemOrigins
StockCallSets
StockDisplayTags
StockExternallibs
StockFormBor
StockFormVal
StockKeyword
StockLoanTypes
StocklLocations
StocklLocFloor
StockMemos
StockProcess
StockStatsGroup
StockWandChange
StockTakes
StoplList

Where...
QueryDefaults

Mass Change

| how [

4. The chosen menu item will then display in the Menu Chosen box — for example:

Stockitems.MassChange
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5. Click the green - button

6. You can then recheck the setting in the CurrentUserMenu to see if it has been ENABLED (it
will be bolded)

7. Then close out of the window and restart the Amlib client for the change to have effect

Disabling a Single Username Permission

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

(%3 User Names -

Main  LibraryMenu

“Frwew | rainsert | save | vavette ||| s uery | o prnt | £ Wottc | £ Choose| s pessu

User Name Location Circ at this | Level| =
Location Only
(Y/N)

CHRIS HASTINGS N 100
CIRC CHELSEA N 100
DIY1 CHEL SEADIY N 1
FIONA BELMONT N 90

CHELSEA
NETOPACS EWEB N 100

2. Highlight the User Name you would like to grant a permission to and click the F8 Choose
button — the User Security screen will display

3. Navigate to the CurrentUserMenu to see the permissions that the user currently has
ENABLED (any options that appear in bold in the menu are permissions that are enabled):

4. To disable a permission, navigate to the ActualMainMenu and then to the menu option you

(=3 User Security - STAFF at Chelsea Libra
ViewingMenu  ActualMainMenu [m]

Base >
Authaorities 4 Autharity
Borrowers 4 Authaority - Create
Catalogues 4 Authaority - Picture
Circulation 2 Authority - Replace
Finance ] Authority - See & See Also
Orders ] AuthEngOptions
Pericdical 4 KeywordDesc
Reports 2 KeywordStoplist
Stockltems 4 MarcExport
Supervisor 4 MarcltemDefs
Debt Collection Interface 2 MarcTags

wish to grant- this example uses Stockitem > Mass Change
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CurrentUserMenu

Base b
Authorities 4
Borrowers 4 DisplayFile
Catalogues 4 History
Circulation 4 ReadOnlyQueryMode
Finance b Reservations
Orders b Stockitem
Periodical b StockitemAuto
| Reports 4 StockitemForms
tockltera L StockitemStats
Supervisor L4 I StockitemQrigins
Debt Collection Interface StockCallSets
StockDisplayTags
StockExternallibs
StockFormBor
StockFormVal
StockKeyword
StockLoanTypes

StockLocations
StockLocFloor
StockMemos
StockProcess
Stockitem Enguiry/Maintenance/Reports/iParameters StockStatsGroup | l_ W l_
StockWandChange

StockTakes

StoplList

Where...

QueryDefaults 3

I—mm:mge

5. The chosen menu item will then display in the Menu Chosen box — for example:
Stockitems.MassChange

ViewingMenu  ActualMainMenu  CurrentUserMenu

6. Click the red - button

7. You can then recheck the setting in the CurrentUserMenu to see if it has been DISABLED (it
will be greyed out)

8. Then close out of the window and restart the Amlib client for the change to have effect
Enabling Access to an Entire Module

It is possible to control a user’s access to entire module.
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1. Go to Main > Supervisor > UserNames — the User Names table will display:

CHELSEADIY

S User Names - STAFF at Chelsea Library EI =] @
Main  LibraryMenu
F1 New | F2 Insert F3 Save F4 Delete | F5 Query F6 Print | F7 NetWk | F&8 Choose| F9 Passwd
User Name Location Circ at this | Level| «
Location Only
(Y/N)
CHRIS HASTINGS N L 100 |

DIY1 N 1

FIONA BELMONT N 90
JOHN CHELSEA N 100
NETOPACS WEB N 100
OPAC1 CHELSEA N 1

STAFF CHELSEA N 100
TREVOR HASTINGS N 100

2. Highlight the User Name you would like to grant a permission to and click the F8 Choose

button —the User Security screen will display

3. Navigate to the CurrentUserMenu to see the permissions that the user currently has — any

module names that appear in grey in the menu are permissions that the user does not

currently have — for example: Authorities, Borrowers and Periodicals amongst others are

not permitted for the CIRC Username login example below:

@ User Security - STAFF at Chelsea Library

Base

ViewingMenu  ActualMainMenu
Menu Chosen ,7 _ B
Authorities
User Name ’CIR’Ci Borrowers

[ & s

signifies to the Operator th
use the button. Green bul

All Red buttons on the re Supervisor

Catalogues 3
Copy Fronj... Circulation » l

Finance k

Pushbutton Pen Orders 5

Periodical 3

Use the ViewingMenu to v Reports >
related to the Meni reports

Stockltemns 3

Debt Collection Interface 4

the Operator can use the button.

Red to Green or vice versa.

To change permissions click the button from

Ac

User Permissions

Give
Issues
Reservations
Returns
Transfers
Import/Export

Privacy

ReserveDefAll
StepOverRide
TransfrDefaultBoth
TransfrDefaultPerm
TransfrDefaultTemp

]

the screen
lissions.

Ermissions
button to

Orrowers’
m the

o allocate
ocate

permissions )

4. To enable a module, navigate to the ActualMainMenu and then to the menu option you

wish to grant — for example: Borrowers > Borrower
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CurrentUserMenu
Base 3
Authorities 3
E 134 k BorrowerhAreas
[ P b =
i i 3
Circulation T
1 3
Finance EnterMewBorrower
Orders > . .
Financial
iodi 3
Periodical History
»
Reports Memos
3
Stockltems Picture
I »
Supervisor Reregister
Debt Collection Interface 4 .
Reservations

5. The chosen menu item will then display in the Menu Chosen box — for example:
Borrowers.Borrower

ViewingMenu  ActualMainMenu  CurrentUserMenu

N
EE _Give |\ RSN
Copy From.. | it | /RN

6. Select the green - button and then the green - button

7. Selecting the Current User Menu at this stage will show that you have granted access to the
Borrower screen only — you still need to add individual menu screen permissions — for
example: History and Memos using the steps outlined above

ViewingMenu  ActualMainMenu
Base 3
Authorities »
Borrowers » Borrowerfreas
Catalogues » Borrower
C.irculatian 3 Address
Finance ' EnterMewBorrower
Ordlers. ' Financial
Periodical » e
Reports 3 N

8. Then close out of the window and restart the Amlib client for the change to have effect
Disabling Access to an Entire Module

1. Go to Main > Supervisor > UserNames — the User Names table will display:
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Main  LibraryMenu

" rwew | 72 msert | 7 save | F4oetete || 75 auery | o rnt | 7 Wetwc |70 Choose] o Passwd

»

User Name

Circ at this
Location Only
(YIN)

HASTINGS N

Location Level

CHRIS

'CHELSEA 100
DIY1 CHELSEADIY N 1
FIONA BELMONT N 90

2. Highlight the User Name you would like to grant a permission to and click the F8 Choose
button — the User Security screen will display

3. Navigate to the CurrentUserMenu to see the permissions that the user currently has — any
module names that appear in grey in the menu are permissions that the user does not
currently have — for example: Authorities, Borrowers and Finance amongst others are not
permitted for the CIRC Username login example below:

ActualMainMenu

[ CurrentUserMenu

ViewingMenu

Base 3

I: Authorities 3
I: Borrowers 4
Catalogues 4

m Circulation 4

Finance 4

4. To disable a module, navigate to the ActualMainMenu and then to the menu option you
wish to remove — for example: Borrowers > Borrower

' User Security - STAFF at Chelsea :
ViewingMenu | ActualMainMenu | CurrentUserMenu
Base 3
Authorities 3
Borrowers 4 BorrowerAreas
Catalogues 3 Borrower
i 1 »
Circulation Addrese
i 3
P EnterMewBorrower
Orders 3 : .
Financial
Pericdical 3 Hiist
Reports 3 e to select the screen
P Mernns larata narmiscinns

5. The chosen menu item will then display in the Menu Chosen box — for example:

Borrowers.Borrower
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ViewingMenu  ActualMainMenu  CurrentUserMenu

E—mtmee ]
EE _cive |/ [iEREN
_Copy From... _mite |\ [

6. Select the red - button and then the red - button

7. Selecting the Current User Menu at this stage will show that you have disabled access to the
Borrower module

ViewingMenu  ActualMainMenu | CurrentUserMenu
Base 3

Authorities »

Borrowers »
Catalooiec L
Circulation 9
Finance »

Orders »

Periodical »
Reports »
Stockltems 4
Supervisor 3

Debt Collection Interface 3

8. Then close out of the window and restart the Amlib client for the change to have effect

Enabling/Disabling Buttons

It is possible to show/hide the buttons the user sees on any given screen — this can be used to restrict
the user’s ability to perform certain tasks — for example: perform updates or delete records

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

Main  LibraryMenu

"5 auery | roprns | 7 Wett |70 Choose| 9 Pasewd

User Name Location Circ at this | Level -
Location Only
(Y/N)
CHRIS HASTINGS N 100
CIRC CHELSEA N 100
DIY1 CHEL SEADIY N 1
FIONA BELMONT N 90
NETOPACS WEB N 100
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2. Highlight the User Name you would like to grant a permission to and click the F8 Choose
button — the User Security screen will display:

3 User Security - STAFF at Chelsea Library El = @

ViewingMenu  ActualMainMenu  CurrentUserMenu

Menu Chosen | User Permissions

User Name |JOHN Give
Copy From... Title

3. Navigate to the ViewingMenu and then to the menu option you wish to enable/disable
buttons for — for example: Borrowers > Borrower — the Borrower buttons menu will display:

if

[ Borrower @ -'
coe | [ O O oo | v | < | < | o | - |
F1 F2 F3 F4 F5 F6 Ff Fa Fa F10
| MLUM

The enabled (and therefore visible) buttons will be displayed in green, the disabled (and therefore
hidden) buttons are in red.

4. To enable (show) a button, simply click a red button with your mouse — the button will then
turn green — in the following example, the DELETE button has been enabled:

.

Borruwer /‘\ @
= 1=

cueas | [EERED IR o= T S
F1 F2 F3 FA N _Fb F6 F7 F8 F9 F10

| NUM

5. Similarly, to disable (hide) a button, simply click a green button with your mouse — the
button will then turn red

6. Then close out of the button menu, the User Security window and restart the Amlib client
for the changes to take effect

Enabling the F9 Passwd Button on the User Names Screen

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

S User Names - STAFF at Chelsea Library EI =] @
Main  LibraryMenu

F5 Query F6 Print | F7 NetWk | F3 Choose| F9 Passwd

Filew | F2insert | F3Save | F4 Delete |

User Name Location Circ at this |Level| *
Location Only
(YIN)

{HASTINGS

CIRC 'CHELSEA N - 100
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2. Highlight the User Name you would like to grant a permission to (this will be the operator
who is ALLOWED to reset User passwords) and click the F8 Choose button — the User
Security screen will display:

Use the ViewingMenu to view the window Use the ActualMainMenu to select the screen
related to the Menu Option. to allocate or deallocate permissions.

3. From the menu, select ViewingMenu > Supervisor > UserNames — the Sup_UserNames
button menu will display:

r£w| HSEHTl SA‘!.!'El [‘.IELEI'El QUERY' m||\Erwom4 mmsd_
F& F7 Fo F3

F1 F2 F3 F4 Fh F10

| oM |

The enabled (and therefore visible) buttons will be displayed in green, the disabled (and therefore
hidden) buttons are in red.

4. Click the red - button with your mouse — the button will then turn green:

r£w| HSERTl S.M.l"El [‘.IELEI'El QUEI-'Wl m||\Em0m| -::110055|(m53vm|

F1 F2 F3 F4 F& Fh& F7¥ Fa Fa F10
| Num |

5. Then close out of the button menu, User Security window and restart the Amlib client for
the changes to take effect

6. The button will now be visible on the User Names screen when the selected User is logged in

Copying Permissions from One User to Another

It is possible to copy the permissions from another User —for example: copy JOHN’s permissions to CHRIS.

1. Go to Main > Supervisor > UserNames — the User Names table will display:
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Main  LibraryMenu

ruew | r2msert | 2 sove | raoetete ||| 75 auery | s erne | 7 et 7o croose| o pasewd

User Name Location Circ at this | Level| »
Location Only a

(YIN)

‘HASTINGS

CIRC 'CHELSEA N - 100 |

2. Highlight the User Name you would like to copy the permissions to (for example: CHRIS) and
click the F8 Choose button — the User Security screen will display:

558 User Security - STAFF at Chelsea Library
ViewingMenu  ActualMainMenu  CurrentUserMenu

3. Click the button —a Copy From list will display with all the other Users listed:

rﬁ

Operator -

CIRC
DIy
FIONA

NETOPACS

OPACA
STAFF
TREVOR

4 [ r

Copy I Cancel |

4. Highlight the Operator whose permissions you would like to copy — for example: JOHN
5. Then click the Copy button — a prompt with the following message will display: XXXXX now

has the same Menu and Button Security as XXXXX.
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6. You can

@ CHRIS now has the same Menu and Button Security as JOHN.

review the permissions now enabled for this User by selecting the

CurrentUserMenu — bolded selections are enabled, disabled selections are greyed out

7. Then close out of the window and restart the Amlib client for the changes to have effect

Authorities

Borrowers
Catalogues
Circulation
Finance
Orders
Periodical
Repoarts

* rF T ¥ W OFwT O¥r w

Supervisar

sAting made urtil char

CurrentUserMenu

DisplayFile
History
ReadOnlyQueryMode
Reservations
Stockitem
StockitemnAuta
StockitemForms
StockitemStats
StockitemiOrigins
StockCallsets
StockDisplayTags
StockExternallibs
StockFormBar
StackFarmbal
Stockkewword
StockLoanTypes
StockLocations
StockLocFloar
StockMemnos

StockProcess

StockStatsGroup
StockwrandChange
StockTakes

StoplLisk

where, ., Chrl+

GueryByItem

Mass Ch
355 Lhands QueryByCat

QueryByKevward
CueryAlkeyword
KeywordORAMD
KeywordaDoR
KeywordANDARND
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STOCKITEM CAT DEFINITIONS

By setting the 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: Cat Definitions
Form Cat Definitions are found in the Window Menu of the Stockitem Form code screen.

1. Launch the Amlib client

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

- CT A L I =L o
|& Foguy Coel=s = JLAFF ab Qi =i Ly J |L3]

Main  Application

F1 Hew | F2 hve | F4 Delete F5 Query Fé Print FT Loan F& Validtn | F% Display
Form Description Allow Floating Cat Def
Loan ? Defined = |
AC  Audio Cassettes : i N
BK Books Y N N
BR BookRoom Y N N

3. Highlight a Form code in the table — for example: AC — Audio Cassettes

4. From the menu, select Window > Cat Defs — the Form Codes for Catalogues window will
display:

= ~ R 4
hormCodesgorCatalopies, d

F3 Save ‘ F5 Query
Form Code:  [AC

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

Tag

747 Must Contair | SOUND CASSETTE
250

ELI. Must Nat

310

440
400

Description
Tag 300 contains "SOUND CASSETTE' =

5. To set a Cat definition:

a. Select a Tag number — for example: 300
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b. Enter the data that MUST be present for valid items to be given this Form Code in
the Must Contain field— for example: Sound Cassette

c. Enter the data that MUST NOT be present for valid items to be given this Form Code
in the Must Not field — for example: CD

d. Click the Paste button

6. Click the F3 Save button when complete

Stats Codes: Cat Definitions

1. Launch the Amlib client

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

|": state Codes o STARR at Cheleea Lilirary, ._J -‘31
Main  Applcation
F1 Hawi | F2 Insert F3 Sawe | Fd Delete F5 Dusry F& Primt FT Loan F& Cat Dt
Stats | Allow | Floating Stats / Collection Price Cat Def
Code  Loan s Description Group Defined
Code
_ECI' Y H Equipment HB N
ILL A H Inter Library Loan FIC H
JCAS A H Junior Cassette HE H

3. Highlight a Stats Code in the table — for example: J = Junior Fiction

4. Click the F8 Cat Def button — the Stats Codes for Catalogues window will display:

siats Codesgon Catalogues: Lﬂ
F3 Save ‘ F5 Query
Stats Code: ||

** MWOTE: Wou can use these parameters for another form code by entering the new form code here

Tag

Mumbers Tag
41 © lgnore & Starts With
aa  Must Contain " Contains anywhere before first space
gy = " Must Mot Contain " Containg anywhere in tag
99
100
110
111 Uze a comma ta specify more than
130 y
210 Must Startwith |
243 "
e Must Nat Start with |
246
247

Description

Tag 82 contains no numbers.
Delete

5. To set a Cat definition:

a. Select a Tag number — for example: 82
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b. Numbers:

iv.

Select either the Must Contain or Must Not Contain radio button (the Ignore

button is only used when creating non-numerical definitions)

Enter Must Start With and/or Must Not Start With data (optional)

Click the Paste button

Ensure Numbers is set to Ignore

Select either the Starts With, Contains anywhere before first space or
Contains anywhere in tag radio button

Enter Must Start With and/or Must Not Start With data

Click the Paste button

6. Click the F3 Save button when complete

A setup for Schools might be:

CODE EXAMPLE
NF DEFAULT as set up in Main > Supervisor > Installation — Stockitem tab or set in
MARC Take up
F Tag 82 must not contain numbers
A setup for Public Libraries might be:
CODE EXAMPLE
ANF DEFAULT as set up in Main > 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.
CALENDAR
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Days Closed

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

1. Launch the Amlib client

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

3. Select the Circulation tab

=3 Installation - STAFF at Chelsea Library

Main  LibraryMenu Installation

F3 Save

F5 Query

Borrower ‘

Catalogue |

Circulation

Stockitem

System

Other ‘

DEFAULT

Description

Walue

Check (B)arrower or (Item for fines and charges B

Claims returned process code

Debt Collection Borrower Status

]
]

Default Booking Incremenet

Display a confirmation message of Credit (YiN)

Display Chute Returns on the Main Menu instead of Returns
Display the borrower's image in Circulation screens (Y/M)

Fines for an item cannot exceed the price of the item

Give a Message when an Interlibrary Loan is Returned

Hide the Message ITEM BELOMNGS AT LOCATION XX in Returns
If a borrower owes money go straight to collect on I1ssue window

If a Borrower owes money go straight to collect on Returns window
Ifsetto Y allows an Issue return date = than the specified ILL Return date
If Setto Y allows renewals to be due afterthe ILL Return date

il Bl Bl e B R S R R R R

NUK

4. Adjust the following settings:

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

closed Saturday and Sunday
5. Click the F3 Save button when complete

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

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

To mark a date as a closed:

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

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

Sl Calendar - STAFF at Chelsea Library =] = [

Main LibraryMenu  Calendar

F2Set | F3Update| F4Delete | | F5Query | Fr<< | Fa< | Fa> | F10> |

Chelsea Library

November 2011
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 Date Description

6 T 8 9 10 1 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

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

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

Haliday (=53]

Holiday

| Melbourne Cup

Ok | Cancel |

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

e Click the OK button

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

in the table to the right of the calendar:
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Sl Calendar - STAFF at Chelsea Library =] = ==

Main LibraryMenu  Calendar

F25et | F3update | F4Delete | | F5Query | Fre< | o< | Fa> | F10>>|

Chelsea Library

November 2011
Sun Mon Tue Wed Thu Fri Sat

: 5 3 4 5 ! Dat Descrintion
=+ 1 Hov 2011 :Melbourne Cu
6 ?\ 8 /9 10 1 12
]

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

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

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

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

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

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

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

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

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

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

one year in advance

Remove a Closed Date

1. Toremove a closed date, highlight the date

2. Click the F4 Delete button — this will mark [x] the Closed date for deletion

3. Click the F3 Update button when complete

4. Exit and restart the Amlib client for the new settings to take effect
Copy a Closed Date to Other Locations

Closed dates in Calendar can be copied to other Locations.
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1. From the menu, select Calendar > Copy To All — a prompt will display asking: This will make
every location have exactly the same holiday settings as ‘XXX’. Continue?

Duplicate 2

" 1 This will make every location have exactly the same holiday settings as

« 4 'CHELSEA'. Continue?

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

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

Calendar @

101 Calendar successfully reproduced

4. Click the OK button

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

Different Closed Dates for Each Location

If different closed dates are required for different Locations.

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

3. The set the closed dates for this Location

4. Click the F3 Update button when complete

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

Each Stockitem Stats code is associated with a Group. These groups are used to assign depreciation
rates and cost prices to items. The actual prices used are formulated by STATE LIBRARY OF WESTERN
AUSTRALIA. By Depreciating by Groups varying percentage depreciation figures can be set, and Local
stock can be exempt from depreciation as required. Depreciation can be set via Location or for All
Locations using [F8] for specific Location and [F9] for All Locations.

Stats Code Groups - STAEF at Library (ST2 DB v5.3)
Main  Application

Fillew | F2insert| F3Save | F4Delete| F5ouery| FoPrint | F7AccPri| FiDeploc| FoDepran

Group Price Group 5 Mﬁ
Code Description Tlice STOUQS are.
. depreciated
:Adult Fiction
ANF Adult Non Fiction
ART Art Works File Number
EQU Equipment/Accessories
ILF Inter Library Loans - Fiction
ILJ Inter Library Loans - Junior
ILN Inter Library Loans - Non Fiction
J Junior
NAT National Library - Inter Library Loans - All stock

Start Depr From:

i

End At

1 19999999

To view Price information for any of the Stats groups, highlight the line and select AccPri [F7]. A table
will display, which allows the entry of current depreciation rates and minimum prices for each Form.

S5tock Depreciation Rates E|

F3 Save F5Query | FéPrint | F7Prices|

Group Code; 3

Form | Yearof | Yearof Always use Depreciation Minirmurm -
Type First Last Ayerage Rate Depreciatian
Auerage | Average Price (%) Cost{(F)

Price Frice Before ear
P01

CAS ¢+ 2002 2011 10 T.in

i CD 2002 2011 10 7.7a
ScoL: 0 0 0 0 50.00
CDR ¢ 2002 2011 2002 10 7.7a
cDs ¢ 2002 2011 2002 10 7.7a
DvD i 2002 2011 2002 10 7.7na
DVRE | 2002 2011 2002 10 7.7na
COLUMN EXPLANATION
Form Type Available Form Types that can be allocated average
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prices

Year of First Average Price First average price as defined on the Prices Table for this
particular form.

Year of Last Average Price Last average price as defined on the Prices Table for this
particular form.

Always use Average Price Before the year entered in this column, give the average
Before Year price for the particular year rather than calculate
according to percentage

Depreciation Rate (%) The rate at which the prices will be depreciated in the
new calculation

Minimum Depreciation Cost A minimum amount, so that if the value of the
($) calculation falls below this amount, enter this amount in
the cost field rather than the calculated figure

To be eligible for depreciation, depreciation rates must be entered for every type of Form.

In addition, an average price for each year can be entered for Forms of items by selecting Prices [F7].

Average Stock Prices

F3 Save F5 Query| F& Print |

Group Code: Form: BE
| Yaar Cost (§) A

2013

2012

2011 29.¥70

2010 27.80

2004 24.20

2008 22.00

2007 19.80

2006 17.60

2005 16.480

2004 14.30

2003 13.20 =

Running Depreciation

Depreciation can be set to be depreciated on a Straight Line basis or on a Reducing Balance basis.
The method is selected in Supervisor, Library Menu, Installation, Stockitem — Deprec. Items on
straight line basis. An option as to whether 10% GST is removed prior to depreciation and then
reapplied can be selected from Supervisor, Library Menu, Installation, System — If price includes GST
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this removed before depr and recalculated after. Regardless of the Depreciation method, the same

Depreciation Tables are used within Amlib. The essential difference is in the calculation and which
cost price is used for the calculation.

The Depreciation can be performed on one item or as a Mass Depreciation from Stockitem,
StatsGroups.

The date Depreciation uses is the Accession Date of the Stockitem. If there is no Accession Date, it
uses the Received Date of the Stockitem.

As the item is depreciated, the system considers:
Method of Depreciation e.g. Straight Line or Reduced Balance
The Stats Group code which has the Percentage Rate, Minimum price restrictions

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)

Rounding formulas as set in Stockitem, Application, StockOrigins for the particular Source

Straight Line Depreciation
A Straight Line Depreciation uses the Original Cost Price which is stored in Stockitem/Item/History.

Stockitem Circulation History

F5 Query | F6 Print |
I

Times lssued: 149 0
Prey.

Pariod U
Times Renewed : & 1]

Circulation Activity

StockTake :
Last depr;
Last Act:

15022011
0140142011
19022011 12:12:06 P

Qriginal Cost Price

Times Reserved 2 F40.35

3111025711829

Action

Date

WWho

Comments

Value

RES.HIET

14 May 2008 10

CI125h5599032d Miss Misty Anne Franc

Cancelled within Circ on 2008-05-14-10.33 by A-

RETURM

14 Feb 2011 12

CI25hE353674d Mrs Joy L Curran

Returned at 0SB by A-Q on 18/02/20101 1212 P

FRICE

21 Jan 2011 1001

BATCH DEFR ( USED LAST DEFPR DATE 2010-C

2090

ISSUE

fJan 2011 442

CI25hE353674d Mrs Joy L Curran

Circ issue at 0SB by A-O to CURRAR, JOY Due;

RETURN

G hay 2010 4:14

CI125b0841137d Wosh Osharne Transi

Returned at 058 by A-Q on 06/05/2010 4:14 PR

ISSUE

4 hay 2010 4:11

C1125b0841137d Wosh Oshorne Transi

Circ issue at MIR by A-M to OSBORNE TRAMEIT,

RETURN

4 hMay 2010 3:51

Cl125h5599032d Miss Misty Anne Franc

Returned at MIF: by A-M on 0440572010 3:51 PM

ISSUE

2T Apr2010 254

CI125h5599032d Miss Misty Anne Franc

DY igsue at MDMZ by MIRDRNZ to FRAMCIS, MIS

RETURN

20Apr 2010 1:37

CI125b0841153d Wmir Mirrahooka Tran

Returned at MIF by A-M on 2000472010 1:37 PM

Reports

Report Type

Details

G Oct2006 12:00

READING

ALEXANDER THOMSOM

23 Aug 2007 12:0

READIMG

LESLEY CAREY

18 Feb 2008 10:3

READING

HEATHER WILKIMNSOMN
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Note: The Original Cost field is assigned the same value as the cost field when a new item is manually

inserted Example or Straight Line Depreciation

An item worth $27.00 was purchased in 1995, and therefore 6 years old at 2001.
Within the tables, the depreciation rate is set at 10%

It simply calculates 60% (6 years x 10% = 60%) of the Original Cost e.g. of $27.00
This will be $16.20

So the Depreciated pricing will be $27-516.20= $10.80, rounded off will be $11.00

Note: Rounding parameters are set in Stockitem, Application, StockitemOrigins

Reducing Balance
A Reducing Balance the current cost (i.e. the value visible on the Stockitem Window) is used.

Example or Reducing Balance Depreciation
An item worth $27.00 was purchased in 1995, and therefore 6 years old at 2001.
Within the tables, the depreciation rate is set at 10%

e 1% year it depreciates to $24.30

e 2" year it depreciates to $21.87 ($24.30 — 2.43)
e 3"year it depreciates to $19.69 ($21.87 — 2.18)
o 4" year it depreciates to $17.73 ($19.69 — 1.96))
e 5"year it depreciates to $15.96 ($17.73 - 1.77)
e 6" year it depreciates to $14.37 ($15.96 — 1.59)

Rounded off that will be $14.00

Depreciation Process
The Depreciation process can take a large amount of system resources to implement, and should not
be done when the library is busy as all other applications will be slow

Items can be depreciated on a yearly basis. Depreciate all items at the Login Location via the Stats
Group Table by selecting DepLoc [F8]. To depreciate all items use DepAll [F9].

Start Depr From, End At
The value in this field is the unique Stockitem number and depending upon your installation could be
in the range 1 to 999999 depending upon how many items are in the database.

A message will display:
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Stats Code Groups

[Depreciate all the Stockitemsz that have not been Depreciated faor thiz Year for the CURBEMT LOCATIOMN Only .

That iz for

2

Are you sure’?

For every item on the database at the Current Location this will

Assign an average price if the price is 0.00 and a parameter entry can be found

Depreciate the current price by the respective % if the price has not be depreciated within the last 12

months (a field in the Stockitem History records the last depreciation date).

At the end of the process, a message will display.

Stats Code Groups x|

L]
_ ll) &l Skockiterns have been Depreciated,
ey

The Accession date of an item is used in these calculations.

Note: New items accessioned within the last 12 months will not be depreciated

The Stockitem history will keep a note of the Depreciation change and enters the Last Depreciation

Date.

Stockitem Circulation History

Report Type

F5 Query F& Print
I
Times lssued ! § - i StockTake : 01/08/2010 Original Cost Price
Times Reserved 0 Period 1] Lastdepr: 0140152011 F27.40
Times Renewed : 0 0 LastAct:  01/09/2010 2:48:56 PM
AL125050732278 Circulation Activity
Action Date Who Comments Walue
PRICE :22Jan 2011 2:4F BATCH DEFR { USED LAST DEPR DATE 2010-C §20.90
RETURM:1 Sep 2010 2:48:C1 25b5588960d Mr Emir Tupkavic Returned at MIR by A-M on 010972010 2:48 PM
ISSUE 7 Aug 2010 10:5%CH 25b5588960d Mr Emir Tupkavic DIY issue at MDIY2 by MIRDIYZ to TUPKOVIC, E
RETURM: 24 May 2010 10:% C1 25b6196500d Mrs Sanela Tupkovic i Returned at MIR by A-M on 24/05/2010 10:59 A
ISSUE 10 May 2010 1:52C125b6196500d Mrs Sanela Tupkovic i DIY issue at MDY by MIRDIYY to TUPKOWIC, S&
RETURM: 4 May 2010 350 :C125b5599032d Miss Misty Anne Franci Returned at MIR by A-M on 04/05/2010 3:50 P
ISEUE 17 Apr2010 1005 C12505599032d Miss Misty Anne Franc: DIY issue at MDIY2 by MIRDIYZ to FRAMCIS, MIS
FRICE (6 Feb2010 631 BATCH DEFR { USED LAST DEPR DATE 2009-C§23.10
FRICE (¥ Feb2008 3:45 BATCH DEFR { USED LAST DEPR DATE 2008-C §25.30
RETURM: 1 May 2008 1:51 : C125b5599032d Miss Misty Anne Franci Returned at MIR by A-M on 01/05/2008 1:51 PM
Eeports
Details

16 Feh 2008 9:18: READING MISTY FRANCIS
1 May 2008 1:51 EREADING MISTY FRANCIS
4 May 2010 3:50 E READING MISTY FRANCIS

Individual items can also be depreciated from Stockitem, Item, Depreciate item.
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DATA MANAGEMENT

Catalogue Maintenance

Insert all Unused Catalogues Records into a Saved File
1. InAmlib go to Main > Catalogue > CatMaintenance
2. Choose the Maintenance Task from Field 1 — Insert all unused Catalogues into a Saved File
3. Enter an appropriate date in the “Only consider catalogue records before” parameter
4. Click the Options button to select or create a file for the Unused Catalogs

Catalogue Saved Query Results El
FiNew | F2Empty | F3Save | F4Delete | F5ouery | FoPrint | F7cCopy | FePaste | F9select |
Cperatar; IETAFF j
Details Allow other ity Last File -
operators to Updated Mo
access this file
CrIY
EXCH 010903 ' 0 24/01/2003 12:25:02 PM{ 3069
w | MO TEMS N 0 2400172003 12:20:11 Pl 3063
GK TEST ' 4 10/01/2003 12:45:14 PMi 3065

5. Press Start [F3] to begin the task.

Unused Insert into File

Inseding unused Catalogs into File...

Frocessing Record: 718

6. A message will display at the end of the task, giving a summary of the changes made.

Unused Insert into File x|

L
_‘1) & bokal of 2 Catalogs have been inserted into the Saved File,

The items can then be viewed by displaying the Catalogue File.
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Catalogue Saved Query Results El

Filew | F2Empty | F3Save | FaDelete | F5query | FéPrint | F7 copy | F8Paste | Foselect |

Cperatar: I STAFF j
Details Allowy ather ity Last File o
nperators to Lpdated o
access this file

{YiM)
MO ITEMS b
EXCHO10903 Ny
GKTEST Ny

240172003 12:25:02 PM: 3069
1000172003 12:45:14 PM: 3065

[24/01/2003 319:53 FPM | 3068

0
a4

7. The records can be investigated.
8. If the catalogue records are to be deleted, the task can be run “Delete all Unused Catalogues

that are in a Saved File” in the same way as shown above
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Authority Maintenance

Mass Delete Unused Authorities

To mass delete Authorities that are not being reference by catalogue records select this option.
Schools that import the SCIS Authority File should not perform this task, as they will want to keep the
unused headings for future use.

10. In Amlib go to Main > Authorities > MarcTagMaintenance
11. Choose the Marc Tag Maintenance Task from Field 1 — Mass Delete All Unused Authorities

2] Marc Tag Maintenance - STAFF at Chelsea Library g
Main  Application

F1 Clear F3 Start

4. Choose the Marc Tag Maintenance Task: ( NB Options 1 and 2 subject to Group Security )

|M.1ss Delete all Unused Authorities j

Mass Delete all Unused Authorities

2. |Mass Merge Duplicate Shared Authorities

Change a Tag to be an Authority/Non-Authority

Add a subfield to a tag ( replaces existing ) or leave text blank to delete subfield

Rebuild an Authority Key

Rebuild the keywords for an Authority Select Tags...
Rebuild the keywords for a Non-Authority
Rebuild all the keywords

12. Under field 2, use the Select Tags... button select the tag the maintenance task is to apply
the deletion to. Some tasks allow multi selection of tags, whilst some will allow only one tag.
Tick the tags you want to delete the unused authorities from and select OK

Select Tag(s) to Mass Delete all Unused Authorities - STAFF at Chelsea Library (Live DB ...
Select All Unselect All
Tag Diescription i
B 610 Suhject- Corporate name
B 611 Suhject - MeetinfConference name
[w 650 Suhject- Topical term
B 6451 Suhject- Geographic term
B 700 Added entry - Personal name
B 710 Added entry - Corparate name
B 711 Added entry - Meeting/Conference name
B 715 Added Entry Corparate Name
B T30 Added Entry - Uniform Title
B 740 Added entry - uncantrolled relatedranahtical title
B T80 Preceding title entry
B 785 Bucceeding title entry
B 852 BrodartHoldings
B 856 LIRL Link
B 880 Alternative Graphic Representation (Unicade)
B 900  iHeadline hdl
Ok | Cancel ‘

13. Under field 3 select the Options... button to choose the deletion level from Level 1, Level 2
or Level 3 then select OK (these are explained further below)
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© Level 1;

" Level 2

" Level 3

Delete Options

Delete only Authorities that have not heen used by the systern. This will retain
any Authority used, either for a Catalogue or used for a cross reference with any

other Authority.

Celete all Authorities that are not referenced to any Catalogue, directly or

through a cross reference. This will retain any Authority

used, either for a Catalogue or used as a cross reference with other

Authorities, where the other Authority is used for a Catalogue.

Celete all Authorities and related cross reference links that are not directly
linked to a Catalogue. This will retain any Authority used for a Catalogue.

ke | Cancel |

OPTION

EXPLANATION

EXAMPLE

Mass Delete Unused
Authorities — See
options in more detail
below

3 options that can be chosen. Level 1 will
delete the least data, Level 3 the most
data:

Level 1: Only Authorities that have never
been used on your database will be deleted.
Therefore subject headings that have been
used as a See, See also, RT, NT etc. will not
be deleted

Level 2: Will delete Authorities that are not
attached to a Catalogue record but will
retain Authorities where one of the
references (NT, BT etc.) is attached to a
Catalogue record

Level 3: Will delete any Authority that is not
directly attached to a Catalogue record

See below in Table
format “Mass Delete
Unused Authorities”

NB: As schools
import SCIS
Authority headings,
they may not wish
to delete the Unused
headings

14. Press F3 Start to begin the task

15. A confirmation message will be seen, select OK
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Authority Mass Delete

-

L]
\!:) The 159 Authorities have been processed and 2 Authorities have been deleted,

EXAMPLE — WILL THE TERM BE DELETED??

Term Usage | Levell Level 2 Level 3
Only Authorities that have | Will delete Authorities Will delete any
3:¥§E:§ee3vﬁlsicl Céfglléct):g that are not attached to | Authority that is not
Therefore subject headiﬁgs aﬁa:s){lg%u;&;g&%?:t directly attached to a
that have been used as a L g Catalogue record
See, See also, RT, NT etc.
will not be deleted _references (NT, BT etc.)
is attached to a
Catalogue record
Cats 0 Y Y Y
Cats 0 N - (the headingisused |Y Y
) by the system by having
NT Kittens 0 a cross reference)
Cats 0 N N -Neither term will be | Y - The Term Cats will
deleted (the Cats be deleted. The Term
NT Kittens 1 heading is being Kittens will remain (the
referenced by a heading is being directly
catalogue record referenced by a
through the cross catalogue record)
reference)
Cats 1 N N - Neither term will be | Y - The Term Kittens will
deleted (the Kittens be deleted. Cats will
NT Kittens 0 heading is being remain (the heading is
referenced by a being directly
catalogue record referenced by a
through the cross catalogue record)
reference)
Cats 1 N N N - (both headings are
' being directly
NT Kittens 1 referenced by a
catalogue record)
Cats 1 N N N
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Mass Merge Duplicate Shared Authorities

This is a Mass merge process and the system automatically merges any duplicate shared Authority -
for example Subject headings or Authors, without allowing the User to first view any duplicates. It
will keep the fuller authority and merge the shorter version to the larger version.

1. InAmlib go to Main > Authorities > MarcTagMaintenance

2. Choose the Mass Merge Duplicate Shared Authorities Task from Field 1

=] Marc Tag Maintenance - STAFF at Chelsea Library E]

Main  Application

F1 Clear

1. Choose the Marc Tag Maintenance Task: { NB Options 1 and 2 subject to Group Security )

Mass Merge Duplicate Shared Authorities j

Mass Delete all Unused Authorities

2. IMass Merge Duplicate Shared Authorities

Change a Tag to be an Authority/Non-Authority

Add a subfield to a tag ( replaces existing ) or leave text hlank to delete subfield
Rebuild an Authority Key

Rebuild the kevwords for an Authority | Select Taas... |

OPTION EXPLANATION EXAMPLE

Mass Merge Duplicate This merges authorities that have identical | John Smith (1866-
Shared Authorities Search keys and merges them to one 1924) and John
Authority without User Intervention Smith (1948 -) are

different authors but

Please Note: This option should be used they have the same

with caution as some Authors may have the | ¢ string — these

same name but in fact are different

would be merged if
Authors

this option is run

3. Under Box 2 highlight the Marc Tag to which to apply the task then select OK. If merging
Subject Headings, tick the Tag for the 650. You will need to redo the other tags if they are
required e.g. 651

2. Specify which Marc Tag(s) to apply the change to:

{none)

Select Tags...
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Select a Tag for Mass Merge of Duplicate Shared Authorities - STAFF at Chelsea Library ...

Tag Cescription i
490  :Series Staternent

GO0 :Subject- Parsanal namea

B10 i Suhbject- Corporate name

611 Subject- MeetinfConference name

t- Topical term

651 Subject- Geographic term

TO00  :Added entry- Personal name

710 Added entry- Corparate name

711 Added entry - Meeting/Conference name

715 iAdded Entry Corporate Mame

T30 iAdded Entry - Uniform Title

740  Added entry - uncantrolled relatedianalytical title
TA0  :Preceding tite entry

785 iBucceeding title entry

856 [LURL Link

900  iHeadline v

ke | Cancel

4. lIgnore Fields 3 and 4 as these are not required for this task
5. Press F3 Start

6. You will receive a notification, select OK

L =

Authority Merge

L
\!}) 1 Authorities have been merged into 1Authorities,
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Stockitem Maintenance

Item Table Menu

Contains maint

enance tasks for Stockitems.

NOTE:

-

Change Due Dates & Mass Item Change need a File for Processing. If a
File is not chosen first, the Menu options will remain grey

g MUK LISL - F F Tuws - guslll'!llﬁ DFfOFUD EJ“
Main  Table XReferences File

3eq AddToReserveList Authar Call Mo Seties Form Stats |(On|On | Rsw| Due |Perm | Process | Edit. | Wol. | Tem|
ChangeDueDates Lo Ord Back | Loc Lo
m MassItemDeletion Eas
T2l MassMemoltems 559704342 L Bl LJF N N EAS EAS
37| MassMemoDelete irs Richard Cor 658 G708 By B JF M M in Eaz Eas
4| MassltemChangs tzan, Chary vl J HLD B L IM M in Eaz Tt & Eas
50 Reserveshuffle wmond, Henry M 468 RAY  Learninyour (BK LJF M N i EAS EAS
&0 wmond, Henry M 405 6 Rt Lesen in your (BK GJF M M G0 Az Eas
7| Mter  Chris. 36132 TRO Bl JF N IN 0 EAS Znde Eas
B:E orint re oo, Marianne J. 155 33 LEG Bl JF N IN 0 EAS Eas
3/M  Report F7  [d,Gabriele.  JFLOR Bl JF v N i0 040820EAS Eas
10T Sequence gnnan, Stephen £791.3 BRE BK JF MoiM 0 EAS EAS
11 "r-\;inn-combatards & novel =ed Fullerton. Alexandet F FUL LP iAF MR 0 EL= 2005 Eos

Stockitem Mass Item Deletion

Stockitem Mass Change is useful for maintenance of Stockitem Records.

NOTE:

g

MassltemDeletion will only become available after displaying a Saved File as
the File references are used to determine which Stockitems on the Database
will be deleted.

The procedure is to firstly create a Saved file within Stockitem Module

Secondly we then mass delete the items within the file.

Creating the Saved File with stockitems for deletion

There are three different ways to conduct the query within Amlib to collate the stockitems necessary

to save to the Stoc

kitem File. Simply choose from either of the following three suggested methods

depending on your needs.
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To create a File in Stockitem, either:

e Wand into File
e Conduct a Query in Stockitem
e Perform a Where Search or

File creation alternative 1 - Wand into File
1. From the Stockitem > Application screen, select File. Select the menu option WandintoFile.

F1 Clear F4 Select

Saved File: |(nune)

Totalin |0

Barcode Title L

Iterm Mo: |

2. FASelect to choose a File. If a suitable File does not exist, select [F1], type a description (eg.
Mass Deletions) and Select Save using [F3].
If a suitable File does exist, but items are already in the File which need to be excluded,

highlight the File and select Empty [F2].

3. Select the File by highlighting the File and pressing [F9] Select.

4. Wand the barcodes of the items to be included in the File. As you wand the items you will
notice the number of items increase for the File on the taskbar of the Stockitem screen.
Once you have wanded all the items, select File. You will see a tick next to the WandIntoFile

menu item. To de-activate this click the WandIntoFile option again. The tick will disappear.

File creation alternative 2 -Conduct a Query in Stockitem

1. Perform a query to select the Stockitems to change, save the results into a File by selecting
File > > Save All or Save Marked or SaveNotMarked (as appropriate).

Stockitem List - |:|@J S|

Main Table XReferences N3
Seq Title:

Form Process |Rsv Seties Stats |On On| Due | Perm |Process Date Edit &
SaveMarked Los Ord Back | Loc
The advertures of Bertr SaveMotMarked H : ;

2E04726E bl 1

BK

1

2 The adventures of Captf RemovedlFramFile ! M

F | Th " RemoveMarkedFromFile Bi a JF M ML 200
4 | The acvertures of Mr To RemaveMotMarkedFromFile Bk ] JF M L 193¢
5[ The advertures of Pinoc. RemoveMarkedFromAnyFile BK o Fin ML S1g
B | The advertures of Rokin Hoocz Mitchel, Adrian, 19&‘; CJF WIT BH 1] JF NP P2EI04S2E ML 1998

2. If a suitable File does not exist, select [F1], type a description and Select SaveF3.
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If a suitable File does exist, but items are already in the File, which need to be excluded, highlight
the File and select Empty [F2].

3. Once the File has been created or emptied, select the File by highlighting the File and
pressing [F9] Select.

4. The items can then be mass changed as shown under the heading Making the Changes.

File creation alternative 3 - Where Search

1. Where Searches can be used for creating Files in Stockitem. Set the parameters as required.
For example, those items not counted in a Stocktake that are DVDs.

i Stockitem Where Search -

Main  Application
Fi Clear | F2Insert F4 Select | ‘ F5 Query | F6Count | F7ctoFile| F8order |
1] Choose Search Column 2 Choose Operator
WholastChanged ~ - ~ ~
DateDueDDMMYY =
Times Borrowed
Times Reserved < o= o> >
Times Renewed
Stock Take i) 3 Type the Where Condition and Press Paste
Stock Take Date OR Press Special
Last Depr Date hd - P Paste
Guery Description
[ Column Cperator Where )] Delste
: Formi = | ©lanp
Stock Take Dx ﬂ ﬂ
et Date - 1 Year
LM

2. Choose Query into File [F7].
If a suitable File does not exist, select [F1], type a description and Select Save using [F3].

If a suitable File does exist, but items are already in the File, which need to be excluded, highlight
the File and select Empty [F2].

3. Select the File by highlighting the File and pressing [F9] Select.

Deleting the Items

Mass Item Deletion

1. After saving the File, close the Table and go back to the Stockitem Details screen. Select File
> DisplayFile. Highlight the appropriate File and select [F9].

2. When the items display, highlight all the items in the table and choose MassltemDeletion
from the Table menu.
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ockitem List - 5 rows - Mass Deletion
lsin REEEN <References  File

AddToReserveList Stockitem Series Form Stats | Perm |On | Borrowerhl
ChangeDueDates Loc Loa
tion o

Masstemaltems

MassiemoDelste
ReserveShuffle

MassItemChange

Print F&
Report F7
Seguence

The following message will appear asking if you want confirmation of delete messages. In most
cases, you would press No, and this automatically deletes the stockitem, and the catalogue record if
it is the last stockitem for the catalogue record.

If however, you want to be warned before the catalogue record is deleted when the last stockitem is
deleted, you should press Yes.

Stockitem - Mass Delete E|

g You have chosen to delete the 5 selected ikems, Do you want confirmation of delete messages?
\.‘/

Moke: Last catalogue entries will be automatically deleted if no confirmations is specified,

e ‘ Cancel |

Pressing Yes (and when an item in the table is the last stockitem for the catalogue) will result in the
message below, allowing you to choose to keep the catalogue record if needed.

Delete Item |g|

\"‘?l'/ This item is the LAST one For the catalogue. Do wou skill wish ko delete the stockitem?

oo |

If an item has been reserved it cannot be deleted and will remain in the file. Once the reserve is
removed the item can then be deleted.

Stockitem §|

Ikern ORDEROOOOSSEZE
Stock Ikem has reservations - may not be Deleted |
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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 [ol. Ed. |
Line 3

Line 6 [Call Set |

Unique No: Convert
Options
[ * Rebuild Keys using stock item data { uses stock stop words )

[~ *MNon Catalogued Items Only { Same as Rebuild Keys )
v * Refresh ALL hems 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:

LI
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
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commence. A message will display indicating the number of items
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
2. Select Application > StockitemAutolink
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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
Line 6

[Call Set |

Unique No: Convert
Options
[ *Rebuild Keys using stock item data ( uses stock stop words )
[ *MNon Catalogued Items Only { Same as Rebuild Keys )
v * Refresh ALL ltems from catalogue { excludes Periodicals and Orders )
[~ 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 volume / edition

Start |1 End |37345

GetFile |[File:

| RN

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 Stant
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

Flease selectthe lines to be
refreshed.

¥ Title

I~ Author

I~ Publisher
v 15BN/ Series
™ Subject

I Call Mumber

I “olume
I Edition
Call et

0K | Cancel |

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

@ Stockitem Miscellaneous - STAFF at Chelsea Library

ok

Item No |980159002 Catalogue Ref: 7330

Line 1 | Reach for tomorrow / by Arthur C. Clarke.
Line 2
Line 3
Line 4 [ val. Ed. |
Line 5
L= = [Call Set |

Unique MNo: 6978 Convert

Options
[ * Rebuild Keys using stock item data ( uses stock stop words )
[ *Non Catalogued ltems Only { Same as Rebuild Keys )

v * Refresh ALL ltems from catalogue ( excludes Periodicals and Orders )

I Remowve 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:

Title: A history of Australia % : 'The old dead tree and the young green tree' 1916-1935 with an epilogue ¢ CMH. Clark. [ 130 records read|

Tt

8. Atthe end of the process a message will display, indicating the number of items processed,

select OK
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-

ltem Rebuild

L3
\!}) 5427 Ttems Rebuil,

Mass changes to Stockitem

There are 2 options for Mass Change of items:

e Stockwand Change
e File — Mass Change from the File e.g. After wanding into File

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.
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@ Stockitem Wand Change - STAFF at Library

BE <

Main  Application

FiClear | F2insert F4 Select |

F6Stat | FTFiFile

F8 Friwhre

1 Choose Column to Change

Date Accession ~
CurrentCost

Process

Process Date

Call Set Reference

Last Stock Take

Item Origin

Item Loan Code

Title bt

Update Deseription:

OB Press Special

2 Type the New Value and Press Paste

Paste

Delete

rent Date

Column New Value
Process = IN PROCESS
For Loan (YN} = Y
Alert Oper {Y/N} = Y
Show Opac (YN} = N

Item No

Last Changed
By

MLk

5. Click the Paste Button

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

Using the Special Button

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

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

8. Select/enter your date parameters

9. Click the Paste button

Update

._‘

Process Date = Wednesday, 19 Oct 2011

Current Diate

Start of Week
Start of Month
Date Received
Date Accession
Fracess Date
Last Stack Take

J Davs
J Manths

Faste | Cancel |
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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

9P The Following changes will be made to all wanded Stockitems, Change:
-
o
' 1. Process to'IM PROCESS'
2. For Loan (M) bo
3. Alert Oper ¥/ bo
4, Show Opac M) to '

Praceed with Stack Wand Change?

b) To proceed, click the Yes button
c) Begin wanding the Items into the Item No field for the changes to be applied

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 Stackitems in the 'gardening’ file will be Mass Changed. Change:

-
-
' Pracess to TN PROCESS'
For Loan {¥/M) ko '
Alert Oper (M) bo
Show Opac i) to "N

el

Proceed with Mass Change From 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

\y The &0 Stockitems have been Updated.

3. From a Saved Where Search:

a) Select the F8 FrWhere button —the Saved Queries screen will display
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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

9 The 194 Stockitems found using the 'COST OF 0 ' Saved Where Search will be Mass Changed. Change:
-

-l

' Process ko TN PROCESS'

For Loan {¥/M) ko '

Alert Oper (YN Eo "

Show Opac (M) to ‘N

e

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

\!J) The 194 Stackitems have been Updated.

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 ‘

Undate Description

Closed Reserve - Items to go hack to normal shelves STAFF
Display - iterns to he Kot For Loan and Floor Location of DISPLAY STAFF

Type a description ofthe Update Clause, then press Save.

Change tems to he an In Process Code and Current Date

2. Type a Description in the field at the bottom of the screen
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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

Saved Stock Wand Changes

F3 Save ‘ F5 Refresh

Lipdate Description

Closed Reserve - Items to be made Loan type of CR

Closed Reserve - Items to go hack to normal shelves

Cwiiner

STAFF

Display - iterms to he Mot For Loan and Floor Location of DISPLAY

STAFF

Type a description ofthe Update Clause, then press Save.

Change tems to he an In Process Code and Current Date

6. Type a Description in the field at the bottom of the screen
7. Click the F3 Save button
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Borrower Maintenance

Borrower Table Menu

Contains maintenance tasks for Borrowers.

NOTE: Mass Borrower Change, Mass Address2 Delete & Mass Address 3 Delete
need a File for Processing. If a File is not chosen first, these Menu

‘% options will remain grey

¥ Borrower List - 163 rows {mf{ <]

fain  Table XReferences File

=) Mass Addressz Delete Bex Type Status |Loand Locn |Group | Class | Refl | Ref2 | Addressi BarCode ~
ﬁ Mass Address3 Delete ——'——'——'——7 i
Tz2)4  MassBorrower Chande W oiva fOK 0 (EAS 9642 4031, B ALLINGTON )
3[4 Mass Borrower Deletion Fin oK 0 EAS ALUISE 42 GROSER § ALLISON M
4/ Mass Memo All Borrowers & oK 0 EAS ALTOE 9377-7760, E ALTONE
5[z Mass Memo Marked Borrowers Foiva oK 0 (EAS AMOS 9542 2304, L AMOS,J
p| s Mass Memo Delets Win oK 0 EAS AMNDRED408 461 A0 ANDREWS |
7|4 b iva ok 0 iELS APTHE 0642 1046, % APTHORP 1
5|4 A (oK 0 EAS ARMA 9457-T014, G ARMADALE
ald  print F6 A 0K 0 EAS AL 97551500, £ AUGUSTA
10/ Report F7 & oK 0 EAS ALISTES757-1430, F ALSTRALIND
11|g  Sequence A oK 0 EAS BADG! 9652-9083, G BADGINGARRA
12 | Balingup Library & oK 0 EAS BALIN 9764-1037, F BALINGLUR
13 | Baljura Library s oK 0 EAS BALLE9249-1488, CBALLAJURA

Deletions
Single deletions of Borrowers can be done from the Borrower Details screen.

Mass deletions of Borrowers can be done from the Borrower Table menu. The Borrowers in the
table need to be highlighted to make the deletions.

Borrowers with loans, reservations or Memos will NOT be deleted.

Mass Borrower Change

This process can be used to change Borrower Group, Type, Class, etc. The example used here is
Borrower Group.

1. Launch the Amlib client

2. Go to Main > Borrowers > BorrowerWhere — the Borrower Where screen will display

3. Create a Where clause — for example: Group = CHI (this will search for all Borrowers who are
in that particular group)

a. Highlight the field to search on: Group

b. Choose Operator: =
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c. Enter the Where condition, or the exact data you want to find — for example: CHI

d. Click the Paste button to insert the clause into the table

g!" Borrower Where - STAFF at Chelsea Library
Main  Application

=] & S

FiClear | F2insert || F3update || Faselect ||| F5Query || F6cCount || F7 toFile || F8Order

4 Query Description

1 Choose Column to Search 2 Choose Operator
Sex -
Balance © LIKE  LKE "IN [l Y}
BirthDate il
T*E H = [l
D
Class < o< > >
Status
Location
Ref1
Ref2
Email 3 Type the WHERE Condition
Use for Notices
Mobile/Cell - |CHI

| Column Operat Where ]

4. Click on the F7 QtoFile button —the Borrower Saved Query Results screen will now display:

Borrower Saved Query Results
5 Guery |
Sort @« Asc ( Desc Operator: ISTﬁFF j
Details Allow other Last File o

operators to Updated Mo | |

access this file
(YN}

5. Click on the F1 New button to create a new Saved File

6. Type in a name for the file in the Details column — for example: Groups to Change

7. Click on F3 Save button

8. Highlight the new Saved File and click on the F9 Select button to save results to this file
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Borrower Saved Query Results
NS
Sort & Asc (DB Operator: |STAFF \ﬂ/
Details Allow other Qty Last File o
operators to Updated Mo
access this file
(YIN)

9. A prompt will display noting the number of borrowers contained in the file

ﬁ

@ The 'GROUPS TO CHANGE' file contains 8 borrowers,

10. Click the OK button

11. Go to Main > Borrowers > Borrower — the Borrower screen will display

12. Select File > DisplayFile — the Borrower Saved Query Results file screen will display

Borrower Saved =ry Results
iiew | raempy | #3sove | raDeiete | Fuery | rs print | 7 copy | Fapas |
Sot  Asc " Desc Operator: ISTAFF j
Details Allow other Qty Last File -
operators to Updated Mo D
access this file
(YN}

13. Highlight the required Saved File and click on the F9 Select button to display the file

14. From the Borrowers List screen, select Table > Mass Borrower Change
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{!" Borrower List - 8 rows ’?‘E
Main | Table | XReferences File |:
Mass Address2 Delete us Loan{ Locn Group| Class | Refl | RefZ | Addressi BarCode -

Mass Address3 Delete

CHELSE CHI 96745

Lass Borrower Channe 0
0 {CHELSE CHI
ass borrower Leletion 0 {CHELSECHI 92459
Mass Memo All Borrowers 0 {CHELSECHI {INTERN 87351
Mass Memeo Marked Borrowers 0 :CHELSECHI :INTERI
Mass Meme Delete 0 i CHELSE CHI
0 i CHELSECHI
Continue Query F11
Restart Query
Print F&
Report F7
Sequence

6. The Mass Change of Borrowers within a File screen will display:

Mass Change of Borrowers within a File @

F3 Update

1 Choose Column to Change

Class

Status =
Location -l
Ref1

< Type the New Column Val

lumn New Value o
S Group! =iDUT I

7. Enter the following settings:

a) Select the field you wish to change for all stockitems in the file example - Group

b) Type in the new value example, which is what you are changing all stockitems to be — for
example: DUT

c) Click on the Paste button to insert the new criteria into the bottom table

d) Click on the F3 Update button to start the mass change

15. This will change all the Borrower Groups in this file so that they are now Dutch
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Mass Memo Borrowers

It is possible to attach memos to Borrowers “en masse” by applying a Memo to a table of borrowers.
Firstly, decide whether Memo Types will be included in the Memo, and if so ensure that the Memo
Type to be selected is defined

Check Memo Types
1. In Amlib navigate to Main > Supervisor > Supervisor screen

2. Select Library Menu > Memo Types
3. To add a new Memo Type select F1 New

3 Memo Types - STAFF at Chelsea Library [Z]

Main  LibraryMenu

F1 Hew | F2 Insert F3 Save F4 Delete F5 Query Fé Print

Memo Description Valid for| Valid for | Show As Expires A
Type Holdings Members| Default n days
time
BARCODE Borrower's old barcode N Y N
BORCHGDETS: A horrowers change of details has been acknowle N Y N 28
CLAIMRET Claim Return Y Y Y
CNH Claims Never Had Y Y Y
COMMINFO  :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 tems Attached Y N Y
PAYARR Special Payment Arrangement N Y Y 999
RESGET Reservation Get Item Off Shelf Memo (Auto) Y Y Y
RESREQUEST  An item has been requested via Netopacs Y N N 10
RESRET Item Has Been Returned That Is Reserved (Auto) Y Y Y
SBARCONF Svstem mema for channe of Stockitem Barcode Y N N 1 d

| LI

4. Type in a Memo Type code, and Description

5. Enter whether the memo is Valid for Holdings (to be applied to Stockitems), Valid for
Members (to be applied to Patrons), Show as Default (to pop up in Circulation Y/N)

6. If you wish the memo to expire enter an Expire in n days time number, otherwise leave this
column blank

7. Select F3 Save and log out of Amlib and back in

Mass Memo the Borrowers

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

2. Go to Main > Borrowers > Borrower Where
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3. Enter an appropriate Where Statement to find your borrowers- for example Class = 7A and

Paste

'54" Borrower Where - STAFF at Chelsea Library

BE] %

Main  Application

F1 Clear | F2 Insert

Fd Select

F5 Query | F6 Count

FT GroFile F& Order

1 Choose Column to Search

BarCode
Pin
Surmame
Given Name
Middle Name
Title

Sex
Balance
BirthDate
Type

Group

Class

Status

4 Query Description

2 Choose Operator

" LIKE

 LE "IN I

1%

3 Type the WHERE Condition

|74

Special

Column

Operat

Where )

o]

Delete |

PR

Select the F5 Query button

5. ATable will display. If only some of the Borrowers from the Table are to be sent Memos,
highlight those Borrowers — use Ctrl + Click to select multiples, or Shift + Click to select a

range.

% Borrower List - 500 rows

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

Samantha

Snitha

Miz=

vz

TeresgF

Main Table xReferences File

Seq Surname Mame Title |Middle| Sex Type| Status |Loan; Locn |Group | Class | Refl | Ref2 | Addressi BarCode A
1| & H. Bracks Librar &ndrewy br ihdark ibdoPA u] o iBD B MR 3999 H 9555 17435 iCL1 30004652910
2 | Aamodt Deega MizsiHalimaiF A u] 5 BEID B R 501?8; 9555 18660 iCL1 30004780670
4 | Aanenzen Christine  idizziday iF ivA4 (0 : 2 iEID EI R 501?8 9555 18662 iCL1 30004780830
5 | Aarian Allan br fdobn (kP u] 7 EID B MR M9 s 9555 18663 iCL1 30004751050
B | &aron Gareth hdr b oA u] 2 iBID B R M9 s 9555 18665 iCL1 3004781 21D
5 Aarons Allan br  iDavid (M A u] 2 iBD EI R s019 9555 18666 i CL1 30002568590
9| Shay Kyla Mz fJane {F iA {0 3 {BID B R 5020 95585 18667 { CL130v0093416D
10| Abbatizta Aidan Maste Daniel (M) i} 0 B B R 020 9555 189665, { CL130%04751 34D

; ; e 1 B0 i ; ;

12 | Bbbey Carvicd M iSigamdb iAo (0 3 {BID B MR 2020 G 9555 18671 i CL130%04TE1640

13| Abbey W0 4 CL130%04 751560

BID | R

BID

9355 18670,

9555 18672,

15| Abbey F 0 g El R CL130v047E1800
16| Abbatt Geraldine | Mizs Foiva o 3 {BD | R 2021 R 9555 18677 §CL130V04TE2100
17 | Abbatt Laura Mrs iKimLsgF o oiA 50 3 {BD B R 2021 R 9555 18676 § CL1 30v04TE2020
18| Abbatt Moar Syahis Mizs Foid 0 2 BD B R S020T 9555 18675 i CL114C1 4438570
AN nkdivabeman fanakalla | PEoia Hyl HEN I = o) H= =) s B tases 40eTa ol 4 9mnd TeOAEm

Last Updated: 26 February 2013

Page 78




System Management - TASKS
Step 3: The Mass Memo Data screen will display

Mass Memo Data

Cercieaw || Faswe |

Show Date Message

[ [23t03z2010
YIN/O ddimmpyyyy

End Date |3I].-'11.-'2I]23
Type I

Enter the details as required:

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

Select

3

Choose ascfdesc and click code ar
description to change arder i Acc " Desc

Code Description

/) 2|
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Mass Memo Data

Cercieaw || Faswe |

Show Date Message

[y [23t03;2010 Email bounced, verify email, change Notice to .
YINJO dd/mmjyyyy

End Date |1 2oz

Type EMR

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

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

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

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

xx days”. This may be altered

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

e Message Details: Text of up to 250 characters can be entered.
3. Select Save [F3].

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

Memos for, this Borrower

“riew | r2imsert | F3save | ravetet 7 pun |

Barcode [CL114C13803780  Name [Abbott, Pei Kin Number of Memos: [1

Sho Date End Date Type lemao Details stk term noif applic

-
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NOTE: Whether the Memo appears in the Borrower Module depends on
the Supervisor, Installation parameter for the relevant Location

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

Parameter is “"Show Memos in Borrower automatically”

Borrower Update Reports

Borrower update reports can now be run to change borrower status, add memos and delete the
address 3 field (for those borrowers that are changing to adult status).

In the following example, we are changing the Borrower Type of Young Adult members to an Adult
Type and deleting the Guardian Address.

Template

1. Launch the Amlib client

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

G HeportshieseSiniaatiEhelsealabranys (1 velih ey J Id
Main  Application
F1 Hew F2 Modify Fisave |  FdDelete | | F5 OQuery |
Repaort Entity
|Bor|'owe|' j
Default Update Description Repart File Marme Message {may be splitin 2x 60 ar 3
Stats | Entity Type
Code
M Account History Count == 3 Barrower History; &borh3n.grp
M Account History Count == 6 Barrower History; &borhBn.qrp
Mo Audit Audit Reports Ehorraud.grp
{Autornatic Borro Ip ‘Ho Autorns :
Barcodel/FIn Barrower (Defauf . A \Documents
M iBarcodes by Group Borrower (Defaut EBBARCODE.
M iBarcodes by name Borrawer (Defauk EBBARCODE.

3. Locate and highlight the &BORUPD.QRP template

4. Click the F2 Modify button — the Borrower — Modify Report File screen will display:
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F3 Update | ‘ F5 Query |

Description |Aut0matic Barrawer Update

Terplate | 4BORUPD.GRP

Browse

Choose Type |ElorrowerAutnmatiu: Update

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

|

Default Stats Code

-

—

Update Entity (Y/N) [

5. Check the following settings:

a. Choose Type = Borrower Automatic Update

b. Update Entity (Y/N) =Y

6. Click the F3 Update when complete

Create the Report

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

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

=

|'I'I'|

Barcode/PIn

Salaer Heupt Fuppfin
Description Default | Update|  File Mame
Stats | Entity
Code 0
Account History Count== 3 ] Ehorh3n.grp
Account History Count==6 ] EhorhBn.grp
Audit Mo i&barraud.grp
il

ORUPD
AaDacuments

Barcodes by Group

LBBARCODE.Q

Barcodes by hame

&BBARCODE.Q

Bor Listwith Barcodes

&harcode.grp

Borrower Address Lahels

#addLabl.grp

Borrower Card

&horcard.grp

Barrower Card with picture

&BORCRDP.QF

Borrower Circulation Autornatic Update

&BORCUPD.GIF

Barrower count by Location, Type & Gender

ZiwiZiZiZiZiZiEl s

&hety.grp

Barrnvar connt b | aeatinn Tuna & Sohork

z

Bkt mirn

[z |

Select | Cancel ‘

3. Highlight the &BORUPD.QRP template and click the Select button
4. A new report will be added to the list of reports

5. Type in a Description — for example: Update Borrower Address 3
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6. The Update Entity (Y/N) column setting must be setto Y

7. Click the F3 Save button when complete

=
it
=
1=
1
(B

Blopyah =y Hayupes - TRFF s Cjalasi Digsie s 10y . 2 J ld
Main  Application

Fillew | F2Modify | F3Save | F4Delete | F5Query || F6Print || F7Where | F8View || F9Order | F10 More |

Text for Letter‘ ‘

Repor Updat Report Report Template
Stats | Entity Description Type
Code | (Y/N)
N Borrowers Inactive 1 Year Line by Line &horrsht.qrp
N Count Sex and Type Counts Sex and Ty &best.qrp
N :Delete History = 2 Years Old List of History Recc &borhict.qrp

pdate Borrow

N éUsage Count > G Issues EHistolj,.r Count >= 6 : &borhb.qrp

Set Where Parameters

Your where parameters can be set according to the changes you need to make to your database, and
which group(s) of people these changes apply to.

The Where statement here selects those borrowers with a YA borrower type who are now over 18.

If you are unsure of how to set your where parameters for the update you wish to carry out, please
contact Amlib support.

1. Highlight the Report

2. Click the F7 Where button — the Borrower Reports — Where screen will display:

%]

BOrrOWEIRRE OIS HETE

F3 Save | F5 Guery
1 Choose Search Colurnn 2 Choose Operator
Sex ~ ~
BorType _ =
BorGroup
BarClass < v < o> o
BorEAddrAddr

3 Type the WHERE Condition and Press PASTE OR Fress SPECIAL

| Paste
j fptional Multiple Brackets j

{ Column Qper Where )]

Delete

g

3. Enter the following details:
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a. BorType —for example: BorType = YA

b. BirthDate — for example: BirthDate <= Current Date — 18 Years (use the Special
button to insert Current Date — 216 months)

4. Click the F3 Save button when complete (the Where screen will close)
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Update Parameters (F10 More)

The F10 More button is used to set up the new values and whether a Memo is to be sent.

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

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 COLUMN 5
HEADING Report Line Column New Value Send Memo | Address 3
Number
EXAMPLE 1 T A Y <leave blank>
2 <leave blank> | <leave blank> | <leave blank> |Y
COMMENT Line 1 is used Borrower field — | The new value — | If Y, create the If Y, can be used
for updates can be must be a valid memo in Text to delete
Borrower Types | code for the for Letter, Address 3
Line 2 is used to | (T), Classes (C) selected column | found at the top | (Guardian
delete Groups (G) or of the Borrower | Address) from
Borrower Status (S) Reports screen Borrower
Address 3 record
1. Highlight the report
2. Click the F10 More button — the More screen will display
3. Click the F1 New or F2 Insert button
4. Enter the following Line 1 parameters (see Notes below):
a. Report Line Number=1
b. Column=T
c. New Value = A (for Adult)
d. Send Memo =Y (optional)
5. Click the F3 Save button when complete
6. Enter the following Line 2 parameters (see Notes below):
a. Address 3 =Y (this will delete the Borrower’s Guardian Address)
7. Click the F3 Save button when complete
| Lhydaiia Blurpuhysr siddr=ss o= lur= d

F1 llew | F2 Insert |

F4 Delete |

F5 Guery

| Update Borrower Address 3

Mote: Mo walidation can he perfomed on these parameters - take care.
Some assistance is given by the column titles below

eg1,2,3

Feport Line Mumber| Column | Mew Yalue | Send Memo

Address 3

1

T A

Y

2
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Notes

Updates: The new value is the new Borrower Type (or Borrower Status, Borrower Class or Borrower
Group) that you wish to change the Borrowers to.

In the example given above, the Borrower Type would be changed to Adult, or A. The value entered
in this column will depend on your Borrower Type settings. If you unsure, check your settings before
proceeding: Go to Main > Borrower > BorrowerTypes:

AEH)

@
|
<
=
=
=
L
e
-
e
o=
AL
L
L
=]
3
e
[=
o
=
AL
=)
AL
=
=
=
5
|l
=
T
=
Ny
L
=
==
o
&
In
e

Memo: If you wish to add a memo to each borrower record that is changed, type a Y in the Send
Memo column. Otherwise, type N in the Send Memo column.

Delete Guardian Address: Type a Y in the Address 3 column if you wish to have the guardian address
deleted (for example in the case where YA members are changed to A members, for these records
you may prefer to have the guardian address deleted as this is no longer required).

Memos
If you have placed a Y in the Send Memo column, then the Memo text must then be set up.
1. Highlight the report

- BIx]

Ear e _ STAFFE at.Cl
b OTrOWETRREN DT SRl I ot e T ST E

I
)
i
T
-
=
=
B
=
=
=
e
i
1=
=
=
&
I
—

Main  Application

Text f§r L&tterl anage Email Attachments |
| |

Repori Updat Rep Ot Report Template [+
Stats | Entity Description Type
Code | (Y/N)

N {Borrowers Inactive 1 Year Line by Line S&hornsht.qrp

N {Count Sex and Type Counts Sex and Ty &bcst.qrp

N :Delete History = 2 Years Old List of History Recc &bhorhict.qrp

iUsage Count > 6 lssues EHistory Count >= 6 &borh6.qrp

2. Click the Text for Letter button — the Letter Text screen will display:
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EeEl P LINL O Lty T X
F3 Save | F5 Query

Borrowwer to sign register and present 1D.

3. Type in the text that you would like to see in the Borrower Memo — for example: Borrower
to sign register and present ID

4. Click the F3 Save button when complete

View Report

Once the report is set up, you can then preview the report as follows:
1. Highlight the report and click the F8 View button

2. The Select File for View pop-up will appear:

c . v
Jelaen Fll=fur sy d

v ?/ This type of report may use a Saved File as the Source. Do you want ko select the File now?

Cancel |

3. Click the No button to run this report against all borrowers

4. The report will open in the Report — View window:

i eporiView, _J_JLS
| &| <« <] »|r |
&horupd grp Automatic Borrower Update - Update Borrower 12/04/2011
Address 3
Bar Code: Name: Field: New Value: Memo:
B270 NORMAN, Peter D
Bar Code: Name: Field: New Value:  Memo:
B201 MATTHEWS, John A T A Y
Bar Code: Name: Field: New Value: Memo:
B202 LOWVE | Andrew J T A Y
Bar Code: Name: Field: New Value: Memo:
B203 REMSHAWY, Kim L T A Y
Bar Code: Name: Field: New Value: Memo:
B204 GILES, Michael J T A Y
Bar Code: Name: Field: New Value: Memo:
oAane IERIRIRITZS DAl | T A v

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

Borrower Update reports MUST be run via the Scheduler.

Start the Scheduler

1. From the Reports screen, select Application > RepStartSchedule

ReportChangellser
ReportLogOff

Repaddhiew

2. The Report Scheduler screen will then open

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

The Report Scheduler allows you to
print, e-mail and save reparts to a file,
Flease choose which ofthese tasks
you want the Report Scheduler to
perform.

[~ E-mail

¥ SavetoFile

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

o Yeg & No

QK I Cancel |

4. Then click the OK button

5. After clicking OK, if you go back into the Application menu you will see that
RepStartSchedule is now greyed out with a tick next to it — this indicates that the Scheduler is
now running

ETEl'

[GE Application

ReportChangelser

ReportLogOff Chrl+L

Repaddiew

RepPrintProgress Manage Email Attachments |
v RepStartScheduls

Community InfofBookings

1 n . 1 n . - sl
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Scheduling the Report

1. With your report highlighted, select the F6 Print button — the Print dialogue box will open
2. Select from the following options:
a. From:

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

o File (to save a report as afile)

c. Frequency:

e Once Only

r

it \3

Frarn To

v Database " Printer l'-"Fll
" GQuery File .

Fregquency Schedule

& Qnce Only First Print Date | 12/0472011
" Daily First Print Time | 320 FM

" Wigekly

8l O Page

" monthly
® ey Copies |1 [~ Draft
days [ Owerwrite Saved Files

Selected Printer

l e
QK | Cancel ‘

3. Once you have selected all of your settings, click the OK button —the Report — Save As screen

will display:
| HEPONi S avEs ._1\3
Save jn: |"_i My Documents j L] =¥ EE-
I AmlibSerialrumber Gener atar | CoffeeCup Software
I arnlibeb ) Downloaded Radio
I Audible ) Downloads
|JBackups Iahpl300m
|JBluetooth | Installations
|yClickiiew Files ) Inkegration Services Script Compone

File name: |B arower Update 2011
Save as type: |F|iu:h Test Farmat (RTF] j LCancel

4. Select a Save in: location and type in a File name:
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5. Click the Save button when complete

Check Print Progress

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

RepPrintProgress
f' Print Propress - STAEF at.Chelsea Library, (Live DB .v5.2) AER
Main  Application
@ Waiting ¢ Running ¢ Printed Filter | All j
Description Date Te | Frequency| Req By File L&
Print
Update Borrower Address 3 12/04/2011 Once STAFF | C:\Documents and Setting
5:24 PM
]
B %]
|Schedu|er Started 12 Apr 2011 5:20:04 PM: File
| MU

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

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

f;"“ PrintiPropress - STARE at.Chelsealibrary,  (live DB v5,2); = __-]mi
Main  Application

- F3 Save I Fd Delete l F5 Query Fé Print
Filter | AN -

" Waiting ¢ Running f*

Description Date To Date Frequency | Req By File &
Print Printed
Update Borrower Address | 12042011 12/04/2011 Once STAFF C:\Documents and Settinc
3 5:24 PM 5:26 PM
Parramatta 29/03/2011 29/03/2011 Once STAFF  C:\Documents and Setting
3:40 PM 341 PM

The matching Borrower details should then be updated.

Updated Borrower Record:
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Main  Applicaktion  Borrower XReferences  File

"Fe vy | o Tobe |
Pinl Previous Queries _‘ll _2| _3| _4| _5|

Scope I ‘EXTERNAL',ITS",'LIBRARY Given Name Middle Name

BarCode |B270

Surname |Norman |Peter ID

Title |Mr Sex Iﬁ Balance: §0.00 Pic‘t'-'fel
BirthDate [2003/1953  <|[]] 5] Potential Charges? | v AlwaysShow

Type IA Group I Classl

Status [OK 99991111, 12 Smith Road, Berwick, 3806

12 Smith Road, Berwick, 3806
Location ICHELSEA

Business Phone 1D
Loan Memeo
Refl |R Ref2 Count
Email | Use for Notices IN_ 0 1
Mobile/Cell | Use Mobile/Cell for Notices [N Lib. Group : LIBRARY
Enquiry Security Level (0099 ) Il]l]
Joined 01/12/1997 At CHELSEA Modified 12042011 5:26:00 PM Seq Set ?Size
Reg Exp. 15/04/20116 Last Active 17/04/1997 by STAFF 1 1 200
Erter SURMAME | W

Memo that appears in Circulation:

MemosforgsBorowera B x]

“rriew | Foimsert | Fasove | Fabetete 7

Barcode |B270 Mare | Marman , Peter

Mumber of Memos: |1_

_
E]

stk term na it applic

End Date Type Mema Details

Sho Date
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System Activity Trends

The system activity window gives a brief overview of the system for the following activities. The
colours used in the graph are different for each activity.

e |Issues (Green)
e Returns (Red)
e Reserves (Blue)

e Enquiry ( )
This window may also be used to initiate spreadsheet data transfer.

1. Launch the Amlib client

2. Go to Main > Supervisor > System Activity — the Circulation Activity screen will display:

[ Circulation Activity - STAFF at Chelsea Library ol 2 ==
Main  LibraryMenu  Window
Transactions Peak All Locations Hrs:El 4 Days: 18 18
Per Display Mths:9 9  yrs: 2011 2011
Pariod

100 .Year Montl day |Hour| type count

Hour 0 0 0 0 0 0

Summarise by
ssues |1 [Returns | [Reserves ] [Enaury | & Hour © Day ¢ Month © Year

3. This window is actually using the collected statistics and may be used to view any period by
changing the from and to values for Hrs, Days, Mths and Yrs fields from the top of the
window (highlight the field with your mouse and overwrite it) and then selecting Window >
Refresh from the menu — the following ranges apply:

Hrs: 0 — 23 — for example: 8 — 18 (for stats between 8am and 6 pm)

Days: 1 —31 —for example: 1 — 12 (for the first 12 days of the month)
Mths: 1 —12 — for example: 1 — 3 (for the first quarter)

Yrs: 2XXX — 2XXXX — for example: 2009 — 2010 (for the 2009 and 210 stats)

Q 0 T W

Please Note: By default, the Hrs, Days, Mth and Yrs fields will default to the current date and time.

Please Note: When viewing statistics on the system activity window you may only view down to the
level at which stats are being collected — for example: if you are not collecting by hour enter 0 - 23 in
the hours fields.
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lssues

r |Returns . |Reserve5 . |Enqu|ry H

Summarise by
© Hour ¢ Day ¢ Month * Year

[ Circulation Activity - STAFF at Chelsea Library = = ==
Main  LibraryMenu  Window
Transactions Peak All Location Hrs:0 23 Days: 1 31
Per Display 580 Mths:1 12 Yrs; 2008 2011
Periad
1000 Year Montt day |Hour| type count
20080 0 0 5 37
200800 0 0 10 28
2008 0 0 0 15 2
20080 0 0 50 254
. . 0 0 15 2
These fields can be adjusted and PRI PR P
then Window > Refresh selected g g :’0 ;f
to populate the display 0 0 15 29
- e 0 0 50 580
Yearly 2008 2009 2011 0 0 0

4. The display can be changed to be Hour, Day, Month or Year using the Summarised by radio
button selections at the bottom of the screen

5. The default display is: All Locations — to view a particular location in isolation:

e. Select Window > ChooseLocation from the menu

Circulation Activity - STAFF at Chelsea Library

Main  LibraryMenu

Hrs: 0

[

f. The following prompt will display:

Transactions A AllLocations
Per.DlspIay 58[[ Chooselocation I Mths: 1
Perind
1000 Enquiries [
IssuesReturns

Statistics

Code
' BELMONT Belmont Library
HELSEA: Chelsea Library

Details

Group
| LIBRARY
' LIBRARY

: CHELSEAI Chelsea DIY Module LIBRARY
HASTINGE Hastings Library LIBRARY
HOME Home Library Service LIBRARY
MOBILE : Mobile Library MOBILE
PROCESS: Library Processing LIBRARY
STACK Stack LIBRARY
VDX VDX ILL LIBRARY
YWeh LIBRARY

WEB

0K

g. Highlight the desired location and click the OK button — the Location at the top of
the screen will change to match the selected Location
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h. Select Window > Refresh to refresh the statistics displayed

[ Circulation Activity - STAFF at Chelsea Library e = ==
Main  LibraryMenu  Window
Transactions Peak Chelsea Library Hrs: 0 23 Days: 1 31
Per Display 37 Mths:1 12 Yrs: 2008 2011
Period
50 Year Montl day Hour|type count
20080 00 0 5 37
200810 0 0 10 28
20080 0 0 15 2
20090 0 0 15 2
I 2010 0 0 5 78
T 2000 00 0 10 2
I I 20110 0 0 15 22
L _ 1

Yearly 2008 2009 2m 0 0 0

Summarise by
lssues |— |Raturns . |Heserves . |Enquiry ’— " Hour ¢ Day ¢ Month & Year

6. The default display is to show IssuesReturns — the system activity can be changed to be
viewed by Borrower (Green), Stockitem (Red), Catalogue (Blue) and Authority ( ) by
selecting Window > Enquiries and then Window > Refresh

8] Circulation Activity - STAFF at Chelsea Library E = @
Main LibraryMenu  Window
Transactions Peak Chelsea Library Hrs: 0 23 Days: 1 31
Per Display 299 Mths:1 12 Yrs: 2008 2011
Perind
500 Year Montl day Hour|type count
:2008 0 0 0 61 32
200800 0 0 62 14
200800 0 0 64 13
i2009 0 0 0 61 9
20090 0 0 62 16
2010 0 0 61 299
12011 0 0 0 62 97
| 2010 0 0 64 76
1 _ A
Yearly 2008 2009 201 0 0 0
Summarise by
[Borrower [ [stock [ [catabogue [J [Authorty [ ¢ Hour ¢ Day ¢ Month & Year

As the population of statistics grows the data collection queries may take some time so this should
not be activated when the system is busy.

Please Note: Use Window > Refresh whenever you have changed any of the selection fields.

Printing

If you have a colour printer, you can print the image. There is no Print button in the Amlib client but
you can capture a screenshot by holding the Alt button while clicking the PrtScn button on your
keyboard. You can then paste (Ctrl + V) the image into Word or WordPad for printing.
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APPENDIX 1: BACKUP AMLIB SQL SERVER & CREATE TEST DATABASES:
SQL SERVER MANAGEMENT STUDIO

If you have any queries about backup do not hesitate to contact our OCLC Support office.

The following databases must be backed up:

e AMCAT

e AMLIB

e AMLOCAL

e AMSTATS

e AMWEB
Backup

1. Launch Microsoft SQL Server Management Studio
2. Expand the Databases selection tree [+]

3. Right-click on the AMCAT database and select Tasks > Back Up...

LIS%" MICEroE0N SO SServERManaeemeN Lestudio
Ele Edit Yew Tools ‘Window  Community  Help
Sbewouery | [y [ |5 P
Object Explorer Details
Connect ~ | 4 2 ﬁ :S @ 2 2] gs Search

= [_d RIDLEVSQLEXPRESS (SOL Serwer 10.0,2531 - RII RIDLEVISQLEXPRESS (S0L Server 10.0,2531
= [ Databases

# [ System Datahases Mame Fal
= _J | Database Diagrams
T _J amliby Mew Database. ., [ Tables
# | || amlo New Query [ Wiems
# | | amst. _ A Synonyms
5 :JJ A Script Database as 3 3 Programmaility
+ | | DECE
® [ DFH| Tasks k Detach...
# I BELG pjces 8 Take Offine
+ | | DEST
= | sIca pacets
% | s1IB
b Start PowerShel i
- _J o e Shrink. 3
# | 5157 Reports 3 Back Up...
+ [ Security
+ [ Serwver O Rename R 4
[ Replcali Delete Generate Scripts. ..
= [ Managen B
T _‘:‘7’ Palic Refresh Publish using Web Service. ..
® [ 5oL Propertias Import Data..,
+ [ Lega
Expart Data. ..

4. The Back Up Database window will open

5. Select the General page

6. Choose the following options:

e Source
o Database: AMCAT

o Backup type: Full
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e Destination (can leave as default)

o Click on the Add button to open the Select Backup Destination window

o Click on the ... button to browse to and select a destination

o Click on the OK button

Select the file or backup device for the backup destination. Y'ou can create
backup devices for frequently used files.

Destinations an disk

(#) File name:

Backup device:

(=

e hase

B(=]E3

Baclk S Ameal
Script = Hel
A General <5 scet ~ I3 Heb
& Options
Source
Databaze: | arncat
Fecovery model: |S|MF‘LE |
Backup type: [ ]
[] Copy Only Backup
Backup component:
(=) Database
Filez and filegroups: |
Backup set
[ amne: |amcat-FuII [ atabase Backup |
Degcription: | |
Backup et will expire:
(%) after: |U E| days
O on [1311222010 |
Server: o
RIDLEYSULEXFRESS Drestination
: T
Caonnection: Back up to: e
RIDLEJohn Prentice SOL10SOLEXPRESS,
Add
_!Q Wiew connechion properties
Feady Contents
i 0K i [ Canicel ]

e Overwrite media

7. Select the Options page

8. Choose the following options:

o Overwrite all existing backup sets

Last Updated: 26 February 2013

Page 96



System Management - TASKS

e Reliability

o Verify backup when finished

B HEcR P alasesEmEal

A Gereral
&4 Dptions

RIDLEY“SOLEXPRESS

;"}' Script = Lj Help

Ovenwiite media

(%) Back up to the existing media set
() Append to the existing backup sst
(=) Ovenwrite all existing backup sets

[] Check media set name and backup set expiration
Media set name:
() Back up to a new media set, and erase all existing backup sets

Mew media set name:

Mew media set description:

Fieliability

Verfy backup when finished
[] Perfarm checksum befare writing ta media

[] Confinue on erar

Server Tranzaction log

Bi(=1E3

Connection:
RIDLE*John Prentice
&Y ¥iew connection properties Tape diive
Fieady Carmprezsion
Set backup compression: |lge the default server setting

ak. ] [ Cancel

9. Click the OK button

10. When complete the following message will appear: The backup of database ‘AMCAT’

completed successfully.

| I CrosoTiS W RS eV R e EmEnaS o

\l:) The backup of database 'amcat’ completed successfully,

[X]

11. Repeat steps 3 — 10 for the AMLIB, AMLOCAL, AMSTATS and AMWEB databases
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Create a Test Database

The following databases will be created:

e TECAT

e TELIB

e TELOCAL
e TESTATS
e TEWEB

Create Databases

1. Launch Microsoft SQL Server Management Studio

2. Right-click on Databases and select New Database

i i Ewilatabase!

5 Serpt » ) Help

Server
RIDLEYASELEXPRESS

Connection:
RIDLEY*John Prentice

27 Wiew connection properties

Ready

& Gereral
& Options
%A Filegroups Database name: TECAT
Owner: <default:
Databaze files:
Logical Mame | File Type | Filegroup
TECAT Rows ... PRIMARY
T Log Mot Applicable

... —the New Database window will open

Imitial Size (MB] | Autogrowth
3 By 1 ME. unrestricted growth
1 By 10 percent. unresticted growth
Add
’ [0]8 ] [ Canicel

3. Database Name = TECAT
4. Click the OK button to create the database

5. Repeat steps 2-4 to create the TELIB, TELOCAL, TESTATS and TEWEB databases
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Restore Backed Up Databases to New Test Databases

1. Expand the Databases selection tree [+]

2. Right-click on the TECAT database and select Tasks > Restore > Database... — the Restore

Database window will open

S(=]E3

W RestoreDatabase =y EGAT
- 5 Seript = [ Hel
2 General ; F L3 Hep
A Options
Destination for restore
Select or type the name of a new or existing database for your restore operation.
To database:
To a point in time: ost recent possible D
Source For restare
Specify the gource and location of backup sets to restore.
(%) From database:
) From device:
Select the backup sets ta restore:
Restore | Mame | Component | Type | Server | Database  Position | First LSW | Last LSk
Server:
RIDLEY4SOLEXPRESS
Connection:
RIDLEJohn Prentice
3¢ View connection properties
Ready
ar ] [ Cancel

3. Select the From device: radio button

4. Click the ... (Select Devices)button — the Specify Backup screen will open

s pec Ty ackin

Specify the backup media and its location for your restore operation.

Backup media: File

Backup location:

3

u].8 H Cancel ][

Help
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5. Click the Add button —the Locate Backup File window will open

Select the fil

[ ] O O O = O 3

Files of lype:

File name:

Selected path:

e
I Intel
1 Internet Explarer
[ iPod
1 iTunes
[ Mchfes
1 Meszenger
1 Microzaft
[ microzoft frontpage
1 Micrazoft Office
1 Microgoft SDEs
1 Microzoft Sikverlight
[ Microgzoft SOL Server
= 100
80
30
1 M5S0L10.50LExPRESS
= M550L
=-{_1 Backup

1]~ -

i}
] amiib.bak
1 amlocalbak
] amstats.bak
] amweb.bak
1 Binn
3 DATA

1 Instal
iL0RS

T

Backup Files[* bak:".tin)

amncat.bak

C:\Prograri Files\Microzoft SOL ServersMSSAL

= [B]X]

0K

] [ Cancel

6. Select the corresponding AMCAT.BAK file

7. Click the OK button to return to the Specify Backup window

8. Click the OK button to return to the Restore database window

9. Tick the Restore box for

10. Select the Options page

the selected database

11. Restore options — select Overwrite the existing database (WITH REPLACE)

12. Edit the paths of the Data and Log files in the Restore Database files as: table so that they
reflect the path of the test database file name — for example: TECAT.mdf and TECAT_log.Idf

13. Click the OK button — the database will be restored
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14. The following message will appear when complete: The restore of the database XXXX
completed successfully.

IENOE oS O RS T E M AT B ETT e S T o Lj

\]:) The restore of database 'TECAT' completed successfully,

EE

15. Repeat steps 2-14 for all the TE databases

Map User Schema

It may be necessary to clear the old user schema first.

1. Click the New Query button — this will open up the SQL Query screen
2. Type in the following:

e use TECAT
e drop schema sysadm
e drop user sysadm

ClearUserschema.sql - RL.))Y* | Ohiject Explarer Details
use TECAT
drop schema sysadm
drop user sysadm

3. Click the ! Execute button

4. Repeat for all TE databases

Map User Schema

Expand the Security selection tree [+]
Expand the Login selection tree [+]
Right-click on the SYSADM and select Properties — the Login Properties window will open

N

Select a page = User Mapping

5. Users mapped to this login: ensure there are ticks against ALL the TE databases

6. Database role membership for: ensure that db_owner is ticked

7. Click the OK button when complete
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5 General

% Server Roles
15 User Mapping
5 Securables
5 Status

Server
RIDLEYSHLEXPRESS

Connection:
RIDLEY John Prentice

3y View connection properties

FReady

® RopTmMPropETe RS YSADY

S Script = Lj Help

|zers mapped to thiz login:

tap Databasze Uger

| masher

| madel

| madb

TECAT SYSADM
TELIB SvSab
TELOCAL SvSabi

| ternpdb

TESTATS SYSADM

TEWEB SvSabi

[atabaze role memberzhip for: TELIB

[] db_accesszadmin
[] db_backupoperatar
[] db_datareader

[] db_dataviriter

[] db_ddladmin

[] db_denpdatareader
[] db_denpdatawriter
[] db_securityadmirn
public

Default Schema

- B]X]

dbo [.]
[
dba L]
dbo [.]
dba )8
aF. ] [ Cancel

Link the Amlib Client to the Test Database

1. Inthe Amlib folder on the Amlib server, locate the SQL.ini file

2. Open the SQL.ini file in Notepad

3. Scroll down to the server paths section — you should see the existing server paths for the
default (Live) SQL databases:

; This is the server paths used for the default SQL server

REMOTEDBNAME=AMCAT,DRIVER=SQL SERVER;SERVER=MYSERVERNAME\SQLEXPRESS;DATABASE=AMCAT
REMOTEDBNAME=AMLIB,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=AMLIB
REMOTEDBNAME=AMLOCAL,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=AMLOCAL
REMOTEDBNAME=AMSTATS,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=AMSTATS
REMOTEDBNAME=AMWEB,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=AMWEB
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4. Copy the existing set and then paste underneath, then edit the new set to create the link to
the TE

; This is the server paths used for the test SQL server

REMOTEDBNAME=TECAT,DRIVER=SQL SERVER;SERVER=MYSERVERNAME\SQLEXPRESS;DATABASE=TECAT
REMOTEDBNAME=TELIB,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=TELIB
REMOTEDBNAME=TELOCAL,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=TELOCAL
REMOTEDBNAME=TESTATS,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=TESTATS
REMOTEDBNAME=TEWEB,DRIVER=SQL SERVER;SERVER= MYSERVERNAME \SQLEXPRESS;DATABASE=TEWEB

5. Save the changes

The test database is now linked to Amlib.
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APPENDIX 2: Amlib SQL Server 2008 Maintenance Plans

This document applies to any purchased version of SQL Server 2008 or 2008R2. This does not apply
to the Express version.

Your library has invested considerable time and effort in the creation of the library data, so it is vital
to protect this investment and ensure that loan transactions and financial records are safe. The most
important tool in this process is the Maintenance Plan.

A properly configured Maintenance Plan does more than just backup the databases. It also runs a
number of important tweaking tasks which help to keep the system healthy and running as fast as
possible.

Third party backup utilities are NOT a substitute for running an SQL Server Maintenance Plan, despite
any claims made by their manufacturers.

Make sure that you check to see if any other Maintenance plans are being run on the server. They
may be configured in a way that will affect the Amlib databases, certainly you will have to avoid
scheduling conflicts.

Step One:

In SQL Server Management Studio, expand “Management” and right-click on “Maintenance Plans”,
then select “New Maintenance Plan...”:

.'4 Microsoft SOL Server Management Studio

File Edit Wiew Tools  window  Community - Help

S Mew query | [y | 5 05 MLy |5 B ="
Object Explarer ~Object Explore
Connect = | S 4l 2 55 o @ 8 &

= [_d AMLIBTESTO1 (SQL Serwer 10.0,1600 - <

AMLIBTESTOL (SCL
[ Databases I

[ Security Mame

[ Server Objects ’fj-ﬁ.mlib Dakab.
[ Replication ’ijestMainten
= [ Management ’ijestPlan

¥ policy Management
_«% Daka Collection
53] Resource Gowvernar

L
[ SCL Server L Mew Maintenance Plan... |
*
;= Database My rMaintenance Plan Wizard
W4 Distributed T
[ Legacy Wiews Histary
[ sqL server Agen
Reports 3
Refresh

Give the new plan a suitable name:
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Mew Maintenance Plan Ed

M ame: Iﬁ.mﬁH

ak I Cancel |
A

One you have clicked on “OK”, this screen will open:

2 e uery | G Sdd By
At - sa [Design]* | Obiect Expkesr Detads -
2 Add Subplan [ m " Manage Cornections ... = ([ .
B~y
- E
Subplsry | Dascrption | Schaduls 11T
Subien | Sutptan_ | ok schecded (O Cemand) =23

1 BackuUp Dotabase Task

5 ek Database Iy Tash

3 Exeaute SCL. Server Agent Job Task
L34 EXe0As T50L et Task

[, Hetory Clomup Tk

%] Makntenance Cleanup Task,

5 Moty Opevator Task.
e

52, Rewgerizs Inde Task

o Shonk Datsase Tk

i) Udane tatetics Task

X Porter
i Ak i Patshacn Tk =l
Ready

Step Two:

From the “Toolbox” on the sidebar, select the “Back Up Database Task”, then drag and drop it into
the white area:

= Maintenance Plan Tasks =
k Pointer
ﬂzl Back Up Database Task |
) - Back Up Database Task
.I- ::‘:( Check Database Integrity Task Backup Database on
Lo Execute SOL Server Agent Job Task Databases: <Select ane or maore>
‘j Execute T-30L Statement Task | Tvpe: Ful
,_% Histary Cleanup Task Append existing
Destination: Disk
‘%_:] Maintenance Cleanup Task estination: LIS )
Backup Compression (Default)
& Notify Operator Task
4% Rebuild Index Task
3}1_ Reorganize Index Task
|4 Shrink Database Task

Double click on the task to open the configuration settings.
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ﬁ Back Up Database Task
Conneckion: Lewa
Backup kvpe: IFuII =
Database(s): I <Select one oF more > ll

Eackup component
= Database

€ Files and Filegroups: I I
I Backup set will expire:
f*  After |14 =] davs
< on |tzio7iz010 i |

Back up ko: = @misk € Tape

" Back up databases across one or more files:

add, .,

Renmowe I
Combents I

If backup files exiskt: IAppend vI

{* Create abackup File For every database
I Create a sub-directory For each database
Folder: ID:'l,MSSQL'LEEackJ_ID _I i

Eackup Fil= extension: bak

I %erify backup integrity

I Back up the Eail of the log, and leawve the database in Ehe restoring state

Set backup compression: IUse the defaulk server setking ;I

(a4 I Zancel I Wisws T-S@L I Help

I

Click on the downward facing arrow on the dropdown box next to “Database(s)” and select the
databases to be backed up (all Amlib databases, i.e. AMCAT, AMLIB, AMLOCAL, AMSTATS and
AMWEB - yours may have prefixes other than “AM”).

Diakabaseis): I «Select one or more>

L]

Backup component
{* Dakabase

" Files and filegroups:

|

-
= Backup set will expire: Al databases

(& after

(" System databases
 on

. ) all user databases (excluding master, madel, msdb,
Backup to: &% pisk € 73 I tempdb)

(" Back up databases across

% These datahases:

=

[¥ AS1CAT i’ e

[ ASILIE _I—

[V AS1LOCAL

I Lents |
If backup files exist: vl

&' Create a backup file for e r Ignore databases where the state is not online

[ Createa sub-directory,

Folder: ID_
oK I Cancel |

Backup file extension;

Tick the box next to “Backup set will expire” and set the expiration period based on your IT’s backup
policies. If your IT has no policy on how long the backups should be kept, you can leave it at the
default 14 days:
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v Backup set will expire;
% after |14 ::I days
 on |t3j07/2010 =l

Ensure that your Database Backup Task contains the same settings as the screenshot below, then
select “OK”:

ﬁ! Back Up Database Task
Connection: ILn:n:aI seryer conneckion j Mew. .. |
Backup type: [Fu =]
Databasels): I Specific databases LI

Backup component
% Database

£ Files and filegroups: I |

v Backup set will expire:
v After f14 = days
~ on |t3707 72010 =]

Backupta: € pisk  Tape

™ Back up databases across one or more filss:

Add., |
Remove |
Zomtemnts |
If backup files exisk: Append j
¥ Create a backup file for every database
[T Createa sub-directory for each database
Folder: ID:'I,MSSQL'I,BacIﬂ_lp |
Backup file extension: bak
r Yerify backup integrity
T Back up bhe tailof the log, andleave the datahase in bhe restaring state
Set backup compression:  |Use the default server setting =]
(04 Cancel Wigw T-S0L Help
| |
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Step Three:

In addition to backing up the entire databases, we will also want to make a backup of the transaction
logs. Once again, drag and drop the “Back Up Database Task” from the Toolbox on the sidebar into
the white space to create a second task.

I=I"Maintenance Plan Tasks

|»

k Pointer

2H Back Up Database Task

:/: Check Database Integrity Task.

| Execute T-50L Statement Task
_% History Cleanup Task

?i_-] Maintenance Cleanup Task

&, Motify Operator Task

4% Rebuild Index Task

3;,_ Reorganize Index Task

! Shiink Database Task.

'_?'; Execute SQL Server Agent Job Task

Back Up Database Task

Backup Database on Local server co...
Databases: ASICAT,ASILIE,ASILO..,

Type: Full
Append existing

Backup set will expire: After (in day...

Destination: Disk.
Backup Compressian (Default)

Backup Database on

Type: Ful
Append existing
Destination: Disk.

Back Up Database Task 1

Databases: «Select one or more

Backup Compressian {Default)

!

To avoid confusion, you can rename tasks by clicking once on the bolded text at the top and altering

it:

Full Backups|

Full Backups

Backup Database on Local server co..,
Databases: AS1CAT,AS1LIE,AS1LO..,

Twpes Full
Append existing

Backup set will expire: After {in day...

Destination: Disk.
Backup Compression (Default)

Transackion Logs

Backup Database on

Databases: <Select one or mores
Twpe: Full

Append existing

Destination: Disk

Backup Compression (Default)

Double click on the second task to open its configuration settings.

Change the “Backup Type” to “Transaction Log” and again select your Amlib databases from the

“Database(s)” drop down:

Conneckion:

Backup tvpe:

Databasels):

Backup component

IL::u:aI server conneckio

Full

Full

Cifferential

Transackion Lag
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Like with the full backups, tick the box next to “Backup set will expire” and set the expiration period.
Transaction logs can take up quite a lot of room, so OCLC recommend change this to expire every 7
days, but this is dependent on the size of your hard drive.

v Backup set will expire:
v After I? = days
" on |t3j07j2010 =

Ensure that all of your settings as the same as the screenshot below, then click on “OK”:

ﬁ.i Back Up Database Task
Conneckion: IL::u:aI server conneckion j Mew. .. |
Backup type: ITransactiDn Log j
Database(s): I Specific databases ;I

Backup component:
% Database

£ Files and filegroups: I |
v Backup sek will expire;
v after |7 - days
« on |t370772010 =l

Backupta: &+ pisk ( Tape

" Back up databases across one or mare filss:

add... |

Remove |

Zankents |

If backup Files exisk: Append j

¥ Create a backup file for every database

[T Create a sub-directary for each database

Folder: |D:'|,MSSQL'|,Ba-:kup| _|

Backup file extension:

gy
r Werify backup integrity
[ Back up the tail of the log, and leave the database in the restoring stake
Set backup compression: | Uise the default server setting |
Ik Zancel Wiew T-30L Help
I |
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Step Four:

From the Toolbox on the Sidebar, drag and drop the “Check Database Integrity Task” into the white
space.

E =|a|nfenance F'lan |asEs

| »

I Pointer

iEI Back Up Database Task
||;.='( Check Database Intearity Task |
E Execute SOL Server Agent Job Task
3} Exscute T-50L Statement Task

|_% Hiskory Cleanup Task Check Database Integrity Task
Check Database integrity on

i
ﬁ%_-] Maintenance Cleanup Task

& Matify Operator Task
92 Rebuild Index Task

3;1_ Reorganize Index Task

Databases: <Select one or more:>
Include indexes

Double click on the task to open the configuration settings and select your Amlib databases.

!’-"Eheck Database Integrity Task x|

Conneckion: ILDcaI server conneckion j Mew. . |

Databasels): I «5elect one or more = LI

| Include indexes

" all databases

-

System databases

I &l user databases (excluding master, model, msdh,
tempdb)

% These databases:

¥ AS1CAT ﬂ
i v ASILIE

Database Integrity Task W ASiLoCAL

1akabase integrity on | AS15TATS

sest «Seleck one or more

indexes

Ensure that “Include Indexes” is ticked and select “OK”.
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!’-*Eheck Database Integrity Task

Connection:
Databasels):

¥ Include indexes

[ o ]

Cancel

IanaI server conneckion vI Mew. ., |

Specific datahases

-

Wigm T-S00L Help |

Step Five:

From the Toolbox on the Sidebar, drag and drop the “Update Statistics Task” into the white space.

Toalbo:

= 'Maintenance Plan Tasks

| »

k Painker

iEI Back Up Database Task

|_..='( Zheck Database Integriby Task

_:E-';. Execute SQL Server Agent Job Task
12 Execute T-50L Statement Task

,_% Histary Cleanup Task

Qﬁ_-'] Mainkenance Cleanup Task

& MNotify Operator Task

4% Rebuild Index Task

$E,_ Reorganize Index Task

|4 Shrink Database Task

1Y} Update Statistics Task
= General

Update Statistics Task

Update Statistics on

Databases: <Select one or more= @
Cbject: Tables and views

All existing statistics
acan bype: Full scan

Double click on the task to open the configuration settings. Select your Amlib databases from the

“Databases” drop down and select “OK”.
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¥ Update Statistics Task | x|

Conneckion: IL::u:aI server conneckion vI

Databaseis):

Mew. .. |

Object:

Selection:
pdate:
i+ all exisking statistics
= Column statiskics only

" Index statistics only

Scan bype:

f* Full scan

™ Sample by |5|:| ﬁl j

(] 4 I Cancel | Wigw T-S0L

Leave the defaults: “All existing databases” and “Full scan”.

Step Six:

Drag and drop the “History Cleanup Task” from the Toolbox on the Sidebar into the white space.

Update Statistics Task
Maintenance Plan Tasks - Update Skatistics on Local server co..,
K Poirter — W Databases: ASICAT,AS1LIB,ASILO...

Object: Tables and views
All existing statistics
Scan bype: Full scan

ﬂﬂ Back Up Database Task
,_,/: Check Database Integrity Task

_E Execute SCL Server Agent Job Task
2] Execute T-5QL Statement Task
|._% History Cleanup Task

4% Rebuild Index Task
3},_ Reorganize Index Task
| hrink Database Task
4lif] Update Statistics Task

E Maintenance Cleanup Task 5 History Cleanup Task
T .
& Natify Operator Task |_® Cleanup history on

History bype: Backup,Job,Maintenance Plan
t Older tha

Double click on this task to view the configuration settings. Most of them should be left as the

default, but you may wish to alter the expiration period.
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rh History Cleanup Task

Connection: Local server conneckion Mew. ..
Select the histarical data to delete:

v Backup and restore histary

¥ S0L Server Agent job history

¥ Maintenance plan hiskory

Remave historical data older than:
|4 j IWeek(s) j
[o]'4 I Cancel | Wigw T-30L Help |

Step Seven:

Now that all of the tasks have been created, they need to be connected. When selected, each task
will have a green arrow down the bottom:

Check Database Integrity Task
/ Check Database inkeqrity on Local ser.. .
-

Databases: AS1CAT, ASILIE,ASILOC, .,
Include indexes

]

Click on this green arrow and drag it out to the next task in the list. Do this to all tasks so that they
are pointing towards the next one that was created.

The final task will not be connected to a future task.

Full Backups Transaction Logs
Backup Database on Local server ca.., EBackup Database on Local server ca.., Check Database Integrity Task
Databases: AS1CAT,ASILIB,AS1LO.., Databases: AS1CAT,ASILIE,ASILO.,. \/ Check Database integrity on Local ser...
itl Type: Ful j_l Type: Transaction Log I Y Databases: ASLCAT,AS1LIE,ASILOC ..,
J  Append existing l J pppend existing Include indexes

Backup set will expire: After {in day... Backup set will expire: After {in day...
Destination: Disk Crestination: Disk,
Backup Compression {Default) Backup Compression (Default)

Update Statistics Task
L) Cleanup history on Local server connection 4 Update Statistics on Local server ca.
[ - ] — Databases: A51CAT,ASILIB,ASILG. .,
Hiskary tvpe: Backup,Job, Maintenance Plan hisct: Tabl i
Age: Older than 4 Weeks ]ec. » ahles fan. ViBws
All existing statistics
Scan bvpe: Full scan

History Cleanup Task
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Step Eight:
The final step in settings up your maintenance plans is to create a schedule.

At the top of the white space, click on the calendar icon:

I Schedule I
Mot scheduled (On Cemand) _§| e

It is recommended that these tasks be run daily and set to occur outside of normal opening hours.

m Job Schedule Properties - Amlib.Subplan_1 =]
Mame: IAmIib-ScheduIe Jobs if Scheduls |
Schedule type: IFlecuning j ¥ Enabled

One-time occumeshce

Date: I29a’DB.-’2EI1D vl Time: I 1-4211 M 3:
Frequency
Ocours: I Daily j

Recurs even: Ih 3: dayls]

Daily frequency

' Occurs once at: |1 2:00:00 &M 3:
 Dcours eveny: I'I ::I Ihour[s] j Starting at: |1 2:00:00 &AM 3:

Ending at: 11:553:59 P =
Duration
Start date: W " End date: W
& Mo end date:
Summary
Diezcription: Occurs every day at 12:00:00 Ak, Schedule will be used starting on 23/06/2010. ;I

ak I Cancel Helm I

Some considerations to be made when scheduling your plan:

e Make sure any scheduled reports have occurred before your Maintenance Plan
e Allow sufficient time for scheduled reports to be completed

e Make sure other system tasks will happen after your Maintenance Plan

e Allow sufficient time for your Maintenance Plan to be completed

After your plan has been scheduled, you can save the plan and exit SQL Server Management Studio.

If you have any queries, please contact Amlib Support either via the Online Helpdesk
(https://servicedesk.oclc.org) or via email (support-amlib@oclc.org).
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APPENDIX 3: DISASTER RECOVERY PLANNING

Losing your library data is a frustrating, expensive and unnecessary experience; don’t let it happen to
you.

This document doesn’t pretend to teach you everything that you need to know about disaster
recovery, but it should get you thinking along the right lines. Many City and Shire Councils and some
schools will already have disaster recovery plans; this document focuses on the elements of such a
plan that relate to library management systems.

O'Toole's Commentary on Murphy's Law — “Murphy was an optimist”

There are a number of events that can bring your library management system to a complete halt,
some are temporary, some are not.

1. Equipment failure

e Hard Disk crash
e Network failure

e Virus attack

2. Power Outage

e Anything between a momentary disk-frying surge and a couple of candle-lit days

3. Operator/Administrator error

e Accidental deletion of files or data
e Mistakes while editing configuration files (INI files)

e Removal of User permissions

e The most compelling reason for keeping off-site backups
e Even if the whole building and collection is lost you will want to recover the data for

your insurance claim

5. Theft

These things happen to school and community libraries regularly, if you don’t have a good disaster
recovery plan you will lose all your data, thousands of catalogue and holdings records, all your
circulation information and any value added cataloguing that you have done. You will not be happy.

Make a Plan
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There are three phases to a disaster recovery plan:
Before:

o Preventative

Are there any actions you can take that might prevent the disaster from happening?

e Replace aging hardware before it fails

e Use power line filters and/or surge protectors, at least on the server
e Keep your Operating System up-to-date by installing Service Packs

e Use up-to-date virus protection software

e Use only commonly available backup media, software and drives

e Monitor the amount of free disk space on your database server to ensure
that there is enough space for the backups and database growth

e Follow the OCLC recommended procedures for backups
e Document the backup and recovery procedures

= Make sure that each action is assigned to a person
o Preparedness

Are there any actions you can take that will ensure that you are properly prepared to
respond to and recover from the disaster?

e Maintain and check backup procedures

o If the databases are backed up to disk, SQL Base always does, you
also need a process to copy the backup files to some other location
and or media for off-site backup

o Copy the following folders onto the backup media as well as the
database backups:

= Folder containing Images linked to Catalogues
= Folder containing Images linked to Borrowers
= Folder containing NetOpac html files
=  Folders containing AmlibNet html files

o Label backup media clearly

o Rotate backup media so that you are not over-writing the most
recent backup

o Keep off-site backups of the backup data and recovery software

e Check the backup logs — allow access for both Library and IT staff for this
purpose
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e Keep your Amlib installation CDs — they always contain everything you need
to carry out a fresh installation of the client software and also the latest SQL
Base Database Management System

e Carry out a test recovery onto a set of test databases at regular intervals
¢ |Install and test Offline on more than one PC etc.

During

o Response
What action should be taken when a disaster occurs?

e Use Offline for circulation during power outages and network or server failures.
e Power down machines running on UPS devices before the battery fails.

After

o Recovery

What action must be taken to restore library services to normal or at least make data available for
the insurance claim?

e Borrow, rent or buy a replacement server as soon as possible

e Install the required Operating System, Database Management Software and backup utilities.
e Restore the Amlib databases from the most recent backup

e Install the Amlib Client software from the Amlib Installation CD

e Make sure that the new system is working

Allocate Responsibility

Decide who is responsible for each action that is specified in the plan and make sure that the person
acknowledges the responsibility.

Practice

At regular intervals, practice recovering you library’s databases from the most recent backups. This is
one good reason for having a set of test databases, you can practice restoring from a backup on
them with no risk to your live data.

Put these regular practices into you plan.

Review

Over time software systems change, new utilities get installed, web pages are updated, new people
move into important roles; this means that your plan may become out-of —date. To avoid this review
you plan at regular intervals.

Staff changes are a big cause of problems in Backup and Recovery procedures. Review the whole
process with each new person so that there is a clear understanding of what is being done, why it is
being done and by whom.
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