Library Management System

Introductory
Training

Last Updated: 27 August 2016




Introductory Training

© 2016 OCLC (UK) Ltd

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

Support: Sales:

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

Amlib Help Desk (TOPDesk):
https://oclc.topdesk.net/tas/public/login/form
OCLC Amlib Document Portal:
https://www.oclc.org/support/services/amlib.en.html

www.oclc.org/en-AU/

Last Updated: 27 August 2016
Page 2


mailto:support-amlib@oclc.org
https://oclc.topdesk.net/tas/public/login/form
https://www.oclc.org/support/services/amlib.en.html
mailto:sales-amlib@oclc.org

Introductory Training

TABLE OF CONTENTS
DATABASES. .. ..ttt ettt ettt st ettt b e b e s b et sh et s a et et e bt e bt e e R e e eae e e b e e bt e b e e b e e abeeeaeeeneeenreen
WEICOME t0 AMIID....eiiiiiee et e ettt sae e e st e e sbe e e sabeesbeeesneeesareeennees
D) o 1T T TPV USTRTOPRR
LCT=y AT =) = =T PSPPI
NAVIGATION OVERVIEW ..ottt ettt sttt st ettt be e sae e st st et e b e beesmeesmeeeneeeneeen
(oY =f =110 =2 © ] o DSOS
(oY =71 V=3 @ 1§ SRR 10
[[ofoT o T KoTo] | o= S T PP U PP ROTOPST PP 11
Core SYStem OrieNTAtION ... ..eeeeiiiiiee et e e e et e e e e e s e aab e e ee e e e e e s nnreeeeeeas 12
SEANAAIA SCIEENS ... ittt ettt ettt e e s bt e s bt e s abee e s bt e e beeesabeesbeeesnbeesaseesseeesareenane 13
General Use of the Tool Bar and FUNCLION KEYS........ccoccuiiiiiiiiiiie ettt et e et 14
L= R (=N 14
Y 1= o U OO PP OPPRPOTI 15
MOVING BEEWEEN FIEIS ..eeiiiiiie ettt s e e et e e et a e e e s sabae e e esbaeeeeansseeeeas 16
Cut, Copy and Paste COMMANGS ......uuiiiiiiiiie ittt crteee e eeree e e eiee e s e e e s sebee e e e sabee e s esabeee e ssnbeeeesnseeas 16
SAVEA FIlBS ..ttt ettt ettt et e st e s be e e s bt e s bt e e s abe e s be e e sabeesateeebeeesbeeenns 16
CT=Y ] =4 = 1= [ o ST PRPROt 17
WO VEISION .ttt ettt ettt st et b e bt e s bt e sat e eab e et e e abeesbeesaeesabesabeenbeennes 17
HTIMIL VEISION ettt ettt ettt ettt e s ettt e s sttt e e s mta e e e s anba e e e snseeeesnneeeesnnneeesnnneeenan 17
SEARCHING WITHIN MODULES ......coottiiiiiieeieet ettt ettt s sttt e ene s 18
BOITOWE ittt 18
(6] 1o TH | SO TSSOSO PO PPTOPRRRPPR 19
Printing from @ LiSt (TaDIE) c..uuiei ettt ettt e et e e e e e e e e eata e e e eaaae e e e nsreeaean 19
SEOCKITEIM. ... ettt b e s bt e s a et e st e et e e bt e sheesabesabe et e et e e beesbeesaeeeneeentean 20
QUUETY V@ ettt ettt ettt e e sttt e e s ettt e e s bt e e s s aab et e e snbe e e e sanbeeesesnbeeesenbeeeeeanreeeeennrenas 20
L6 ] 1o 1U | TSP P PP PP PSP 21
(071 =1 [0 = PSPPSR 21
YT T o1 V-SSR 23
(O LU= VA 0] o) { o] o |- 24
YT (ol ) B L P U PPV PUROUSTPPRN 25
SEEThE SEAICH SIZE ..t 25
L AT UL [ g ¥ == W 2U=T o T ] o PSSO 26

Last Updated: 27 August 2016
Page 3



Introductory Training

LV 1T Y =TT ol oY o= TN 27

Y 0T Lol F=1 I 21U o o [ PR UR 29
SAVING @ WHEIE SEAICR .. .uviiii ittt e e e s ee e e e e e e s sabee e s e snbee e e ssabaeeeenareeas 31

(O UL i o T 1 1P PP 32
BORROWER INFORMATION ...cetiiiiiiiitiiitieteieeeteeeeeseeeeeseeereeeraeeeeeaessssesssanasssasssasssasasssssnsnsnsssnsasnnsnnnnnsnnnnnns 34
Y =T TU I @ 'o 1o o SO 34
BOITOWET SCIEEIN ...eiiiiiiiiii ittt e e e s s e e s s e e s s sba e e s s eaba e e s sarae s 36
N T oY= =Y = To T o 01 Y= N 37
AGAIESSES ..eeitieeitee ettt ettt et s bt e ettt e st e s bt e e s ae e e s bt e e sa b e e st e e e bee e s be e e be e e hte e s beeeeabeesabeeeabeeeereeean 39
XRETFEIENCES IMBNU ...ttt ettt ettt e s bt e st e s bt e e sabe e e bt e s s ateesabeeesubeesaseesbeeesaneenane 40
STOCKITEM INFORMATION ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeenenenens 41
LAY =T T I @' o o N 41
SEOCKITEM FOIM/FIEIA LADEIS ...ttt ettt e e e e e et e e e e e e e sesssraeeeeesssesassnnees 42
SEOCKITEM SCIEEN ... ittt ettt e s sbt e e st e e s bt e e s abeesbeeesabeesateesbeeesabeennne 43
LOAN RULES ...eeeeettttttttitttttttttttttteeteeeeeteeteeeeaeese e sesesesassss s s s s st ss st st st s st ssssssss s ssssssssssssssssssssssssasssssnnnn 44
BOITOWET TYPES eeeeeeiiieiiiiitieitittttttttteeeaeaeebaeaeabeeebaseseaabasesebesssasssssasssssssssssssssssssssnsssnsssssnsssssnsnnnsnsnnns 44
ENTEr @ NEW BOITOWET TY P euiiiiiiiiiiiiiieueteuereuetereuerererererererererereree.————————————————————............—————————————— 48
CIRCULATION. ..ttt ettt ettt ettt b e s bt s hte st ettt e e bt e e bt e s aeesae e s ab e ea b e et e e bt e sbeeemeesaeeenseenbeenbeenbeesanenas 49
[SSUBS ..ttt ettt e s e et e e s s e s s e e s s ebe e e s s e e e s e narae s 49
(670 (o1 U T OO O OO PSP PPTOPOTRTOUPPRPPROIN 52

IVl S S @S . veveteretetetetetetetetetetetetetaa et ee et e a et e e et e ettt ettt sttt bttt bttt bttt bttt s sttt n sttt ntnnan s 52
LOAN OPLIONS niiiiiiiiitee ettt e e sttt e e e s sttt et e e e s sssaabeaaeeeeessasasbasaeeeesssssssbasaaaeessensssnseraeaeesssnnas 53

Lo T S o) o 13N 54
OFf LIN@ CIFCUIRTION ..ttt ettt ettt e b e b e s bt e sat e sateeateebeesbeesbeesanenas 54

LR U PPN 55
[SSUBS .ttt 55
RETUINS ettt 55
CRULE RETUINS ..ttt st sttt e bt et e st e st e s bt e bt e b e e nreesmeesaneenneen 58
Main Menu RetUIrNS BULEON ....cooiiiiiiiiiieee e e 59
RESEIVATIONS ..ttt e e s e e s e e s s e e s s e e s s nre e e s e enr e e e e enrenes 60
ReSErving From STOCKITEM ... ..ciiiii e e e e e e e e e e e e nnraeeeeeas 60
From the Reservations MOAUIE..........c...ooiiiiiiiieiiee ettt 63
FrOM CIrCUIATION ..couveeiieeee ettt st st et e bt esre e st e et e e nneesbeesnne e 64
Checking or Cancelling RESEIrVatioNS.......c.ueiiiciiii ittt e e e e ebae e e 66
Checking in an [HEM ON RELUIMN .....uiiiii it e e e e e e e e e e e e s nerree e e e e e e e snnnnnns 68

Last Updated: 27 August 2016
Page 4



Introductory Training

MANUAL CATALOGUING ... .ceiitetieieesitesite ettt ettt sttt et e s bt e sae e st sbe e bt e b e e s beesmeesnseeneesbeesaeesanenas 70
WOTk ShEEt IMETNOM......coiiiiiee ettt 71
AdAING StOCKITEMS ...t e e s st e e s st e e e s sbtaeeesasteeessaseeeassnnes 75
YT o] [ ] o 1= PPN 77
IMPORTING NEW ITEIMS .ottt et sababasasas s asasssasssssssssssssssssssssssssansnnnnnas 78
IMPOort MARC Catalogue Data........ceoiciiieiiiieee ettt ettt see e et e e e rae e e e eabae e e e earaee e enanaeas 78
Accessing the Data for the DOWNIOAd...........ooiiiiiiii e et 79
21 o] [ToY ==Y o] a1 [ol D | - SRR 79

271 o] [Te == o] a1 [ol @] o d o] -3 R 81
Reviewing Records to be Imported (Optional).......ccecceeecieeciee et 83

1 o USRS 84
Catalogue Update OPtioNS ......ueieeeciiieeeciiee e et e e ettt e e eette e e e e tte e e e ebteeesebaaeeeebaeeesestaeesestseasessteeasenes 85
LTSI\, = T o o = N 89
Checking NEW STOCKITEMS ......viiie ittt e e e e e s b e e e s sbee e e e sbeeeeesnteeeesanes 89
MODIFYING CATALOGUE DETAILS ..coeteeeeeeetttetiteietettteittaieteievaietavabevababavassbasasssssssssssssssssssssssssssssssnsannnnnns 91
Modify USing the WOrK SREET .......coei ettt ebee e s sre e e e e sareeas 91
LT =T o OO PP OPRRPOTI 92

T T =Tl N Lo I XU o Yo T YA I - 93
INSEIT AN AUTNOTITY TAZ.uuiiiiiciiie ittt e e et e e e et e e e e ta e e e eataeeeesasaeeeeansaeeeesnseeeesansseeeaan 93
20T o] =Tl SRR 96

Y o T L1 YOO P TSP PP PRROPROPIO 98
DIBTE ettt sttt h et et e r e b e e b e e s re e sae e e reenneenreenane e 99

[ Lo L=Y ] 2T LY PR 99

Y Fo IV 2T g YT o o) =Y -SSP 99
Catalogue Record Created / Last Edited INfOrmation ............cooueeeeieeeiiccciec e 100
MASS DELETION OF STOCKITEMS/SAVING TO FILE ....cccveviieeieiieieeiesieeiesie e e sieeae e seeeseesreeaeseeennens 101
SEOCKITEM LIST ..ttt ettt st e r e e r e s b e sae e sanesaneeneeneenes 101
Z39.50 SEARCHING ....coiiiiiiiieete ettt ettt st st ettt st e bt e b e s b e sreesaneeaneereesneesrne e 103
AMITD Z39.50 CHENT ..eeneeeiiie ettt ettt b e sae e st st e bt e beesbeesbeeeateebeenbeesbeesanenas 103
REP O RTS ittt ettt ettt e et e e e et bt ettt e e e e e et e et e e e e e e e e e nnbeeteeeee e e e nnbeeeeeeeee e nrbeteeeeeeeeanannnee 106
=Y oo o k3N 1Y/ oo [V 1SRN 106
=180 ] = L =SSR 107
Standard System Report TEMPIAtES....cciiciiii e e e stre e e e e brr e e e e rre e e e eaees 107

B Lo] Tl 2 U=T o Yo ol =T g o] = Lo T PR 107
=T 0 Yo A NV o 1= 3N 107
WhEre STAtEIMENTS ....ooiiiiiiiee ettt st e et sr e b e e st e s b e e s ne e e sareesaneeesnneesanenesnneenn 107

Last Updated: 27 August 2016



Introductory Training

Sample Circulation (OVerdue) REPOIT ........ueiiiiieeecciee ettt e e e e e eare e e e e arae e e e aaeeas 110
WHEIE SEAtEMENT .....eeiiieiieiie ettt sttt e b e s bt e st s s b e e b e e neennes 110

10 o [T S T TPV P T VOTTOTPR 111
VIBW REPOI ..ttt ettt ettt e e e e e s st bttt e e e e e e s b tbeeeeeeseaanbateeaeeeseaassseaeeeeesesannrnns 112
[N = O] Y O PPN 113
MAINTAINING THE SYSTEM ...ttt ettt st sttt et st st st st e e b e beesmeeeaeeeneeen 116
Backing Up YOUF Database ......cccccuuiiiiiiiiieeeeiiiee ettt eettee e sette e e e e tte e e s ebteeeseabtaeesebaaeessnraeessnnns 116
BacKUp t0 EXEEINAI DEVICE.....ueiiiciiieecciieee ettt ettt e et e e et e e e e tte e e s ebaeeeseabtaeeeeabteeeesnraeaesanes 116
F Y o o o1 B 1 o P PPPPRPNE 117
Appendix 1: Setting Up Usernames and PermisSioNS .......cc.ceeveiieeeieiiieeesiiieeeeeieee s esreee e ssveee e s 117
VIEW EXISTING USEINAIMIES .eiiiiiiiiiiiiteiee ettt e ettt e e e e sttt e e e e e s sbereeeeesesesanreneeeeeeesnnnn 117
ENTEI @ NEW USEI .ottt 117
RESETLING USEI PASSWOIAS .....vviiiiiiiieeciiiie e ettt e e ectte e e eette e e e stte e e e saaeeeseabeeeeesnteeeeenntaeeeanseneeennsenas 118
VieW EXiSTING USEI PEIMISSIONS ....uuiiiiiieiiiiiiiiiiteee e e ettt e e e s ettt e e e s e s sabtreeeeesesssasreaeeeeesssnnas 119
Enabling a Single Username PermiSSiON .........eiiecuuiieiiiieeeiiiieeeesieeessiieeeesiveeeesvee e s ssaveeesesaveeas 120
Disabling a Single Username PermiSSion .........iiccuieeeiiiieeeiiiiiesesiee e esieeessvee e e sveee e ssaveeesssveeas 122
Enabling Access to an ENtire MOdUIE ........ccuviiiiciieeeccee e 124
Disabling Access to an ENtire MOAUIE .......c..uviiieiiiie et 125
ENabling/Disabling BUTLONS ......cccuiiiciiiecieeectie ettt ettt ettt e et e e tae e e teeeteeesabeeebeeeetaeeeateeennnes 126
Copying Permissions from One User t0 ANOLhEr .......coiiiiiiiiiiiie e 128
APPENiX 2: SAVEA FIlBS....neiiiii it e re e s e ebr e e et e e e e e e e e s ebee e e e nareeas 129
Create @ SAVEA File ..o e 130
Create (or Save to) a Saved File from @ List........cooicciiiiicciiee et 132
Save a Single 1tem/BorroOWEr 10 Fil@........couiiiuiiieiee ettt et e 135
View an EXIStiNg SAVEA Fil......c.uuiiiiieee ettt ettt e e e e ra e e e e eaaae e e e enaeeeean 136
Appendix 3: LINKING AdArESSES.....uiiiiiieie ittt ettt et e e eee e s e saee e e e abae e s esabee e e ssntaeeeesareeas 137
LIst Member of the Family ... e e e e e e e e e areeas 137
2" Member of the Family (if NOt @ Child) .......c.oveviiiiiicieeceeetcetee et 137
Check Links/Update Address Details/Delink BOrTOWENS .........ccceeeeeeeeiveeeerereeieeeeteeeeveeeeveeeeeven 139
(R ol o T1Te BRIV Yo Yo e o s J 0] ) e o 140
Appendix 4: Import of Borrowers into AmIib..........cccoiiiiiiii i 142
Format 1: MAZE, Synergetic, CASES, COSYCORNER ........uuuututtuitiiiiieieiiiiiiiiiiiiieieiaieiiieieeeeseeeneneenes 143
Format 2: SIS (WA EAUCAtION DEPL) .uveeereieiiieciee ettt ettt e e tee e s ve e e v e e eateeebaeennas 144
Format 3: All Fields/EDSAS (SA EAUCAtION DEPL)....ccueivveiivierieireeereecteeerecreeere e esteesteestneeve v 145
How Records Are MatChed ..........cooiiiiieiiiieee et st s 146
SUgEEStEd ‘Pre-iMPOrT TaSKS .....eiiicciieeeeiiee e ettt e ettt e e ettt e e e eeite e e e eetteeeeebteeesebteeeeeaseseasensseeaeanes 146

Last Updated: 27 August 2016



Introductory Training

IMPOrtiNg INt0 AMIID ..o e e e e e e e bee e e e b e e e enraeas 147
1 E @ o TTol V=SSP 151
COMIMON EFTOIS coiiteeee et e e r e e e e e s s rar e e s e e e s s s ssnnrenes 152
Borrower IMport IMAtChiNg ......ooe it e e s e e s abee e e eareeas 152
Appendix 5: Stockitem Field Labels. ... 153
Appendix 6: Setting Default Dates and Holidays.......c..oeeeeiiieiiciiii e 155
SUP VIS O SEEEINES i e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeaeaeeeas 156
B YL @ o 1Y =T [PPSR 159
[ [0 1o 1Y PRSP 160
REMOVE @ ClOSEA DAL ....ueeiiiiieiiiieiie ettt ettt ettt et e s b e e sabe e sbe e s smteesneeesnnes 161
Copy a Closed Date t0 Other LOCAtiONS.......ciiiciiieiiiiiieecciieee et estee et e e st e e ssrre e e s ssnreeeesanes 161
Different Closed Dates for Each LOCAtiON........c.eeiueeieeriiiiiniieeesieesiee et 162
Appendix 7: USMARC: SOME COMMON TAES ..eccvvieeiiiiieeeeiieeeeetteeeeetteeeesteeeeesnseeesennseesessnsensessnsenss 163
LI 7= RSP NN 163
SUDTIEIAS ...ttt ettt s e st e e s bt e s bt e e s st e e s beeesabeesbeeenateesabeeeenreenn 163
B I T o ' 11 T PSR 163
Y ol g = @] aa T aToT o IN\Y, =T ol - T =4 N 164
APPENAIX 82 SUPPOI . utiieiieiiieeeciiee e ettt e e e erte e e e etee e e e steee e eebeeeeeebeeeeeasaeeeeasbeeeeeasbaeeeeanseseesanseneesnnsens 169
Onling Help DESK (TOPAESK).......eeiiieiieeeetieee ettt ettt e et e e eette e e e et e e e s ebte e e e eanaeeeseneeeeeesrenaesnnes 169
(010 O Y VT o 1 | PRSP 169
LU T 0T - | TSP 170
YY1 T g Y= I PRSI 170
U SO GIOU S . ttttruerereeereeeeereeeeneeessesssesesesesesssesssesesesssssssssssssssesssssssssssssssssssssssssssssssssssssnsssnsnsnsnsnsnsnnen 170
Getting HElP/IMIANUAIS .....ccovie ettt ettt et e et e e eetae e eate e eteeeeateseeteeeeabeeeeteeesnseean 170
EMail (AMIID SUPPOIT) vttt ettt e e e e et e e e et e e e e abe e e e enabaeeeenbeeeeenrenas 170
AMITD WEDSITE ...ttt ettt e reer e s neesree e 170
Telephone Support (AMIID SUPPOIT) ...ccveieieccee ettt et ar e e e be e eaaas 170
Appendix 9: Submit @ TOPAESK REQUEST ......cciiiiiieiiciiee ettt e e e e srre e e e 171

Last Updated: 27 August 2016
Page 7



Introductory Training

DATABASES

Welcome to Amlib

SERVER: Operating
System: Database:
WORKSTATIONS SQL Server 2005 or OPAC &/or NetOpacs
(Staff Use) SQL Server 2008 or (Public Use)
Oracle

2
=P

Databases

On initial activation of Amlib you will be required to select the database to:

e Live Database: Shared database for LIVE operation of the Library

e Test Database: Test database for testing and training — this can be updated from time to
time using a restore of the LIVE database

Getting Started...

Introductory training is designed to “get you started”. Once you have used your system for a while,
you may wish to consider further training on specific tasks or modules.
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NAVIGATION OVERVIEW

Logging On

1. Double-select on the Amlib icon on the Desktop:

Amlib

2. The Login screen will then display — for training purposes, use the following login (unless set up
differently for you at installation) and select the OK button:

e User Name: STAFF

e Password: AMLIB

Legin @

Amlib

Please type a valid Amlib User
Name and Password and then
press OK.

User Name: |STAFF

Password: |
Database: |Live Database j
0K ‘ Cancel ‘

3. The Confirm your Working Location screen will then display:

Confirm your Working Location E3

Please confirm your current working location or

% choose another.

Loc code Description o
BELMONT {Belmont Library
CHELSEA iChelsea Library
CHELSEADIY Chelsea DIY Module
HASTINGS Hastings Library
HOME Home Library Service
PROCESSING Library Processing
STACK Stack
WEB Web
MOEBILE Mobile Library
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4. The screen defaults to the location set up against the Username — although it is entirely
possible to select a different location if required — select the OK button to confirm the login
location

5. The Amlib toolbar will then display:

&a Amlib

Main  Comminfo Accessories

Login is now complete.

Please Note: After login, individual usernames and permissions (determining which menus and buttons
are enabled for the user) can bet set up in: Main > Supervisor > User Names:

e See: Appendix 1: Setting Up Usernames and Permissions for further information

Logging Off

e Individual modules can be logged off by using the shortcut Ctrl + L

e The [X] at the top-right of the screen can be used to closed sub-screens within a
module/application but will only minimize the main screen (it cannot be used to close an entire
module)

e B /S

e The entire system can be exited by using the shortcut Ctrl + E (or Ctrl + X*) which closes all
modules currently in use and logs out of the Amlib client

*Please Note: This shortcut is controlled by the Use Windows keyboard shortcuts instead of Amlib
shortcuts (Y/N) setting in Main > Supervisor > Installation — Other tab. Ctrl + E (Windows) and Ctrl +
X (Amlib).
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Icon Toolbar

It is possible for the icon toolbar to displayin 1, 2, 3, 4, 5, 6, or 12 columns:

1. Change the settings by right-selecting on any of the icons:

1 Columns
2 Columns
3 Columns
4 Columns
5 Columns
& Columns

v 12 Columns

Keep on Top
¥ Show Colours
v Save on Exit

Za, Amlib ==

Main  Comminfo Accessories

gﬁ“!ﬂi

Catalog =

Please Note: Module names will display as the mouse is moved along the toolbar -
example: Catalog.

2. The number of columns that the toolbar displays in and button colours (to match the module
colours) can then be changed — to select/enable: scroll down to the desired selection and
left-select with the mouse

3. The selected settings and screen position can be saved by ensuring that the Save on Exit is

ticked

&a Amlib [==54] | | S Amlib =
Main  Comminfo Main  Comminfo Accessories

Accessories

_Authority g

Last Updated: 27 August 2016

Page 11



Introductory Training

Core System Orientation

] o =

[Circulation]
- Issues
- Returns/Chute Returns
- Reservations
- Transfers

=lmowes| nees | v | e o] =

[Periodicals] ‘

[Finance & Ordefs]
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Standard Screens

e Modules colour-coded so you always know where you are!
e Consistent screen display
e Multiple display of applications — with multiple screens open simultaneously

¥ Borrower Details - STAFF at Chelsea Library =RC]
Main  Application Borrower XReferences File
BarCode |B9983 Pin [== Previous Queries 1| 2| | | |
TED I‘LIBR‘ARY"‘MOBILE‘ Given Name Middle Name
Surname |Smith |Sarah IJane
Title |Ms Sex I? Balance: $0.00 Picture
BirthDate [16/0511951 <[] ] Potential Charges? | ¥ AlwaysShow
Type IH Group IENG Classl
Status IOK 13 Bannerman Road, Ealing
Status Date 27/07/2011
Location ICHELSEA
Business Phone ID
Loan Memo
Reft | Ref? Count
Email |[sarah-jane.smith@oclc.org Use for Notices IY_ 2 9
Mobile/Cell | Use Mobile/Cell for Notices I_ Lib. Group : LIBRARY
Exclude from Debt Collection IN_ Enquiry Security Level (00-99 ) I‘:"T
Joined 03/05/2011 At CHELSEA Modified 27/07/2011 11:02:18 AM Seq Set ?Size
Reg Exp. 04/10/2094 Last Active 15/0720M by  STAFF 1 1 200
| pow [
%% Stockitem - STAFF at Chelsea Library =] @
Main Application Item  XReferences File
FiClear | F2insert | F3Update| FaDelete| Fsauery | FeTable | Frec | FB< |  Foo | Fios |
Query Via
ltem ¢ Cat © Keyword I An
Item No [16905 Cat Ref No 35307 ™ Y
Previous Queries -_1| -_ZI _3| _4| _5|
Title| Harry Potter and the Goblet of Fire / J.K. Rowling .
Author| Rowling, J.K.
Publisher| London : Bloomsbury, 1999.
Series/ISBN 1999
Subject| Witches and warlocks - Fiction.
Call Number| F ROW [ sts Code] [Form]BK [call Set]
LRy I Copy No [ Convert I
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source |

For Loan

(YIN)

Received |01f11f2000 ﬂ ﬂ

[¥ LoanType | Opac? [Y  Alert [N
Accessioned |01/11/2000

Process I

Current Cost  |15.00

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEMTYPE: N  MEMOS: 0
Onloan H Due OnOrder N Res 0 Seq Set ?Size
2 2 200
Last Modified  22/052011 11:37:18 AM by STAFF lesues 0
Stockitem Bar Code Entry Field | W
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General Use of the Tool Bar and Function Keys

KEY COMMAND DESCRIPTION
[F1] CLEAR Clears all data in the window
[F2] INSERT Inserts a new field or record
[F3] SAVE/UPDATE Saves any new fields or modifications
[F4] DELETE Deletes the field or record
[F5] QUERY Either starts a search or refreshes the screen
[F6] TABLE Displays the table from the search query
[F7] << Scrolls through the table, to the beginning
[F8] < Scrolls through the table, to the last item
[FI] > Scrolls through the table, to the next item
[F10] >> Scrolls through the table, to the end

F5 Query || F6 Table | Fre< |

F< | FO > F10 >>

| F1Clear || F2insert || F3 Update || F4 Delete |

Fast Keys

Fast keys are available to access applications — for example: Ctrl + B to go to the Borrower Screen.
These can be set to use Amlib shortcuts or Windows shortcuts.

SHORTCUT WINDOWS
Crtl+ A Authority
Ctrl+B Borrower
Ctrl +C Copy
Ctrl + G Catalogue
Ctrl + E Exit from Amlib
Ctrl +F Finance
Ctrl +H Help
Ctrl +1 Issues
Ctrl + K Keyword Search Facility (Stockitem)
Ctrl+L Log Off Application
Ctrl+ M Marc Take-Up
Ctrl+ 0O Orders
Ctrl +P Periodicals
Ctrl + Q Reservations
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Ctrl +R Returns

Ctrl +S Stockitems

Ctrl+T Transfers

Ctrl +U Chute Returns

Ctrl +V Paste

Ctrl+ W Where Search (Borrower/Stockitem only)
Ctrl + X Cut

Menus
Menus are always available for exploring in all modules.
The Main menu is available from most screens, and can be used for moving around the system — for

example: Main > Reports > select individual Reports screen — for example: RepCirculation
(Circulation Reports)

S, Amlib 5.3 =)
QJomminfo  Accessories

Base 2 @

Authorities 3

Borrowers 3

Catalogue 4

Circulation 3

Finance 4

Orders 3

Periodicals 3

Reports 3 RepAddMew

Stockltemns k RepPrintProgress

Supervisor 4

RepAuthority

RepBiblicgraphic
RepBorrower

RepCatalogue

RepCirculation

RepFinancial
ReplLLS
RepQOrders
RepPericdicals
RepReservation
RepStatistics
RepStockitem
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Moving Between Fields

e Use the Tab button to move between fields, use Shift-Tab buttons to move in reverse

e Use the Alt-Tab buttons to move between open modules

Cut, Copy and Paste Commands

After highlighting, select these keys to:

Amlib shortcuts Windows shortcuts
Copy: Ctrl + Insert Ctrl + C
Paste:  Shift + Insert Ctrl+V
Cut: Shift + Delete Ctrl +X

Alternatively, you can right-select and choose the appropriate option: Cut, Copy or Paste.
Saved Files

The Amlib client allows the use of various Saved Files (a file containing a list of patrons, stockitems,
catalogue records, etc.). Also, see Appendix 2.

A File menu is available in many modules — for example: Borrower, Stockitem and Catalogue.

These Saved Files can be useful for global changes — for example: Altering Class and Types at the
beginning of the year, changing Juniors to be Young Adults, etc. They can also be used to change items en
masse to be Closed Reserve or to have a certain Process. Catalogue Files can be given a particular
Authority — for example: Subject Heading. They can also be used to check or report on newly imported
records for Borrowers or Stockitems.

Saved Files can also be used for reporting purposes. For example: return a file of books, (General >
ReturnFromFile) or to print Spine Labels using a list of items contained in the Saved File, etc.

It is even possible to loan out a Saved File — for example: The Environment File which may contain 25
books, 3 DVDs and 5 flash drives all on the Environment theme.

They can also be used for Periodical Circulation Lists.

Borrower Saved Query Results

mmm

Sort & Asc ( Desc Operator: ISTAFF j

Details Allow other
operators to
access this file

(YN}

Last
Updated
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Getting Help
Help is available from the online manual.
Word Version

e This can be accessed from any module screen by selecting Ctrl + H, if you have MS Word on
your PC

HTML Version
e You can also access a HTML-version of the Help file using your web browser (for example:

Internet Explorer or Mozilla Firefox)

e Add the chapters as Favourites or Bookmarks by choosing the relevant frame.htm file — for
example: Borframe.htm

e Anindex to the left of the Help screen contains headings which are hyperlinked to the
relevant information (you are also able to use the Find facility of your web browser)

¢ Favorites  © o3 ] Suggested Sites v @] Web Slice Gallery v
(& C\Amlib\Help\BorManuahborframe htm f4 v B v @ - Pagev Safety~ Teos~ @~
_m £ | The Borrower Application is concerned with all aspects involved in the creation, maintenance, deletion and enquiry of borrowers and/aor borrower

om activity.
BORROWER APPLICATION Facilities controlled within this Application include:

« Borrower Defaults from the Application Menu e.g. Borrower Types (include the setting of Loan Periods and Validations for Barrower creation),
Classes, Suburbs, Statuses, etc.
New Borrower creation

+ Search fadilities for Stockitems

BORROWER MODULE
MENU

APPLICATION MENU

ChangeUser < Borrower screen using the available Fields
Log Off % Borrower Where Search

Communit + Mass changing of Borrowers from a File
Info/Bookings + Borrower Memos

BoTioweiArea) < Individual Borrower Memos

4 Mass Memo insertion or deletion
Borrower

+ Borrower History
Function Keys +. Reserves
Previous Queries < Checking, Queue Adjustments and Cancelling of Reserves

N < XReference to create a Reserve
—B - + Borrower Imports

BorrowerGroups

Orrowerroups « Borrower Import of Photographs

Borrower Import » Merging of Borrowers

e Circulation parameters are set in this Application to reflect the individual library’s Circulation policies. Other Circulation parameters are setin the

Import File data Supervisor and Stockitem Applications.
Accessing the File Library Groups
Setup Menu If Group Restrictions is set to Y in Supervisor/Installation/System, the login location determines the permission you have to search and update
Table Menu borrowers. Check Supervisor/Application/Library Group Permits allow the search, update and deletion of borrowers for desired groups, or that you
Sort b are logged in at a location that is the Group Supervisor. For more information see Supervisor Help, Group Restrictions. -
Index
. caleulate 7| BORROWER MODULE MENU i
Done /& Computer | Protected Mode: Off A v Rw00% -
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SEARCHING WITHIN MODULES

There are comprehensive search facilities within the Authority, Borrower, Stockitem and Catalogue
modules. You are also able to search for patrons and items within the Circulation module.

There are separate modules for OPAC and NetOpac (if purchased).

Borrower

e Any field of the Borrower Details screen is searchable

e ltis also possible to search using the grey box of the Address screen for a Street name, etc.

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

4% Borrower Details - STAFF at Chelsea Library o] = )

Main Application Borrower XReferences File

. F1 Clear I I I . F5 Query I . I I I -

BarCode | Pin | Previous Queries ﬂ J J J J
sris | ‘LIBRARY", MOBILE Given Name Middle Name
Surname |5mi | |
Title | Sex |— Balance:
BirthDate <|[=] 5] v AlwaysShow
Type l— Group ’7 Class ’7
Status
Status Date
Location
Business Phone D
Loan Memo
Refl | Ref2 Count
Email | Use for Notices | 0 0
Mobile/Cell | Use Mobile/Cell for Notices | Lib. Group :
Exclude from Debt Collection |— Enquiry Security Level (00-99) ,_
Joined At Modified Seq Set ?Size
Reg Exp. Last Active by 0 0 200

Borrower Bar Code Entry Field | NUM

1. Typingin a few letters (for example: smi) in the Surname field and selecting the F5 Query
button will display all borrowers starting with those letters — for example: Smith, Smithers,
Smith-Lawrence, etc. — the results will display in a Borrower List table

HINT: To access a list of codes in a field type: .<Tab> . For example: in the Borrower Type

field, typing .<Tab> will display a list of your Borrower Type Codes and Descriptions. Double-
select to make a selection.
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{EBorrower List - 6 rows = @
Main Table XReferences File

Seq Surname Name Title | Middle | Sej Type, Status | Loan| Locn |Group | Class | Refl | Ref2 | Address1 BarCode -

1|5
4|5

13 BANNERE B
5 i FiA 0K 4 [CHELSENG 84123 894352131, 9} Ba288

Smith arah

Smith-Lawrence | Carmel I

=]

2. Double-selecting on a line will show the details of that borrower:

(!" Borrower Details - STAFF at Chelsea Library EI =] @
Main Application Borrower XReferences
F1 Clear | F2insert || F3Update || F4 Delete || F5Query|| F6Table fr<c || re< || Fex || P10 |

BarCode |B9999 Pin |*‘“‘* Previous Queries j ﬂ J J J

Scope |'LIBRARY',MOBILE’

Given Name Middle Name

Surname ||Smith |John

D
Title |I'u|r Sex m Balance: %0.00

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

4. ltis possible to save the records to file using the File menu, or go to other applications for
the items — for example: Issues, Stockitem — by selecting XReferences from the menu

Colour

Colour is used to indicate certain borrower statuses:

e Red Borrower owes money
e Grey Borrower has been inactive for 12 months or more
e Black Normal borrower

Printing from a List (Table)

1. Inthe Borrower List (or Stockitem List) highlight the items to be included in the report,
select: Table > F6 Print

4F Borrower List - 6 rows = @
Main Table XReferences File
Seq Surname Name Title | Middle | Sej Type Status | Loan| Locn |Group | Class | Refl | Ref2 | Address1 BarCode -

& Smith-Lawrence | Carmel ;CHELSE;ENG 194352121, oiBaase

HINT: Highlight items by selecting with the mouse. To highlight a range, select the first item and find
the last item in the range and hold down the Shift key and select with the mouse. To highlight
several individual items from the list, hold down the Ctrl key and select with the mouse.
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Stockitem

e Most fields of the Stockitem screen are searchable

#i: Stockitem - STAFF at Chelsea Library =] = [
Main  Application Jtern XReferences File
F1 Clear | | F5 Query | | |
Query Via
ltem No | T ™ Item ¢ Cat ©* Keyword [ Any
at Ref No
Previous Queries j J J J J
Title
Author — Bibliographic Information (from Catalogue record)
Publisher —

Series/ISBN

Subject| sport
Call Number | Form | [ call Set]

Description

Copy No / Convert |

Locf;,t:::z1 l— Temp | |:|Dor| Origin/Source
For Loan r Loan Type Opac? |_ Alert |_ Process | |

(Y/N)
Received |01/01/2011 ﬂ ﬂ E| Accessioned Current Cost
Group |
ILL Library: ILL Ren: ILL Due: ITEM TYPE: MEMOS: 0
On Loan Due On Order Res Seq Set 7Size
o 0 200
Last Modified by lssues 0
Title | NUK

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

Query Via
OPTION DESCRIPTION
Item Browse (phrase) search for data displayed within the Stockitem module
Cat Browse (phrase) search for data displayed within the Catalogue module

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

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

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

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

Loc

Ord
‘cH in i

Loa Back
il

58 MAR
Kids' sport : A survival guide £ Baker, Denis 795.01922 BABK (ANF iN 0 CHELS ROTATION Ci N
»| The Oxford companion to Aus REF 795.0994 RE (REF iN 0 CHEL:! N

Ball by ball : the story of crické Martin-Jenkins, Chri

25 Feb 20021

wimim

=

3. Double-select on a line to show the full details of that item:
&% Stockitem - STAFF at Chelsea Library =] ® [
Main Application  [tem EReferences

FiClear | F2insert | F3update| FaDelete| F5Query | F6 Table FT << < | F> | Fo» |

4,

Colour

Colour

Call Number| 796.358 MART [ Sts Code|ANE [ Form |BK [ Call Set]

[ P S

Query Via
“ Item © Cat ~ Keyword [ Any

Previous Queries j ﬂ ﬂ ﬂ J

Title| Ball by ball : the story of cricket broadcasting / Christopher Martin-Jenkins.
Author| Martin-Jenkins, Christopher, 1945-
Publisher| London : Grafton, 1990,

Series/ISBN| 978.0.246.13568-1 114.95 : CIP confirmed 1990

Subject| Cricket - Great Britain - History.

Item No |EZF] Cat Ref No 18234

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

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

is used in certain modules to assist in browsing the list:
Red Items are overdue
Black Items are on loan
Green Items are available for loan
Grey Items are on order
Magenta Items are on reserve
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Catalogue

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

i Stockitemn - STAFF at Chelsea Library =] = ==
Main  Application Itern File
FiClear | F2insert | Authority F6 Table F7 << < | Fe> [P0 |
- Borrower Query Via
OtherBorrowers ™ ltem ™ Cat ™ Keyword [ An
Item No |ERDIETEE Catal 14040 y v
sl Previous Queries j J J J J
Order Records
Title| The Aug Periodical Records ng ; major photographic contributor Mark Hanlon.
Author| Starling Stockitern »

2. ltis also possible to XReference from the Catalog record: use the Holdings button or from
the menu, select XReferences > Stockitems

& Catalog - STAFF at Chelsea Library EI =l @

Main  Application Catalogue XReferences File

FiClear | Duplicate | F3uUpdate| FaDelete | FsQuery| FsTable | |

Starling, Stephen.
The Australian fishing book / Steve Starling ; major photographic contributor Mark Hanlon. Audio | | Image
Frenchs Forest, N.5.W. : Reed, 1986. |
700.10094 STA <@
Security 0 Group |L|BRARY DENISE 30/09/1996 3:40:56
DENISE 30/09/1996 3:40:56
Opac View Restriction (Y/N): W Previous Queries J J J J J
Tag | 1 | 2 Data AGro ~
T anb73010141 & =]
020 978-0-7301-0141-3 LIBR
Insert
100 Starling, Stephen. LIBR Q
245 4 iThe Australian fishing book / Steve Starling ; major photographic contributi LIBR
260 Frenchs Forest, N.5.\W. : Reed, 1986. Modify
300 512 p. :ill. {(some col.), maps ; 30 cm.
500 Includes index. el
500 1Il. on lining papers. il
« b
Search Term Ref: 14040 Seq Set 7Size

|| 1 1 200

NUK
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Searching

1. Type the search phrase into the Search Term box at the bottom of the screen:

bl Catalog - STAFF at Chelsea Library

Main  Application Catalogue XReferences

F1 Clear |

File

F5 Query

o] & =
|

Security Group |'LIBRAR‘|"'

Opac View Restriction (Y/N): ,T

Previous Queries J J J J J

Audio | Image

Holdings

Tag | 1 2

Data

4

b

AGro +

Insert

Replace

Modify

Delete

I

Show

Search Term

Ref: Seq

DOGS

1]

Set 7Size

0

200

2. Select the F5 Query button — the Query Options prompt will display:

155N

& Query Options

Enquiry Cption

= -5/

ISSNASBN ( |.Keyword )

MNewspaper

MNewspapers { X Keyword )

Motes ( M.Keyword )

Physical [ F Keyword )

Publisher { P.Keyword )

Search On Any Autharity

Series

Series Title ( E.Keyword )

Stock Bar Code

Subject headings

Title

Title and Series

Titles ( T.Keyword )

Web (W Keyword )

NUM

Last Updated: 27 August 2016

Page 23



Amlib Introductory Training

3. Double-select on the Enquiry Option you would like to use (for example: Subject) — the
results will display in a Catalogue List table:

& Catalogue List - 8 rows = @
Main Table XReferences File
Seq AUTHOR [ Title ! Publisher Oper | LastUpdate -

0411997 1

' CATE

9/04/1997 1

Bite busters : How to deal with dog attacks / Sylvia Wilson
East Roseville, N.5.W. : Simon & Schuster Australia, 1997
636.7 WILS

3 CATE 10/04/1997
The Complete Dog Book For Kids [ Official publication of the American Kennel Club
Mew York, MY - Howell Book House, 1996
JG36.7 COMP

4. Double-select (or select and select <enter>) to display the full catalogue record:

£ Catalog - STAFF at Chelsea Library [=] = (=3
Main  Application Catalogue XReferences  File
FiClear | Duplicate | F3Update| F4Delete | F5Query| F6Table Fa> | F10> |
Wilson, Sylvia
Bark busters : How to solve your dog's behavioural problems / Sylvia Wllson s ||| rres
East Roseville, N.5.W. : Simon & Schuster Australia, 1997
636.7 WILS [ =
Sec .l'it},-' 0 Group |LIBRARY CATE 09/04M957
| CATE 09/04/1957
Opac View Restriction (Y/N): W Previous Queries j J J J J
Tag | 1 | 2 Data AGro ~
020 0 0 ! ; ' J ﬂ
100 ¢ 0 | 0 Wilson, Sylvia LIBR r—
245 0 1 0 ;Bark busters : How to solve your dog’s behavioural problems / Sylvia Wilso; LIBR -
260 East Roseville, N.S.W. : Simon & Schuster Australia, 1997
650 Dogs - Training. LIBR Modify
650 : 0 | 0 :Dogs - Behaviour LIBR
984 : 0 | 0 636.7TWILS LIBR Delete
4 F
Subject | S.Keyword ) Ref: 33956 Seq Set ?Size
DOGS| 1 8 200
NUN

Please Note: Typing in more than one word invokes a Boolean “AND” search.

Query Options

It is possible to alter the query options (once set) for subsequent searches:

e From the menu, select Catalogue > Query Options — the Query Options prompt will then
redisplay

e Double-select on the Enquiry Option you would like to use
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Search Sizes
e The results of the Table from a search will display in a set (for example: 250 items) and the
next set can be viewed by selecting the F11 button or Table > ContinueQuery
e The set size can be altered if required — for example: from 250 items to 1000 items

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

Set the Search Size

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

@ Stockitem - STAFF at Chelsea Library (UM DB v5.3) =] = =
Main  Application XReferences  File
F1 Clear Reserveltern ﬂ | | |
" AverageCostltem Query Via
CreateCatalogue " ltem " Cat ™ Keyword [ Any
Item No |_

f No

CurrentBookings Brevions Geries ﬂ ﬂ J J J
CurrentReserves
Tiﬂer Depreciateltem ‘
ILL Library: SavedWhereSearches |LL Due: ITEM TYPE: MEMOS: 0
Query Settings 4 ContinueQuery F11 seq S¢f 7size
Last Modified by V]| KeepQuenifia 0 0 20
KeyWordOrAnd
¥ KeyWordAndCOr |
KeyWordAndAnd
MoSortQuery
RestartQuery
I Set5earchSize I

On Loan

Select size of set returned from Queny MU

2. The Set Results Search Size screen will display:

Set Results Set Size (23]

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

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

50

100

200

250 The lower the number the faster the
400 query!

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

1000

3. Select a search size from the list
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Print using a Report

1. Inthe Stockitem List (or Borrower List), select: Table > Report F7 — the List Reports screen

will display:
27 List Reports EI = @
Stockitem FEView | Faorder |

Report Name Template Name -

 Author&Title &stktitl.qrp

Author&Title&Call dstktitl.qrp

éAuthur, Title, Call Mo and Form i &stktaca.qrp

éﬁverage counts by Stock ltem Stats Code | 85TKAVG.QRP

Count by Date Published &S5TKPDC.QRP

Count by Form &stkis.qrp

Count by Form & Call Set &stkcfcs.qrp

Count by Form & Stats &stkefs.qrp

Count by Location, Form & Stats dstkelfs.qrp -

Ll 2

Caption  |Weeding List

2. Select a specific style — for example: Author, Title, Call No and Form

3. Select the F9 Order button to select the sequence in which the items display — for example:
Title, Call No. etc.

4. Use the Caption box to add a heading to your report — for example: Weeding List

5. Select the F8 View button to display the report

@Report-\u’iew EI@
Rl & <] ]

-~

Weeding List 2710712011
Author Title Call No Form

100 years of Australian foothall 796.336 ON BK
Barrett, Norman. American football / Norman Barrett. 796.332 BK
Chapman, Garry Australian rules foothall / Garry Chapman JT96.336 C BK
Coffey, Dennis. Coaching touch : the basic manual / [Dennis 796.332807 BK
Dickmeyer, Lowell A.  Foothall is for me ; photographs by Alan Oddi 796.332 BK
Namath, Joe. American football - a complete guide to playin 796.332 BK
Strevens, Steve. Bob Rose ; a dignified fife / Steve Strevens. 796.336092 BK

6. The print button can then be used to print the report
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Where Searching

This function is available in the Stockitem and Borrower modules only. It is possible to search for
items or borrowers using a range of fields and operators. This is a great way to get simple Counts —
for example: for State Government Library statistics, which the Public Libraries need to report on a
yearly basis.

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

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

ﬁg Stockitern Where Search - STAFF at Chelsea Library EI = @
Main  Application

F1 Clear | | | F4select | | | F3 Order

1 Choose Search Column 2 Choose Operator

ftembo & @ .
Cat Ref No - LIKE " LKE "IN O
Title 3 (= T o#
Author
Publisher
Series/| SBN
Subject

Call Number
g:l 3 Type the Where Condition and Press Paste
Sts Code OR Press Special

Form

Call 5et Reference |
Description -

i < i = i = i =

Paste

Special

Query Description:

[ Column Operator Where )]

FlEElE R

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

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

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

OPERATOR DESCRIPTION EXAMPLE

LIKE Where the required data in this field LIKE ELD (for Eldorado)
begins with the text entered

HKE Where the required data in this field does | LHKE ELD (for all except Eldorado)
not begin with the text entered

IN Useful for selecting multiple codes IN A,J,YA (for all of these types)
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N Useful for multiple codes not to be N ILL,LS (to exclude these types)
included

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

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

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

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

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

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

1 Oct 2010)

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

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

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

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

Where Search @

1:0] 231 Stock Item(s) were found.

b. Get the list of results by selecting the F5 Query button:
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& Stockitern List - 200 rows = @
Main Table XReferences File
Seq Title Author Call Mo Form Stats |(On| Due |Rsv|Perm| Process |On Series Process Date Ec =

Log Back Loc Ord

The adventures of Tom S , Mark, 1835 9
Alice's adventures in wondert Carroll, Lewis, 1832 JF CARR N CHEL N 19
Alice's adventures in wonderf Carroll, Lewis, 1832 CARR BELM MW i878-0-575-03 19
Alice's adventures in wondert Carroll, Lewis, 1832 CARR CHEL N 19

g exact Jennings, Paul, 151: AF JENN

=

= | || e | R

Wi

m: o
e

t Jennings, Paul, 191; AF JENN

]
-]
]
T
= =1

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

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

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

Query Description:

[ Column Operator Where
: Item No: IS NOT :NULL

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

Special Button

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

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

e Issue Date Due Back <= Current date — 7 Days

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

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

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

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

Where @

Issue Date Due Back ==Wednesday, 20
Jul 2011

S ———————
Current Date P

Start of Week

Start of Month E
Process Date

Received

Accessioned

ILL Due

Issue Date Issued -

ﬂEI 7 Days
J Months

Paste | Cancel ‘

7. Select the Paste button when complete — the where condition will then appear in the Query

Description section at the bottom of the screen:

f@g Stockitern Where Search - STAFF at Chelsea Library
Main  Application

=)o e

FiClear | F2insert F4 Select | F5Query | F6Count | F7atoFile| F8Order

1 Choose Search Column 2 Choose Operator

On Loan -
Bor Name

Bor Barcode

Issue Location -~
Issue Date Issued

On Order

Res

I\.‘_‘?r?:)cl:_gngr?;nged 3 Type the Where Condition and Press Paste
Last Active OR Press Special

DateDueDDMMYY

Times Borrowed |
Times Reserved w

Il
B IS B

At
’j

> fe

[

m

Query Description:

{ Column Operator Where b

e Date Due Bac

R B

Paste

Special

NUK
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Saving a Where Search

It is possible to save a Where search:

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

Saved Queries @
F3 Save ‘ F5 Refresh

CQuery Description Cwner -

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

Chelsea Junior Fiction

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

Insert @

{0} The Query File has been created.

3. Select the OK button

4. Once saved, you can access saved Where searches by selecting the F4 Select button in the

Where screen, selecting the Saved Query from the list and then selecting the F9 Select
button

Saved Queries @
F3 Save F5 Refresh| F6 Count

CQuery Description Cwiner -

Chelsea Junior Fiction
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Query to File

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

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

Stockitern Saved Query Results @
Fitew | F2Empty | F3Save | F4Delete | F5Query | F6Print | F7Copy | F8Paste | Fo setect |
Sot @ Asc (" Desc Operator:  |STAFF =]
Details Allow other | Qty Last File =]
operators to Updated Mo
access this file 7=
(YIN)
Harry Potter Books ¥ 15 108/07/2011 12:59:59 PM| 3079
— | Chelsea Fiction Y 0 27/07/2011 1:45:46 PM -
-

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

a. To use a pre-existing file: select a list entry from the table and select F9 Select (select

F2 Empty first if you would like to clear any pre-existing list items — look at the Qty
column to ascertain this.).

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

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

e See: Appendix 2: Saved Files for further information

Last Updated: 27 August 2016
Page 32



Amlib Introductory Training

Some Where search examples are:

Borrowers who have joined in the last 3 months
e Joined > Current Date — 3 Months

All Stockitems
e [tem No IS NOT NULL

All Junior Items

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

Stockitems with a Specific Form Code
e Form=BK

Items with Cost over $500
e Current Cost >500

Items Never Borrowed
e Times Borrowed =0

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

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

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

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

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

e Received<1/7/2009 AND
e Received > 1/06/2009

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

e Stock Take Date IS NULL AND
e Onloan=N
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BORROWER INFORMATION

Menu Options

The menu is broken up into five areas:

e Main — giving you access to all the other modules and many of the sub-screens

e Application — most the codes/settings used within the Borrower module are set up here (for
example: Borrower Types and Borrower Titles)

e Borrower — which contains additional Borrower-related functionality (for example: Borrower
Addresses, History and Memos)

e XReferences — links to other modules and associated functionality

e File — access to Saved Files and associated functionality

From the Borrower menu within this screen it is possible to:

e Add/edit borrower information, including addresses

e Check reservations

e Check financial details

e Check/print loan history

e Add memos

e Load photographs in digital formats

e Re-register borrowers

Set up/check your pre-set codes and descriptions for the relevant groups in the Borrower Module

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

TYPES The Category to which Loan privileges are set — for example: Staff, Adult, Year 8, ILL
Libraries, House Bound, etc. (Application > BorrowerTypes)

GROUPS Usually the house, faction for students or other category (not often used in Public Libraries)
(Application > BorrowerGroups)

CLASSES Class or room names for students — usually where overdues are sent for Schools (not often
used in Public Libraries) (Application > BorrowerClasses)

TITLE Can be used to automatically generate default Sex (Application > BorrowerTitle)

REF1/ Free-text fields: Often is used in schools for a Student’s ID or Shortname (for example: comes

REF2 from Admin system). Public Libraries use them for extra information

LOCATION Branch, Library, Campus or Department name (Main > Supervisor > Locations)

STATUS Most statuses would be set to no restrictions (0K) but can be changed — for example: Lost

card, Restricted borrower, Blacklisted (Application > BorrowerStatus)
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SUBURB Used to populate the Suburb name and Postcode when entering Addresses (to save time and
provide Statistics) (Application > BorrowerSuburb/Streets/Wards)
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Borrower Screen

BarCode: Usually Student ID No (Schools). Validation
checks are made

PIN: The PIN is an alphanumeric field (not case sensitive). It
can be used for security reasons when borrowers are
checking their own information in the OPAC screen

Balance: Any money owing will display. It is not a data entry
field.

Potential Charges: Links to Issues where the Potential
Charges display for the current Borrower. This is the amount
of Overdue Charges due if the item/s were to be returned on
the current date

Scope: Library Group(s) a query will search over

Surname: Family name
Give Name: First name
Middle Name: Usually only first initial (if from import)

eﬁ Borrower Details - STAFF a

helsea Library

Title: Mr, Ms, Mrs, Dr, Professor, etc
Sex: Gender will be M or F — will be automatically
generated from Title if Default Sex is entered

M™Mgin  Application Borrower WReferences File
FiSear || F2insert || F3 updats| F4 Detete | F5query || s Table Picture: Display of Borrower picture if loaded
AN AN / yd
rCode\fB{SEE Pin |“” Previous Queri -1 J J
Scopa~[LIBRARY "MOBILE Given Nom Type: The main caFegory Qf borrower at a particular library.
Loan rules are applied against Borrower Types.
Surname |Smith |Sarah .
Group: Optional category for borrower.
e s Sex [F Balance: $0, o) Class: Optional category for borrower.

BirthDate: Enter dates in dd/mm/yyyy format. You do not
need to type the / symbol.

Location: Registration points for Borrowers

Refl and Ref2: Free text fields. Can be used for matching
purposes during Borrower and Borrower Picture Import. It
is possible to customise the labels for these fields.

Ty A
Status |OK

Status Date 27/07/2011

Location

BirthDate [16/05/1951 <[] 5]
Group |ENG

Potential Charges? i

Class |2A

399290818, Level 10, 310 King 5t, Melbourne, Vic, 3000
0399290800, Level 10, 310 King Street, Melbourne, Vic, 3000
1047200, Mr & Mrs Smith, 2/298 Selby St North, Osborne WA, 6017

r | Address: Three addresses may be supplied for each
borrower with 4 lines available for each Address — includes
telephone number

Refl |R45787

Ref2 [DW12

Emai

sarah-jane.smith@oclc.org
/

Use for Notices W

Mobife/Cell | 400446272

Joined 037052011,
Reg Exp. 04/10/2094

At

Borrower Bar Code Entry Field

Exclude from D¢bt Collection |—

Last Active 24]08!20\

: LIBRARY

CHEL/SEA
1

urity Level (00.99 )00 |

Seq Set 7Size

/* Loan Count and Memo count: Number of items on loan
Loan Memo
Count

3 0

and number of Borrower memos

Enquiry Security Level: Not used in current Release

1 32
| Search Size (for example: 200) and Table Information —for
NUM

changes to Y. Validation rules apply.
Use for Notices: Use Email for Circulation notices (Y/N)

for circulation notices sent by SMS

Email: To Store email address. Can also be used as address for Circulation
notices sent by e-mail. On entering a Valid email address, Use for Notice

Mobile/Cell: To store mobile phone number. Can also be used as number

example: Sequence No 6 in Set of 41

Lib Group: Displays the Library Group for the location for this borrower record

Status: Special process associated with the Borrower — for example: BANNED,
LOST CARD. Allows a borrower to be banned. A nominal status is set in Main >

Use Mobile/Cell for Notices: Use Mobile/Cell for Circulation notices (Y/N)

Exclude from Debt Collection: Excludes borrower from Debt Collection
processes (where applicable)

A

Supervisor > Installation — Borrower tab

Reg Expiry: The date at which this borrower will expire
Last Active: The date the borrower was last active in Circulation for an Issue, Renewal or Reservation
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Entering New Borrowers

1. Launch the Amlib client

2. Go Main > Borrower > Borrower — the Borrower Details screen will display:

{!" Borrower Details - STAFF at Chelsea Library

Main  Application Borrower XReferences File

(o] & ==

BarCode |
Scope | 'LIBRARY',MOBILE'

Pin |

Previous Queries _"l _Zl _3| _4| _5|

Given Name Middle Name

Surname |

Title |

BithDate |  <|[d] 5
Type |_
Status |

Status Date

Location I

Group I

Picture |

Potential Charges? | v AlwaysShow
Class I

Sexl_

Balance:

Exclude from Debt Collection I_

Business Phone 1D
Loan Memo
Refl | Ref2 Count
Email I Use for Notices I_ 0 0
Mobile/Cell I Use Mobile/Cell for Notices I_ Lib. Group :

Enquiry Security Level (0099 ) I_

Joined At Modified Seq Set 7Size
Reg Exp. Last Active by 0 0 200
[ hw [
3. From the menu, select Borrower > EnterNewBorrower — the Borrower Details screen will

enter creation mode (the F2

Insert button will become bolded)

{4" Borrower Details - STAFF at Chelsea Library

Main  Application Borrower XReferences File

1 ool | rzmsert | ) vpine | raveiee

fe]l = =

BarCode |

Scope | 'LIBRARY",MOBILE'

Pin |

Previous Queries _1| _2| _3| _4| _5|

Given Name Middle Name

Surname |

Title |

BithDate |  <|[d]
Type |
Status [OK

Status Date

Location I{:HELSEA

Group IENG

Picture |

Potential Charges? | v AlwaysShow
Class I

Sexl_

Balance: $0.00
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4. To access a list of codes in a field select . (full stop) and <Tab>on your keyboard — for
example: in the borrower Type field, type . and then select the <Tab> key — a list of Borrower

Type Codes and Descriptions will display:

Select ==

Choose asc/desc and click code or
description to change order @ Asc 7 Desc

e

Code Description

<l »

5. Double-select on an entry to make a selection

6. After entering all necessary details select the F2 Insert button — the Borrower Address screen

will automatically display

? Borrower Details - STAFF at Chelsea Library | B[R]

Main Application Borrower XReferences File

"F+ rear | r2msert | 7 upaste | FoDotte|
BarCode |50 Pin |"‘“""* Previous Queries —_1| _2| _3| il _5|

Scope | 'LIBRARY",MOBILE'

Given Name Middle Name

Surname |Smith |Sarah |.I

Title IMs Sex I? Balance: $0.00 M
BirthDate [16/0511951 <[] 5 Potential Charges? | ¥ AlwaysShow

Type IA— Group Ir Class lmi

Status I{}K—

Status Date 27/07/2011

Location I{ZHELSEA

Business Phone 1D
Loan Memo
Ref1 |R45787 Ref2 |DW12 Count
Email |sarah-jane.smith@oclc.org Use for Notices IY_ 3 0
Mobile/Cell I 400446272 Use Mobile/Cell for Notices I_ Lib. Group : LIBRARY
Exclude from Debt Collection IN_ Enquiry Security Level (00-99) I“}'T
Joined 03/05/2011 At CHELSEA Modified 11/08/2011 3:42:34 PM Seq Set 73ize
Reg Exp. 04/10/2094 Last Active 16/08/2011 by MAZEUPD 1 1 200
Borrower Security Level | lm
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Addresses
1. From the menu, select Borrower > Address — the Borrower Address screen will automatically
display:
Borrower Address @
F3 Update || F4Delete ||| F5Query || F6 LinkTo || F7 Links
Smith, Sarah J Wand ,7
From |T
W Postal Tel.| 0399290817 ows [N Popup?
- Type

 New Level 10, 210 King St Area .

Melbourne Suburh | MEL Ward 2N
* Al vic PiZ Code | 3000 ~y

Postal Barcode |

] - Tel. Wand ,7
[ Residential 0399290800 From | 2 Popup ?
- ype
O New Level 10, 210 King Street plus [N R
& i Melbourne PostCode =
Vic Zip Code | 3000 Cy
4 Postal Barcode |
i Tel. | 0861047200 wand Popup ?
[ Guardian Tom |T Typpe P
 New Mr & Mrs Smith plus [ .
. 2/298 Selby St North PosiCode * N
* Al Osborne WA [Zip Code | 6017 oy
4 Postal Barcode |

2. Enter the Postal address details as required

3. If Suburb Codes (Application > BorrowerSuburbs from the Borrower Details screen) are
being used, enter just the Street Address details and go to the Suburb field and identify the

Suburb: this will then populate the rest of the Address details and the P/Z Code (Postcode)
field

4. Enter the Residential and Guardian address details (if applicable)

5. Select the F3 Update button when complete

It is possible to link to other addresses (Schools do not usually use this facility as they download the
Addresses from the Admin system). It is also possible to Wand in another Students card, enter the
details of the borrower to which the link is to be made and select the F5 Query button.

e See: Appendix 3: Linking Addresses for more details

See: Appendix 4: Import of Borrowers into Amlib for more details of the borrower import
function
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XReferences Menu

e Show Linked Borrowers for Addresses1, 2 and 3
e Show Items or Reservations

e Go directly to Issues (it is possible to then loan items etc.) or go directly to reservations (it is
possible then to reserve/delete reservations, etc.)

e Go directly to subject interests (it is possible to view items received by the library a certain
amount of time — for example: the last month for prescribed areas of interest. It is possible
to send letters or email detailing of new items that include Subject Interests registered)

Borrower Special Interest Authority Headings @
F1 Clear F3 Update | | F5 Query | F6 Refresh| F7 Cats F& ltems F9 File |
B9988
MNew In last
Type Current Interests -
650 iCookery (Chocolate) " 1Wk
650 iCookery (Herbs) ~ 9 wks
G50 {Cookery (Past
ookery (Pasta) & 1mih
650  iCricket- Australia. ~
100 iHever Georgette 1902-1974. 3 mihs
" & mths
- [T Year

Tag Browse List -

Search Term ( any type of authority will be located )
I
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STOCKITEM INFORMATION

Menu Options

The menu is broken up into five areas:

e Main — giving you access to all the other modules and many of the sub-screens

e Application — most the codes/settings used within the Stockitem module are set up here (for
example: Stockitem Form Codes and Stockitem Process Codes)

e |tem — which contains additional Stockitem-related functionality (for example: Reserve Item,
History and Memos)

e XReferences — links to other modules and associated functionality

e File —access to Saved Files and associated functionality

From the ltem menu within this screen it is possible to:

e Create reservations and shuffle reservation queues

e Check/print loan history

e Add memos

e Create inter-library loans

e C(Create standalone item records or catalogue records

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

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

FORM Usually a physical description or General Material Designation (GMD) of the Stockitem —
for example: Book, Periodical, Video, Map, Online, etc. Can be used to set Loan
parameters (Application > StockitemForms)

STS CODE Used to identify particular collections (or parts of the collections) for Statistical reasons.
Usually more specific than Form. Can be used to set Loan parameters
(Application > StockitemStats)

CALL SET Allow you to search or print reports by the Call number set rather than a call number
range (Application > StockCallSets)

DESCRIPTION + Convert Val: Free-text fields: Often used to indicate copy number and conversion values

LOCATION Branch, Library, Campus or Department name (Main > Supervisor > Locations)

FLOOR An extra location field. Can show in NetOpacs — for example: Closed Reserve, New ltems, etc.

PROCESS Useful for Process such as Missing, Withdrawn, etc. A date that the Process was created

displays in the adjacent to the Process Date box. Links can also be made to show in Opac?

and Alert fields (Application > StockProcess)
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LOAN TYPE Allows a loan restriction to be placed on the item — for example: Overnight Borrowing
only, which overrides the normal Loan Borrowing permissions. Mainly used for

temporary collections. (Application > StockLoanTypes)

Stockitem Form/Field Labels

This is bibliographic data originating from the Catalogue record.

Usually set as:

Line 1: Title Line 4: Series or ISBN
Line 2: Author Line 5: Publisher
Line 3: Subject Line 6: Call Number

The labelling of Lines and Tags used to populate the fields can be adjusted to suit Form type
(Application > StockitemForms — F9 Display button).

e See Appendix 5: Stockitem Field Labels for more information
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Stockitem Screen

Item No: Usually the Barcode. Able to enter a system
generated barcode. Validation checks are made.

Catalogue information: Originates from the Catalogue

AN

L~

data. Line displays set in Stockitem Form — F9 Display.

Description: Free text. Label can be changed

Location: Permanent/Temporary Locations for Stockitems

Stockitern \ STAFF at Chelsea Library E @
Usually set as: M¥n  Applicalon  Trem  XReferences  File
Line 1: TITLE Line 4: SERIES Fiflear | F2i\sert | F3update| FaDelete | F5query | FeTable FT << e | | Fox/|
\ A\ A VA
Line 2: AUTHOR Line 5: PUBLISHER Query Via
. A - T ltem © Cat/ ® Keyword/ [ Any
Line 3: SUBJECT Line 6: CALLNO Itm Ne [EETTLTE Cat Ref No 14040
Previous Queri j J J J
Stats Code: The code may be alphabetic (up to 6 \:;I: The Australian fishing book / Steve Starling ; major photographic copftributor Mark Jfanlon.
characters) with description (up to 50 characters). Used & arling, Stephen.
. . .. . Publisher| Frenchs FG .S.W. : Reed, 1986.
mainly in the statistics gathering process but may also be
; ) Series/ISBN| 978.0.7301.01413 198§/ A
used as enquiry points . . )
Subject| Fishing - Australia.
Call Number| 799.10994 STA Sts Code | ANF Form {BK Call Set

Volume: Free text. Allows up to 8 characters. Can be set up
so that Marc tag is inserted — for example: 300a

Form: Physical description of the Stockitem. Typical Forms
codes could be CD, BK, VID. The actual code (up to 3
characters) with description (up to 25 characters). Plays a
vital role within Circulation and may also be used in Statistics

Edition: Free text. Allows up to 8 characters. Can be set up
so that Marc tag is inserted — for example: 260c

Call Set: If used enable Call numbers to be categorised into
groups e.g. Chemistry, Physics, Biology etc.

Description

Copy No / Convert |CATZSTOCK

Perm |CHELSEA

oan

Temp |CHELSEA

[¥IN) |T Loan Type Opac? |T Alert W
Received |25/01/1996 /ﬂﬂ

Floor ‘

Origin/Source

Process |

Accessioned |25/01/1996

Current Cost \|3U.UU

Dates: Format is DD/MM/YYYY — for example:

| __—€Toup |LIBRARY
ILL Ren:

Convert Value: Usually ref for conversion data. Label can
be changed

Current Cost: Do not enter $ symbol

07/10/1998. No need to type the / symbol. In Received
date < = > symbols can be used for queries — for example:

item before a certain date

Process Information Date,

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

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

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

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

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

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

for example: CASSETTES, VIDEOS etc. Optional but can
appear in the Opac under the Permanent Location

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

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

Your system is set to control loan periods by Borrower Type and ltem Form Code. Alternatively loan
settings can be controlled by Borrower Type and Item Stats Code. This is an installation parameter
setting: Main > Supervisor > Installation — Circulation tab: Loan by STATS (Y) or FORM (N).

e See also: Appendix 6: Setting Default Dates and Holidays for more information

Borrower Types

1. Launch the Amlib client

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

Main  Application

" tew | r2insort | 12 sove | rsDoite || roGuery | Fopent | 7 comn ||

Type Description Keep |Include Max Return By = Age | Age | Exp

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

3. Alter the settings as per the following table:

Type The Type of Borrower (usually a 1-3 digit code —for
example: A)
Description A description of the Borrower Type — for example: Adult
Keep House Bound Borr History of past reading records is kept for borrowers until Y/N
History (Y/N) deleted, if a Y is entered in this column. They system will

notify the operator if an item has been borrowed previously
and how many days ago. If the Borrower history is not kept,
the system still keeps Stockitem history so the items that a
person has borrowed can still be checked

Include In Stats (Y/N) Statistics can be recorded to the hour, day, month or year Y/N
depending upon the settings in Main > Supervisor>
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StatsParams for the Borrower Types that have a Y set in this
column

Max Items On Loan

Sets the total number of items that a patron with this
Borrower Type can loan at any one time. Specific
limitations/privileges based on Form (or Stats) codes of the
items can be set by selecting the F7 Loan button

nn

Max No. of Reserves

Sets the total number of reservations that a patron with this
Borrower Type is allowed at any one time. Specific
limitations/privileges based on Form (or Stats) codes of the
items can be set by selecting the F7 Loan button

nn

Return By Date

A return date (earlier than those set in the Main >
Supervisor > Installation — Borrower tab) can be imposed on
particular Borrower Types — for example: Year 12 students

dd/mm/yyyy

Age

When a new borrower is created the system can assign the
appropriate Borrower Type parameter depending on age if
an entry is added within these fields. This is useful for
creating Junior members in Public Libraries.

e >=Greater or equal to a certain age

e < =lessor equal a certain age

v

IA

Exp Days

The number of days before the Borrower Type expires. Once
a borrower has expired they would need to re-register
before allowing activity on the system. The Main >
Supervisor > Installation — Borrower tab A Borrower is re-
registered by (D)ates, (M)onths, (N)o re-register parameter

would need to be set to M or D for the above to be effective

nn

Exp Date

The actual expiry date for a patron with this Borrower Type.
Once a borrower has expired they would need to re-register
before allowing activity on the system. The Main >
Supervisor > Installation — Borrower tab A Borrower is re-
registered by (D)ates, (M)onths, (N)o re-register parameter

would need to be set to M or D for the above to be effective

dd/mm/yyyy

Bor Group

A Borrower Type parameter may be assigned a default
Borrower Group (which will then be automatically entered in
the Group field when the Borrower Type is entered). The
relevant Group code needs to exist in the Borrower Group
(Main > Borrowers > BorrowerGroups) table.

For example: all Teachers could be assigned a group of Staff,
all Students be assigned a group of Students, all differing
categories of staff (for example: Library Staff, Council Staff
could be assigned a group of S for Staff). It can assist in
defining groups of borrowers for searching or reporting
purposes.

Enter a Group
code — for
example: STA,
STU, etc.
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4. Select the F3 Save button when complete — a prompt with the following message will
display: You should now check Validation and Loan Parameters for any new or changed
Borrower Types.

-

Update @

I.-"'_"“-. You should now check Validation and Loan Parameters for any new or
W' changed Borrower Types.

5. Select the OK button

6. Highlight the Borrower Type you would like to alter (for example: Adult) and select the F7 Loan
button —the Loan Parameters and Borrower Types screen will display:

Loan Parameters and Borrower Types @
(D)aily Loans {H)ourly Loans Charges Fines
Codi Description | (Hyourly | Can |Loan| Loan |Grace| Can | Qiy | Can | Rsve o
(Owernigh Loan | Qty | Days | Period Renew Renew Rsve | Qty |:|
(Djaily | (¥MN) Days | (YIN) [YiN)
(Therm
(S)emeter
(Y)ear
AC iAudio Cassette D Y o100 14 0 0 Y o0 § Y 10
‘BK iBooks D Y .10 0 14 0 0 Y o0 i Y Q10
‘BR :BookRoom D Y .10 0 14 0 0 Yoo § Y (10
CD Music Compac D Y 10 14 0 Y 10 Y 10
'Cl :Communitylnfi D Y 10 14 @ 0 Y 10 (Y 10
{CR {CDROWSs D Y 10 14 0 Y o0 (Y 10
‘DI | Digital Video D Y 0 N 0 N oD
'EBK: Ebooks D Y i 27 0 N 0 N oD
‘EQ :Equipment D Y o100 14 0 0 Y o0 § Y 10
‘LH iLocal History D Y .10 0 14 0 0 Y o0 i Y Q10 il
7. Alter the settings as per the following table:
COLUMN NAME EXPLANATION OPTIONS
Code Displays the Form or Stats code for each corresponding Stockitem
Form or Stats code
Description Displays the Form or Stats Description for each corresponding
Stockitem Form or Stats code
Type of Loan Displays whether the Loan is a Daily, Hourly, Overnight, Semester, | D/H/O /
Term or Yearly type Loan* S/T/Y
Can Loan (Y/N) Is this form available for the particular Borrower Type — for Y/N
example: Borrower Type of Junior may not be available to loan
items with a Form code of CD
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Loan Qty The number of Items with this Form code that may be onloantoa | nn
patron with this Borrower Type at any one time — for example: a
Borrower Type may be allowed a maximum of 8 items but only 1
item with a Form code of Video

Please Note: Maximum number allowed is set on Borrower Types
screen — Max Items On Loan column

Loan Days The usual loan period in days (can be overridden during issuing). nn

Grace Period Days | Number of days overdue before fines are applied to an item of this | nn
type. Whether the charge itself is calculated from the actual due
date or the due date plus the grace period is determined in the
Main > Supervisor > Installation — Circulation tab Calculate all
overdue fines from the grace (YO or overdue (N) date setting

Can Renew (Y/N) Determines whether borrowers can renew items of this type Y/N

Qty Renew Controls the number of times borrower can renew an item of this nn
type

Can Rsve (Y/N) Determines whether borrowers can make or request reservations | Y/N

for items of this type

Rsve Qty Controls the number of reservations allowed by a borrower for nn
items of this type

Please Note: Maximum number allowed is set on Borrower Types
screen — Max No. of Reserves column

*End of (T) Term, (S) Semester and (Y) Year can be set in Main > Supervisor > Installation —Borrower
tab. The dates will need to be changed manually for a new period once the dates have expired. If the
date has expired the loan will revert to a same day loan period.

CODE DESCRIPTION
H Hourly Loans
(o) Overnight Loans
D Daily
T Term
S Semester
Y Year

8. Select the F3 Save button when complete — the Loan Parameters and Borrower Types screen

will close
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9. To determine which fields are compulsory when entering borrower information, select the F8

Validtn button —the Validation Rules for Borrower Types screen will display:

Validation Rules for Borrower Types E

10. Simply enter a Y or N into the corresponding column for each Borrower Type/Borrower Field

combination

11. Select the F3 Save button when complete

Please Note: It is also possible to access the Loan rules table from the Stockitem module:

1.

In the Stockitem screen, select Application > StockitemForms (or StockitemStats) — the Form
Codes (or Stats Codes) screen will display

Select a Form (for example: BK — Books) or Stats Code (For example: AF — Adult Fiction) and
select the F7 Loan button — the Loan Parameters and Borrower Types screen will display

This screen displays in a Code/Bor Type matrix (rather than the Bor Type / Code shown in the

Borrower module)

Enter a New Borrower Type

6.

Launch the Amlib client

Go to Main > Borrowers > BorrowerTypes — the Borrower Types screen will display:
Select the F1 New or F2 Insert button

Enter the parameters in the table

Select the F3 Save button when complete — a prompt with the following message will
display: You should now check Validation and Loan Parameters for any new or changed
Borrower Types.

Update (5]

@t You should now check Validation and Loan Parameters for any new or
¥' changed Borrower Types.

Select the OK button
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CIRCULATION

The Circulation module controls the movement of stockitems within the system.

Issues

Please Note: Ensure that your default return date settings (see Appendix 6: Setting Default Dates and

Holidays) and your Loan Rules have been properly set prior to commencing circulation operations.

1. Launch the Amlib client

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

il Issues - STAFF at Chelsea Library Thursday, 25 August 2011 7.22 PM =] = [
Main  Application Borrower [tems Print
F1 Clear F4 Bor ?
v Show ltems
| Name Potential Charges
Type Status  Locn
Bal.
Group Class | | |_
| | | Memos ’_ Loans
H Form Rsv| Title | Author | Call No Item No Due Back T.Loc P.Loc Ren

3. Wand in the patron barcode (alternatively, you can type in the barcode and hit <Enter>) —
the borrower details will then display (along with any previously issued items):

il Issues - STAFF at Chelsea Library Thursday, 25 August 2011 7.25 PM =] = [
Main Application Borrower [tems Print
F1Clear | F3RenewAll| F4Bor? | Fsitem? | F6A4Style | F7BookMark | F&MNewlssues | F9lssues | F10 Statement |
v Show ltems
|I39988 Name Potential Charges | $0.30
A ok |CHELSEA |Smith
Type Status  Locn Ms i 1
Bal. |$0.00
Group Class | | |_ ¥
|ENG |24 399290818, Level 10, 310 King St, Melbourne, Vic Memos |0 Loans |3
Form Rsv| Title | Author | Call No Item No Due Back T.Loc P.Loc Ren
BK | 0 :Doctor Who and the auton invasion / Terr: 980387259 16/08/2011 ;{ CHELSEA CHELSEA 2
BK : 0 :Harry Potter and the Goblet of Fire / J. | RC 16905 25/08/2011 i CHELSEA CHELSEA i}
BK : 0 :4.50 from Paddington / Agatha Christie | C 980215342 30/08/2011 i CHELSEA CHELSEA 2
Adjust
ftem || = IDay | 3Day| 1wk| awks| “fom
Borrower Bar Code Entry Field | NUK

4.

If the borrower barcode is not known,:
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a. Select the F4 Bor ? button to display the Borrower Enquiry screen:

Borrower Enquiry

Surname | Smith

Given | Bar Code |

Surname Mame |Ini) Title Typ¢ Class Groug Status  Locn Address1

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

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

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

E BK | 0 iTravels in Nepal : The sequested kingdom:

980362318

| 08/09/2011 | CHEL SEA

Form Rsv Title / Author | Call No Item No Due Back T.Loc P.Loc Ren
BK : 0 :Doctor Who and the auton invasion / Terr ;980387259 16/08/2011 :CHELSEA CHELSEA 2
BK | 0 Harry Potter and the Goblet of Fire / J. / RC 16905 25/08/2011 : CHELSEA CHELSEA 0
BK | 0 :4.50 from Paddington / Agatha Christie / C 980215342 30/08/2011 : CHELSEA CHELSEA =

' CHELSEA

6. Selecting in the Title/Author/Call No field shows the full Title, Author and Call No:

kingdom / PYE-SMITH, CHARLIE /

915.496 PYE

Form Rsv Title | Author | Call No Item No Due Back T.Loc P.Loc Ren
BK | 0 |Doctor \Who and the auton invasion / Terr | 980387259 16/08/2011 | CHELSEA CHELSEA g
BK | 0 :Harry Potter and the Goblet of Fire /). / RC 16905 25/08/2011 | CHELSEA CHELSEA 1]
BK | 0 4. i ristie | G 980215342 30/08/2011 | CHELSEA CHELSEA 72
CLS N BB ravels in Nepal : The sequested ~ 0362318 08/09/2011 | CHELSEA CHELSEA 0

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

| BK !

0 :Travels in Nepal : The sequested kingdom / PYE-SMITH, CHARLIE / 915.496 PYE

/N
Formi Rsv Title / Author / Call No { |) temno Due Back
BK 0 !Doctor Who and the auton invasion | Terr 0426112954 DICKS, TERRANCE | JPB=480387250 16/08/2011 | Ct
BK 0 Harry Potter and the Goblet of Fire / J. | ROWLING, J.K. | F ROW/ 16905 25/08/2011 _Ct
BK 0 4.50 from Paddington | Agatha Christie | CHRISTIE, AGATHA, 1890-1976. / PB CHR 980215342 30/08/2011 _Ct

| 08/09/2011 C

8. To checkout additional items, simply wand the barcodes of the items to be issued

9. If the item barcode is not known:

a. Select the F5 Item ? button to display the Stock Item Enquiry screen:
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Stock Itern Enquiry @
F1 Clear F3 Choose ‘ F5 Query

Title | DOCTOR WHO

Author
FPublisher
Series/ISBN
Subject

Call Mumber

Perm
Form Lacn ltem Mo

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

Who and the auté CHEL! CHEL{ 16/08/20 980387259
' 07/07/20% 980391590

2020474124

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

c. If there are multiple matches, select the item and select the F3 Choose button
10. If the Borrower has an item overdue when attempting to issue a new item:

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

Issues 23

':9] Warning - This Borrower has at least one ltem that is 9 days Overdue. Continue with Issue?

b. Select the Yes button to proceed with the issue (otherwise select the No button)

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

w Issues - STAFF at Chelsea Library Thursday, 25 August 2011 8.06 PM =] @ ]
Main Application Borrower Jtems Print
F1Clear | F3RenewAll| F4Bor? | F5item? | F6 Ad4Style | F7 BookMark | F8MNewlssues | Folssues | F10 Statement |
¥ Show ltems
|89988 Name Potential Charges | $0.30
A ok [CHELSEA | Smith
Type Status  Locn Ms ek J B
al. |$0.00
Group Class | | |—
|ENG |2a |399290818, Level 10, 310 King St, Melbourne, Vic Memos |0
Form Rsv| Title / Author / Call No Item No
BK : 0 :Doctor Who and the auton invasion / Terr / 0426112954 DICKS, TERRANCE / JPB : 980387259 16/08/2011 i CH
BK : 0 :Harry Potter and the Goblet of Fire / J. | ROWLING, LK. | F ROW 16905 2510812011 :CH
BK | 0 4.50 from Paddington | Agatha Christie | CHRISTIE, AGATHA, 1890-1976. | PB CHF 980215342 30/08/2011 iCH
BK : 0 :Travels in Nepal : The sequested kingdom / PYE-SMITH, CHARLIE / 915.496 PYE :980362318 08/09/2011 :CH
—+| BK 0 Doctor Who and the Underworld / Terrance | DICKS, TERRANCE. / J DICK 1980388104 08/09/2011 iC

12. Items on loan display in date Due Back order with overdue items appearing at the top (in red)

13. If the borrower displayed in the Issues screen is inactive for a period of time and you attempt
to issue an item:
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a. A prompt with the following message will display: Are you sure the Borrower on the
screen is still the proper Borrower — The Barcode has not been changed for a
while?

Stale Issue X

f "~ 1 Are you sure the Borrower on the screen is still the proper borrower -
¥ The Barcode has not changed for a while?

b. Select the Yes button to proceed with the issue (otherwise select the No button)

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

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

Colour

Colour is used to indicate certain loan statuses:

e Red Overdues

e Magenta Reserved items

e Black Normal issues (not overdue)
Messages

Messages appear if an operator attempts to:

e Renew orissue a reserved item

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

e Issue to a borrower who has exceeded their privileges

e Item is not available for loan

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

OPTION ACTION
Renew Renew an Double-select on the Date Due for the item: If the Item is reserved a
item message will display (alternatively select the Items > Renew Item
option from the menu).
Renew All Select the F3 Renew All button; alternatively select the Items >
Renew All option from the menu.
Adjust Specific Date 1. Highlight the item and select Items > Alter Selected Due
Loan Date | (for example: Date from the menu —the Issue Due Date prompt will
Dues the Borrower display:
is going on
holidays) Iszue Date Due @
Current Due | 08/09/2011
Mew Due | 30/092011
OK Cancel ‘
2. Type inthe New Due date in dd/mm/yyyy format and select
the OK button
3. To alter all the due dates for items on loan to the borrower,
select Items > Alter All Due Dates In Table from the menu
Alter Due 1. Highlight the item and select the 1 Day, 3 Day, 1 Wk or
Date (for 4Wks button
example: to
setaldayor J Adjust
1 week loan) - I Da.'l' | 3 Da?| 1 Wk | 4Wk5| ltem
2. To add days onto the existing due date, highlight the item
and select the = button (it will become a +) and then select
the 1 Day, 3 Day, 1 Wk or 4Wks button
Adjust
In'a'f|3Da?| 1Wk|4WkS| ltem
Return From Issues 1. Highlight the item and select Items > Return Item from the
screen menu — this will take you to the Returns screen
2. Theitem is now returned (it will appear with an X in front of it
3. Select the <Esc> key to close the Returns screen
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Item XRef to the Highlight the item and select Items > Item Details from the menu -
Details Iltem this will take you to the Stockitem module with full details of item
Borrower | XRefto the Select Borrower > Borrower Details from the menu — this will take
Details Borrower you to the Borrower module and show full details of the borrower
Check To see Select Borrower > Privileges from the menu: this shows how many
Privileges | Borrower items may be borrowed, how often they can be renewed (if at all)
allowances and the due date if a particular form type is issued to the borrower

Print Options

From the Print menu option, it is possible to report in various formats — for example: to list items on

loan and reserved (using the F10 Statement button) or Print Overdues Only as required

Off Line Circulation

Off-line Circulation allows you to import your issues, returns or reservations from a dos file, created

with the Offline Module. This is useful when the Server can’t be accessed (for example: there is a

power failure where the server is, the IT dept. are “doing things” to the server). The Offline module is

only available on PCs that have had the relevant programs installed (see separate guide)
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Returns

Issues

Returns are available from the issue screen.

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

& Returns - STAFF at Chelsea Library Thursday, 25 August 2011 9.06 PM =] = ==
Main  Application Borrower [tem  Print
| B9988 Name . . . .
| A |oK |CHELSEA | Smith ltems on Loan | 4
Type  Status Locn
Group Class Ms | Sarah |T Memos
|ENG |2A | 399290818, Level 10, 310 King St, Melbourne, Vic Balance |$0.00
Form| Rsv Title / Author Item Mo Due Back Renewed T.Locn
BK | 0 Doctor Who and the auton invasion / Terrance Dicki 980387259 16/08/2011 12 CHELSEA
BK | 0 :Harry Potter and the Goblet of Fire / J K. Rowling / F 16905 25/08/2011 10 CHELSEA
BK | 0 {450 from Paddington / Agatha Christie / CHRISTIE: 980215342 301081201112 CHELSEA
BK = 0 :Sunken Road/Garry Disher/ DISHER, GARRY, 19: 980400898 08/09/2011:0 CHELSEA
ingdom : ’ { CHELSEA

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

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

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

1. Launch the Amlib client

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

& Returns - STAFF at Chelsea Library Thursday, 25 August 2011 812 PM =] = ==

Main  Application Borrower [tem  Print
F1 Clear F5 item 7 F11 ResSlip

| Name . . . .

| | | | [tems on Loan l—

E—= | I

| | | Balance '7
Form| Rsv Title / Author ltem Mo Due Back |Renewed  T.Locn
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3. Wand in the item barcode into the Item field (alternatively, you can type in the barcode and
hit <Enter>) — the borrower details will then display (along with any previously issued items):

&8 Returns - STAFF at Chelsea Library Thursday, 25 August 2011 913 PM (o] @ [

Main Application Borrower [tem  Print

| B99Es Mame . . ..
| A |oK |CHELSEA | Smith ltems on Loan | 3
Type  Status Locn
Group Class Ms | Sarah |T Memos
|ENG |2A | 399290818, Level 10, 310 King St, Melbourne, Vic Balance |$0.00
Faorm| Rsv Title / Author Item Mo Due Back Renewed T.Locn
BK ¢ 0 :Doctor Who and the auton invasion / Terrance Dicks 980387259 16/082011:2 CHELSEA
BK i 0 :Harry Potter and the Goblet of Fire / J. K. Rowling / R 16905 250820110 CHELSEA
2 CHELSEA

BK i 0 :4.50from Paddington / Agatha Christie / CHRISTIE; 980215342 30/08/2011

ltem |ET=}I:‘=I‘|I}=ET=]

ltem 320400858 successfulty Returned NUK

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

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

Steck Item Enquiry @I

F1 Clear F3 Choose ‘ F& Query

Title | DOCTOR WHO

Author
Publisher
Series/ISBN
Subject

Call Mumber

Perm
Form Loch Item No

Form Rsy On | On Title Perm [Temp| Due ltemMNo =~
Loz Org Locn | Locn | Back

BK | 0 Y N iDoctor Who and the autc CHELI CHEL: 16/08/207 980387259

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

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

6. If you would like to reissue the returned item:
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a. Simply double-select the returned item — the Issue screen will display

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

Issues @

f "o | Trem: 980400898
W' Title: Sunken Road / Garry Disher / DISHER...

The itern has been successfully issued.

c. Select the OK button, the Returns screen will display
d. The item is now reissued (it will appear with an v in front of it)
7. If you would like to renew an item:
a. Simply double-select the returned item — the Issue screen will display

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

Issues @

@R ttem: 980215342
W Title: 4.50 from Paddington / Agatha Chris...

The itemn has been successfully renewed.

c. Select the OK button, the Returns screen will display
d. The item is now reissued (it will appear with an v in front of it)

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

This screen should be used to return items when the borrower is not present. This screen does not
display borrower information as you return the items and is therefore faster.

1. Launch the Amlib client

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

S

% Chute Returns - STAFF at Chelsea Library Thursday, 25 August 2011 335 PM =] = =]

Main  Application General [tem Print

Chelsea Library Thursday, 25 August 2011 9:35 PM

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

Form | Rsy Title | Author Item No Was Due Temp Perm
Count Back Loc'n Loc'n

3. Wand in the item barcode into the Item field (alternatively, you can type in the barcode and
hit <Enter>):

Jun

i Chute Returns - STAFF at Chelsea Library Thursday, 25 August 2011 3.36 PM =] = ==

Main  Application General [tem Print

Chelsea Library Thursday, 25 August 2011 9:36 PM

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

Form | Rsw Title | Author Item No Was Due Temp Perm
Count Back Loc'n Loc'n

' BK 0  Sunken Road/Garry Disher / DISHER, G 980400898 © 08/09/2011 CHELSEA CHELSEA

L= 1980400698 Session - Total Number of Returns 1

tem 8804008588 successfully Returned | NUM

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

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

Steck Item Enquiry @
F1 Clear F3 Choose ‘ F& Query
Title | DOCTOR WHO
Author
Publisher
Series/ISBN
Subject
Call Number |
Perm
Form Loch Item No
Form Rsy On | On Title Perm [Temp| Due ltemMNo =~
Loz Org Locn | Locn | Back

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

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

Main Menu Returns Button

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

1. Main > Supervisor > Installation — Circulation tab: Display Chute Returns on the Main Menu
is stead of Returns setting (Y/N)
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Reservations

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

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

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

Reserving from Stockitem

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

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

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

i Stockitem - STAFF at Chelsea Library o] @ (==
Main Application [tem XReferences File

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

Query Via
 ltem  Cat * Keyword [ An
Item No |FEIPEEECF] CatRefNo 21711 v Y

Previous Queries ﬂ ﬂ J J J

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

Series/ISBN| 978-0-00-615762-5 1993
Subject

Call Number| PB CHRI [ Sts Code| PB [Form |BK  [Call Set]

Nasrrintian

4. Once the full item details are displayed, Select Item > Reserve Item

@ Stockitem - STAFF at Chelsea Library
TMain Apphcation | Ttem  XRefersnces Fie
Reservalbem
Ficlear | P20 " frem Im_al F5Ouery | F6 Table | |
CurrantBookings
ltem Ne Currentfissarves Cat Ref Ho 35306
Depreciateltem l
Title GetPriceFromat mber of seciats LK. Rowling
Asiile aw I“hﬂl:l"_f
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5. On the Borrower Enquiry window enter borrower surname, given name or barcode and F5
Query

m

=
Surname | Christensen Fin |
Glven | Bar Code I

Surname 0Tl Addressi

6. Double select on the exact borrower if you have performed a general search

orrower Enquiry

P Clear |
Surname |Christensen Pin I

Given | Bar Code |

Surname il Title : = Address1

7. You may see a Borrower memo screen appear if memos exist for this borrower, which you
close

FilNew | F2insert | F3Save | F4 Delete - F7 print |

| Barcode [B209 Name [NORMAN , Robyn Number of Memos: [3~

End Date Memao Details stk ltem no if applic -
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8. Collect at location option displays - Select the preferred Collect At location and OK

Collect At Location
Code Details e
BELMOMNT ‘Belmont Library
. : a Likrary
HASTINGS Hastings Library
HOME Harme Library Service
ILL Inter Likrary Loans
LIBRARY FROe Library Processing
MISSIMG Missing
MOBILE Mabile Library p |
IR E1 lnhile Ston 1 MShnns) ]

OK | Cancel

9. A popup will allow you to select if you reserve the first available copy or a specific copy. To
select the first available (recommended) select Yes to the popup (see note below to reserve
a single copy)

Reserve B

¥ou hawe reserved the first awailable ikem - Proceed with Reserve?

10. A confirmation message will be seen, select OK

Reserves

Item{s) has been reserved

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

b+ Reservations - STAFF at Chelsea Library o] @ (=)
Main Application Borrower Items  File
Chelsea Library Thursd: 5August 2011 10:01 PM
[B9988| Name ...... Res/ltems
| & JoK |CHELSEA |SMITH 2 B
Type  Status  Locn Ms  [Sarah 0
Group Class | | ’_ ~EIES
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfv On
 Any Item ¢ Every Item Collectat: |Chelsea Library
Form Rsv Mem. On Book On Title | Author Perm | Temp Due Edit
Cnt. |[Loan -ed | Ord. Locn | Locn Back
v | BK 1 N N 4.50 from Paddington / Agatha CF CHEL § CHEL 1991
v | BK | 1 N N 4.50 from Paddington / Agatha CK CHEL S CHEL 1993
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From the Reservations Module

1. Launch the Amlib client

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

b+ Reservations - STAFF at Chelzea Library EI [=] @
Main Application Borrower Items File
Chelsea Library
I Name ...... Reslltems
Type Status Locn
Group Class | | ’_ LTI
| | | Balance
Satisfv On
® Any Item ¢ Every ltem Collect at: |Chelsea Library
Form Rsv Mem. On |Book | On Title / Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back

3. Wand in the borrower barcode or select the F4 key on your keyboard (or select Borrower >

Borrower Search from the menu) to perform a Borrower Enquiry search —the borrower

details will display:

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

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

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

Stock Item Enquiry

)

F1 Clear ‘ F5 Query

Title | DOCTOR WHO

Author
Publisher
Series/ISBN
Subject

Call Number |

’— Perm ltem
B Locn Mo

Mote: Searches on this window default to your group settings

Stockitern Bar Code Entry Field
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5. You can then perform an item search: type in the item details and select the F5 Query button

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

b+ Reservations - STAFF at Chelsea Library EI =] @
Main Application Borrower [tems  File
Chelsea Library
|—=-.' 088 Name ...... Res/ltems
| A |oK |CHELSEA | SMITH 2 |3
Type Status  Locn | Ms | Sarah 0 Memos
Group Class
|ENG |2a | 399290818, Level 10, 310 King 5t, Melbourne, Balance | $0.00
—Satisfy On———
& Any ltem " Every ltem Collect at : |Chelsea Library
Form Rsy Mem. On | Book | On Title | Author Perm Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back
BK | 0 Y N Doctor Who and the auton invasié CHELSCHELS 16/08/2011:1984
BK i 0 Y N Doctor Who and the nightmare of CHELS CHELS 07/07/2011:198C
BK | 0 N N Doctor Who and the Underworld ; CHEL & CHEL 198(
BK : 0 N N Doctor Who companions | David i CHELE CHEL: 31/05/1997 ;1995
BK i 1 N N Doctor Who - Fury from the Deep; ANL :CHEL

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

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

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

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

8. To reserve the item/s highlight and select the F3 key on your keyboard (or select Borrower >
Reserve Items from the menu)

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

F* Reservations - STAFF at Chelsea Library EI =] @
Main Application Borrower Items  File
...... Reslltems
|CHELSEA |SMITH 3 |a
Type Status Locn Ms Sarah 0
Group Class | | : ’_ Blemos
|ENG [2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfv On
™ Every ltem Collect at: |Chelsea Library
Form Rsv Mem. On | Book On Title | Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back
BK 0 Y N Doctor Who and the auton invasié CHELE CHELS 16/08/2011 1984
BK i 0 Y N Doctor Who and the nightmare of CHELE CHELS 07/07/2011:19&(
v | BK i1 N N Doctor Who and the Underworld ; CHEL & CHEL 1980
BK i 0 N N Doctor Who companions / David { CHELE CHELS 31/05/1997  199¢

From Circulation

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

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

details will display:

wi Issues - STAFF at Chelsea Library Thursday, 25 August 2011 10.36 PM o] & ==
Main Application Borrower ltems Print
FiClear | F3RenewAll| F4Bor? | F5item? | F6AdStyle | F7BookMark | FsNewlssues | F9issues | F10 Statement |
v Show ltems
|BQQBB Name Potential Charges | $0.30
[ Jok [CHELSEA | Smith
Type Status  Locn Ms Sarah J B
al. |$0.00
Group Class | | |— ’
|ENG |2a [399290818, Level 10, 310 King St, Melbourne, Vic Memos |0 Loans |2
Form Rsv Title / Author / Call No Item No Due Back T.Loc P.Loc Ren
BK : 0 :Doctor Who and the auton invasion / Terr: 980387259 16/08/2011 {CHELSEA CHELSEA 2
BK : 0 :Harry Potter and the Goblet of Fire / J. / RC 16905 25/08/2011 | CHELSEA CHELSEA 0

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

will display:
E: Reservations - STAFF at Chelsea Library EI [=] @
Main Application Borrower Items File
Chelsea Library
|B9'988 Name ...... Res/ltems
[ & Jok [CHELSEA [SMITH 3 [2
Type Status Locn M Sarah 0
Group Class | = | L ! ,_ lemes
|ENG |2 | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisfv On
@ Any ltem ¢ Every ltem Collect at : |Chelsea Library
Form Rsv Mem. On | Book On Title / Author Perm | Temp Due Edit
Cnt. |Loan -ed | Ord. Locn | Locn Back

5. To search for items, select the F5 key on your keyboard (or select Items > Item Search from
the menu) to perform an item search — the Stock Item Enguiry screen will display:

Stock Item Enguiry @I

F1 Clear

Title

Author
Publisher
Series/ISBN
Subject

Call Mumber

Form

Mote: Searches on this window default to your group settings

Stockitern Bar Code Entry Field

‘ F5 Query

DOCTOR WHO

’— Perm Item
Locn Mo

6. You canthen perform an item search: type in the item details and select the F5 Query button

7. Alist of potential reservation items will then display:
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§* Reservations - STAFF at Chelsea Library EI =] @
Main  Application Borrower Items  File
seey o Name ...... Res/ltems
[a  [ok [CHELSEA [sMITH [2 [3
Type Status Locn Ms Carah j 0
Group Class | | — ’_ lemes
|ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Satisty On
& Any Item ¢ Every Item Collectat: |Chelsea Library
Form Rsy Mem. On Book| On Title | Author Perm  Temp Due Edit
Cnt.  Loan -ed | Ord. Locn | Locn Back
BK : 0 Y N Doctor Who and the auton invasic CHELE CHELS 16/08/2011:1984
BK i 0 Y N Doctor Who and the nightmare of CHELE CHEL: 07/07/2011 1980
BK : 0 N N Doctor Who and the Underworld : CHELS CHEL 1980
BK : 0 N N Doctor Who companions [ David i CHELE CHEL: 31/05/1997 : 199%
BK i 1 N N Doctor Who - Fury from the Deepi ANL | CHEL

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

ANY Any item highlighted will satisfy the reserve and all others will be cancelled — for example:
for multiple copies
EVERY Every item highlighted will stay as reserved. None will be cancelled unless done so by the
operator — for example: if reserving several items by the same Author or by Subject
8. Satisfy On — select either the Any Item or Every Item option (most people select the Any
Item option)
9. To reserve the item/s highlight and select the F3 key on your keyboard (or select Borrower >
Reserve Items from the menu)
10. Select the OK button — reserved items will appear with an v in front of them
b+ Reservations - STAFF at Chelsea Library El =] @
Main Application Borrower Items File
Chelsea Library
|B9988 Name ...... Res/ltems
| A oK |CHEL SEA [SMITH 3 [a4
Type Status Locn M Sarah 4 0
Group Class | = | = : ,_ Ll
[ENG |2a | 399290818, Level 10, 310 King St, Melbourne, Balance | $0.00
Collect at : |Chelsea Library
Form Rsy Mem. On |Book | On Title | Author Perm | Temp Due Edit
Cnt. | Loan -ed | Ord. Locn | Locn Back
BK | 0 Y N Doctor Who and the auton invasic CHELS CHELY 16/08/20111984
BK 0 Y N Doctor Who and the nightmare of CHELS CHELS 07/07/2011198(
v | BK 1 N N Doctor Who and the Underworld : CHEL S CHEL 1980
BK i 0 N H Doctor Who companions | David i CHELS CHEL: 31/05/1997:199¢

Checking or Cancelling Reservations

Reserves can be checked from Borrower or Stockitem modules.

1.
from the menu — the Stockitem Reservations screen will display:

On the Stockitem screen (with the item details displaying), select Item > CurrentReserves
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Stockitem Reservations E

F9 Borrower I

F3Save | F4Cancel | ‘ FsQuery | F6Print | F7ColiLoc| F8Rsvins|

Borrower Date

Placed

Location
Placed

Mo of
Other ltems
In Reserve

arah Smith | CHELSE

2. Onthe Borrower Details screen (with the borrower details displaying), select Borrower >

CurrentReserves from the menu — the Existing Reservations for Selected Borrower screen
will display:

Existing Reservations for Selected Borrower

e |

Borrower Mo:  B9938 Reservations: 3
Q Title Collect | Form| Ref. | Status Status Itemn Placed | Perm. | Temp.
Pos. At Date Locn | Locn
1 {450 from Paddington /i CHELSE BK 4592 SHELF 98020447£5/08/201: CHELSECHELS
2 1450from Paddington /i CHELSE BK (4592 SHELF 25/08/201798021534:5/08/201;: CHELSI CHELE
1 iDoctor Who and the Uni CHELSE BK {4597 SHELF 98038810:5/08/201: CHELSI CHELS

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

Stockitem Reservations E

F9 Borrower |

F3Save | F4Cancel| ‘ FsQuery | FGPrint | F7CollLoc| F8Rsvins|

920215342

Borrower Collect

At

Date
Placed

Mo of
Other ltems
In Reserve

Location
Placed

4. Cancel a reservation:

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

'el Delete selected record. Are you sure?

b. Select the Yes button (to delete the reservation) or select the No button (to retain it)

5. Change the Location pickup point:

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

Collection Location @
Code Details -
CHELSEA Chelsea Library
CHEL SEADIY Chelsea DIY Module
HASTINGS Hastings Library
HOME Home Library Service
MOBILE Maobile Library
PROCESSING Library Processing
STACK Stack

b. Select the new pickup location and select the OK button
6. Select the F3 Save button when complete

Checking in an Item on Return

1. Launch the Amlib client

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

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

Reservations

f BN Ttem:

980215342
Title/Author:
4.50 from Paddington / Agatha Christie

This item is reserved for: B2451
Miss Lauren Clarke

Type, Class12,7A
Address 97237186, Bimbadeen, Hallam 3803

at:
HASTINGS

Select ...

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

No Cancel

==

5. The following options are available:

a. Select the Yes button to return the item (and Retain the reservation)
b. Select the No button to return the item (and Cancel the reservation)

c. Select the Cancel button to not return the item (and Retain the reservation)

6. If you select the Yes button, a memo will automatically be generated for that Borrower, and

a message alerting that the reserved item is available will display when the allocated
borrower next loans an item

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

See the Reservations guide for full details of running reservation reports.
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MANUAL CATALOGUING

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

enabled.
it Catalog - STAFF at Chelsea Library o= | = ER
Main Application Catalogue XReferences File
F1 Clear ' ' ' : :
| | £ Query Options =) @ |
Enguiry Option -
Any Keyword
Author ( AKeyword ) Audio | Image
Author Search
Authors and Corporate Authors

Security Group |' Call number
Catalogue Reference Number

Opac View Restriction (Y/N Community Infarmation Records ( Z Keyword ) J J
Corporate Authors

Tag | 1 | 2 AGro »
Dewey { D.Keyword ) & 3
Holdings (USA) ( H.Keyword )
L liseN_____________________________| —
ISSN
ISSMASEM (| Keyword ) Replace
Mewspaper
Modi
Mewspapers ( X.Keyword ) &
Motes { N.Keyword ) Delete
Physical { F.Keyward )
Publisher { P Keywaord ) - hi Show
1 L] 3 3
Search Term NUM Seq Set 7Size
1861863665070 oo Ed

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

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

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

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

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

Work Sheet Method

1. Launch the Amlib client

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

£ Catalog - STAFF at Chelsea Library =] = ==

Main  Application Catalogue XReferences File
Audio | Image

F1 Clear | F5 Query |

Security Group |'LIBRAR‘|"'

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

Tag | 1 | 2 Data AGro +

3 (/E3

Insert |

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

-

Select Termnplate @

[+ Wark Sheet Style

Fiction

Maon-fiction

Audio-visual

Videos

Paperbacks

On Order

Serials

4. Select on the button for an appropriate Lead Thru set — for example: Fiction —the Work
Sheet will open with a number of pre-set MARC tags already displayed:
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£53 Work Sheet - STAFF at Chelsea Library = @ 5]
Main  Application Catalogue
F1 Check | F2 Insert F4 Delete | ‘ F6 SF Ins F8 SF Del [~ KeephfterSave
I1SBN Opac View Restriction (Y/N): W
Tag 1|2 1-a 2-b 3-c
No ISBN Terms Cancelled/invalid
of availability ISBN

082

100 0

5. An item’s bibliographic details can now be entered — as you move through the Work Sheet,
the headings (descriptors) change, so it is possible to observe the type of data required in the
subfield of the tag

o See: Appendix 7: USMARC: Some Common Tags for more information

6. Where the data is, Authority based (for example: Author, Subject Heading, Series, etc.) a listing
of Authorities can be viewed and selected — for example: to search for a particular Author,
type the first few letters of the surname, highlight the row and double-select the row or select
the F1 Check button

3 Work Sheet - STAFF at Chelsea Library o] @ ==
Main  Application Catalogue
FiCheck | F2insert | F3Save | F4Delete | ‘ F6 SF Ins F& SF Del I KeepAfterSave
/ Subject - Topical term Opac View Restriction (Y/N): W
Tag 1|2 1-a 2-x J-y 4.7
No Topical term General Chronological Geogra
subdivision subdivision subdivig
Field Headin - |oo99276941 .
8 Subfield
v U8z F Hol
v 100 0 | Hollinghurst, Alan
> 245 0| Spell, The
o 260 London : Chatto and Windus Ltd , 1998
Crime
o 700 0
* Double Click a row for validation | or Press F1) Amlib Catalogue Ref: 0

| NUM

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

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

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

{Crime stories.

Tag No: 650

Search Term CRIME

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

from black to green)

430 0
v 650 Crime
700 0
N2
490 0
» 650 T | Crime stories.
700 0

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

(the pre-set tags allow for up to 40 entries):

@ Select For Creation

Mo
580 :Linking entry complexity note

Tag Description

586 | Awards Note

590 :Kinetica Local Mote

G600 :Subject- Personal name

610 i Subject- Corporate name

611 i Subject - Meetin/Conference name

653 iIndex Term - Uncontrolled

655 iIndex Term - Genre

700 :Added entry - Personal name

710 :Added entry - Corporate name

711 ; Added entry - Meeting/Conference name

715 i Added Entry Corporate Name

730 : Added Entry - Uniform Title

740 : Added entry - uncontrolled related/analytical title

780 :Preceding title entry

785 i 3ucceeding title entry

852 iBrodart Holdings

856 :Electronic location and access

880 ! Alternative Graphic Representation (Unicode)

900 iHeadline

902 Unicode

ank i klewenanar

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

will appear in the Work Sheet

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

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

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

highlighted in red, so you can check them)

Save

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

Created Catalogue - Select Next Action @

e

reaie :

Create a Periodical

Create an Order
Create another Catalog
Display the created Catalog

-~

OK | Cancel ‘

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

Adding Stockitems

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

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

Stockitem 23

'.0.' Mo Stockitems exist for the Catalogue. Do you wish to create a new
" Item?

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

Mew Stockitem 3

Please choose a Form Type
for the new Stockitem

Form Description -
AC éAudio Cassettes
BK |Books

BR | BookRoom

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

DVl : Digital Video

EBK Ebooks

EQ Equipment

LH :Local History -
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3. Choose the appropriate Form type and select on the OK button — the Stockitem main screen
will enter creation mode (the F2 Insert button will appear bolded) and several fields will be
pre-populated:

i#; Stockitern - STAFF at Chelsea Library =] = ==
Main  Application Itern XReferences File
FiClear | F2insert | F5 Query | | |
Query Via
Item No || Cat Ref No 36614 ® o WES LR ML
at Ref No
Previous Queries J J J J J
Title| Spell, The

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

Series/|SBN| 978.0-09.927694.4 1998

Subject| Crime stories.

Call Number| F HOL [Form Bk [ Call Set]

Description

Copy No / Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
Al IH’,?J; W Loan Type Opac? |T Alert m Process | |

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

Group |
ILL Library: ILL Ren: ILL Due: ITEM TYPE: N  MEMOS: 0
On Loan Due On Order Res Seq Set 735ize
1] 1} 200
Last Modified by Issues 0
Date tem due back at lending library | NUK

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

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

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

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

Stockitem @

‘:I The Item has been Inserted.

7. Select the OK button

i Stockitern - STAFF at Chelsea Library =] = ==

Main  Application Itern XReferences File

F1 Clear | F2 Insert | F3 Update F4 Delete F5 Query | | |

Query Via
i i i I
Item No |STOCK003?0584B Cat Ref No 36614 ftem Cat VR I
Previous Queries J J J J J
Title| Spell, The

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

Series/|SBN| 978.0-09.9276944 1998

Subject| Crime stories.

Call Number| F HOL [ Sts Code] AF [Form |E  [Call Set]

Description

Copy No / Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
Al I{_$Nr; W Loan Type Opac? |T Alert W Process | |

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

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEM TYPE: N  MEMOS: 0
OnLoan M Due OnOrder N Res 0 Seq Set 7S5ize
0 0 200
Last Modified 2510812011 11:54:10 PM by STAFF lssues 0
Inserting Stockitem... NUK
Multiple Copies

To enter multiple copies of the same catalogue item:

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

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

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

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

become known.

SOME COMMON DESCRIPTION
TAGS

020 ISBN

082 Dewey classification number

100 Personal name main entry (usually author)

245 Main title

260 Publication information

300 Physical description

440 Series

500 General notes

520 Summary

650 Subject headings (Topical)

700 Personal name (Added entry)

856 Electronic location and access (URL)

Import MARC Catalogue Data

There are generally four main stages in the download process.

DATA
Download
ed from
SCIS or
sent from

~ m~vas

HOLDING FILE UPDATE

Loads the data [F3] begins the

to the Screen updating

for checking process after
setting the
defaults

NEW RECORDS
Check the new data

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

e (Catalogues

e Authorities
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Accessing the Data for the Download

1. Launch the Amlib client

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

By Marc Imnport - STAFF at Chelsea Library EI =] @
Main Application  Window
F1 Open | | |
File: Record No:

No | 1 | 2 Field Data

H Tag | Ind | Ind| Sub Subfield -

|

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

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

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

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

Bibliographic Data

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

1. The Marc Import — Open screen will display:

Marc Import - Open @

Marc Options
Only load Marc records containing:

¢ Bibliographic Data

" Authority Data

Update the database without viewing
the Marc records.

Load Range
v All " Range

Start Reading From 1
Max Records to Read | 999999

OK | Cancel ‘

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

HEADING FIELD EXPLANATION/OPTIONS EXAMPLE
Marc Options Bibliographic Bibliographic data to be created | Data from external
Data for the Catalogue. source (for example:

SCIS, SLOWA, Kinetica
etc. with USMARC Tags)

Authority Data

Authority data for creation or
updating of Authority Headings
and/or cross references.

See and See Also Update
from SCIS or other source

Update the database Open and If checked (ticked), the imported | The Catalogue will be
without viewing the Update items will not display in the Updated immediately
Marc records Holding file.
If unchecked (unticked), the Review records
imported items will display in
the Holding file. The Catalogue will not be
updated until the F3
Update button is
selected
Load Range All All records from the file are All
downloaded into a holding file.
Range Selected records from the file For example, 1 to 50

are downloaded into a holding
file. If Range is selected, the next
2 fields must be updated.

2. Complete the options using the above table:

a. Marc Options = Bibliographic Data

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

c. Load Range = All (unless the file sizes are quite large)

3. Select on the OK button
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Bibliographic Options

1. The Bibliographic Options screen will display:

Bibliographic Options @
Marc Details Iltem Defaults
We think the file contains US Bib Please specify default values for each
item in the fields below
Total Bibliographic records 5 Form Type IW
Total Authority records 0 Location |CHELSEA
Each bibliographic record contains: Lib Group | LIBRARY
(" Catalogue data only Stats Code |[ANF
* Full Catalogue & Stockitemn data Floor Loc |
(" Brief Catalogue & Order data
Process |
When displaying the records show: Item Prices
& Alltags in the file Min. Price of anitem | $0.00
~ ) )
Only tags defined in Amlib Appreciate ftems by | 0.00%
New Catalogue Security Level | o [ Depreciate old stockitems
Mew Authorities Security Level ,EI_ [ Use average price if no price
QK | Cancel ‘
HEADING FIELD EXPLANATION/OPTIONS EXAMPLE
Marc Details We think the file The data type is displayed SCIS
contains
Standard format ABN
Total Bibliographic The number of Bibliographic 32
records records will display
Total Authority The number of Authority headings | 0

records (this will only
display if the import
is for Authority
headings)

with See/See Also references will
display
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2. Select the appropriate Each bibliographic record contains setting:

Each Bibliographic
record contains:

Catalogue data only

The system will determine the
contents of the import file. If only
Catalogue data exists in the file,
this will be the Default option.

SCIS Data

Full Catalogue &
Stockitem data

The system will determine the
contents of the import file. If both
Catalogue and Stockitem data
exists in the file, this will be the
Default option.

Please Note: This item can be
selected to create “Dummy”
Stockitems even though only
Catalogue Data exists in the Import
file.

SL OF WA Data

Brief Catalogue and
Order data

The system will determine the
contents of the import file. If only
brief Catalogue data and Order
data exists in the file, this will be
the default option.

AOL Data

When displaying,
the records
show:

All tags in the file

All tags from the Import file will
display in the Holding file for
viewing. However, tags not defined
in Amlib will not load into the
Amlib Catalogue unless the Marc
tag is defined.

If Tag 650v is not used
in Amlib it WILL still
display in the Holding
file.

Only tags defined in
Amlib

Only tags used in Amlib will display
in the Holding file.

If Tag 650v is not used
in Amlib it will NOT
display in the Holding
file.
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3. If the Marc Details are set to import Full Catalogue & Stockitem data, the Item Default and
Item Prices sections will also display:

HEADING FIELD EXPLANATION/OPTIONS EXAMPLE
Item Defaults Form The default values set in the Main | If during the Import,
> Supervisor > Installation > Cat definitions cannot
Please specify Stockitem tab will display if be created, each
default values defined. Stockitem will have a
for each item in default Form of BK
the fields below If these fields are not yet defined, (for example)
- codes which will apply to the items
Location CHELSEA
can be entered. Rules for
Lib Group automatic entries of Form and LIBRARY
Stats Code Stats codes depending on the Tags ANF
that are imported, and be set in
Floor Loc (optional) Cat Defs in the Stockitem Form and | DISPLAY
Process (optional) Stats codes. IN PROCESS

Item Prices

Minimum price of an
item

If the item price in the Import file is
less than the price set here, enter
the Minimum price

The Import price is
$8.00 but the
Minimum price set
here is $10.00, the
price in the Stockitem
will be $10.00

Appreciate items by
%

Items can be appreciated by a
percentage — for example: GST of
10%

10%

Depreciate old
stockitems

Items to be depreciated will be
dependent on the table set in
Stockitem > Application > Stats
Group

Use average prices if
no price

Items will be given an average
price, set in Stockitem >
Application > Stats Group. If no
price is entered in the Import File

4. Select the OK button once you have completed modifying your settings

Please Note: Form and Stats Code defaults from the Main > Supervisor > Installation > Stockitem

tab display automatically in the fields. If there are no defaults entered, the field will be blank.

Location displays as the Login Location. Entry of these fields is optional. As the import of data is

processed, the Stockitems will be given the default values if there are no catalogue definitions for the

Form or Stats codes of the items. Form and Stats Code Cat definitions are found in Main >

Stockltems > StockitemForms or StockitemStatsCodes table for the particular code.

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

1. If the importer has decided to review the records being imported (see Bibliographic Data
step above), the Marc Import screen will display:

Price

By Marc Import - STAFF at Chelsea Library EI = @
Main  Application Window
F1 Open | F2 Save F3 Update| F4 Delete F5 Report | FT << F§ < F9 > F10 >>
File: Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc Record No: 2
Tag Ind Ind| Sub Subfield o
Ne 1 2 |Field Data =
100 0 1 d :1936-
2451 00 a ;David Suzuki
24510 h i[electronic resource] : M
24510 b ithe autobiography.
260 a Vancouver: Delete |
260 b Greystone Books,
260 ¢ :c2006. .
Modify
300 a i1 online resource (405 p.) :
300 b iill, ports.
500 a :Includes index. Reslore|
588 a ;Description based on print version record.
600 0 1 0 a {Suzuki, David T., d
ltem No |STOCK????????? Accession Date |l}9ﬂ)8f2t}11 Cost (0.00
Form |BK Stats Code |ANF Location ‘CHELSEA

NUM

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

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

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

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

will be imported!

3. Usethe F7, F8, F9 and

F10 buttons to move between records

4. Once the data has been reviewed, select the F3 Update button

Find

It is possible to use the find function to locate any matching text, tag number or specific Subfield in
the Holding File data being displayed. For example: use this facility to check all Author entries or

Subject headings.

1. From the main menu, select Window > Find — the Marclmport - Find screen will display:

sl
Tag: Subfield: |_ [~ Case Sensitive

String: |

Marclmport - Find

| Close |

2. Type inthe Tag, Subfield or String to find and select the Find Next button

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

= = ]

F1Open |  F2Save

F3 Update F4 Delete F5 Report|

| FT << Fa < Fa>| Flo=

File: prenticj\Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc =~ Record No: 3

Tag Ind|Ind Sub Subfield =
No | 1| 2 Field Data Insert
2451 : 0 h :[electronic resource] :
245 1:0 b ihelping your teenager get the most out of high school /

" Update
2450 1:0 ¢ iErin Shale
260 a  Crows Nes MarcImport - Find 23
260 b {Allen8UN g [650 supneis | CaseSensitve | | _Peete]
260 2005.
300 1 online rd Siring | Modify
500 Title from Find Next Close
504 Includes b|
520 A practical guide for parents who want to help their teenager make the Rastore‘
505 0 Title page; C ; Acknowledg Introduction; Part | Parent Po

High school students

Form |BK

Searching Record Mo 3.

Catalogue Update Options

Accession Date ‘09!0812011 Cost |0.00

Stats Code |ANF

Location |CHELSEA

MUM

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

(Stock)ltem Options:

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

e Item Options: When an existing Catalogue is replaced all existing items

Update Options
Cat Options

9

& I B

When an incoming Catalogue is matched with

an existing Catalogue

Display an IGNORE/REPLACE message
Keep the existing Record ie NO UPDATE
Add Authorities but Replace Mon-Authorities

Replace the existing Catalogue

¥ Replace all tags EXCEPT:

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

| 099

Dontimport the following tags from the
incoming catalogue eg. 650,700

ltem Options

When an existing Catalogue is replaced
all existing Stockitems:

" Keep their current display
™ Are refreshed from the Catalogue

v Are refreshed except lines:
eg. 156

g

Please choose the location to use when
matching an order

(« Exact T Any

[~ Only create stockitems

DK | Cancel |

(=l
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PARAMETER FIELD EXPLANATION
Cat Options Display an IGNORE/REPLACE A message will display at each match occurs. At each
message match, the operator will get a choice to create a new
When an catalog, replace the existing or to keep the existing details.
incoming — -
) Keep the existing Record ie NO No Update occurs for the Catalogue
Catalogue is
matched with UPDATE
an existing Add Authorities but Replace Non- | Does not replace existing Authorities but adds new
Catalogue: Authorities Authorities to the record. However, it replaces any Non-

Authority data from the Import

Replace the existing Catalogue

All tags from the Import are used, overwriting any existing

ENTIRELY data
FIELD OPTION EXPLANATION
Replace all Don’t delete the | This will vary according to the setting in Main > Supervisor

tags EXCEPT:

following tags
from the
existing
catalogue e.g.
650,700

> Installation > Catalogue tab:

e MARCImport Replace: don’t delete these tags
from the existing cat

e MARCImport Replace: don’t import these tags
from the existing cat

Adds non-identical tags when importing all but specified
Tags. Existing data in the specified Tags remains
unchanged

v Replace all tags EXCEPT:

Dont delete the following tags from the
existing catalogue eg. 650,700

| 082

Dontimport the following tags from the
incoming catalogue eg. 650,700

Don’t import
the following
tags from the
incoming
catalogue e.g.
650,700

Adds non-identical tags when importing. Does NOT import
the new data in the specified Tags. Existing data in the
specified Tags remains unchanged

[v Replace alltags EXCEPT:

Diont delete the following tags from the
existing catalogue eg. 650,700

| 082

Dontimpaort the following tags from the
incoming catalogue eg. 650,700

| 082
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PARAMETER FIELD EXPLANATION
Item Options Keep their current display No existing Stockitems are refreshed — they remain the
same
When an — -
existin Are refreshed from the Catalogue | All existing Stockitems are replaced by the new Catalogue
& . details
Catalogue is
replaced, all Are refreshed except lines: Enter the line numbers to be retained — for example: 6
existing e.g.1,5,6 (Line 6, which is usually Call Number). Line numbers
Stockitems: correspond to the 6 lines of Stockitem display (for
example: Line 1 is usually Title, Line 2 Author etc.)
FIELD OPTION EXPLANATION
Please choose | Exact Only order items where location is the same as the
the location to current Amlib location will be candidates for replacement
use when Any Stockitems on the file may replace any order item on the
matching an
database
order
Only create Checked The import of data will result in no Catalogue records
stockitems being created. Only Stockitems will be created.
Unchecked Create Catalogue records as well as Stockitems
(Default)

2.

Enter the options you would like, then select the OK button — the Saved Files screen will

display:

Sawved Files
Saved Files

Type the names of the files into which all the newly created Catalogues,
Authorities and Stockitems will be saved.

(el

Catalogues | EXCH JP 09/08

Browse...

Authorities | EXCH JP 09/08

Browse...

Stockitems | EXCH JP 09/08

Browse...

OK | Cancel

il

Type the names of the files into which all the newly created Catalogues, Authorities and/or

Stockitems will be saved (if you do not want to check new items — for example: Authorities,

do not enter a filename)

Select the OK button

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

member processing the data.
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5. If confirmation of duplicate items has been requested in the parameters, a Catalogue Match

screen will display every time a duplicate item is found:

Catalogue Match @

Arecord exists on the system with the following tags defined:

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

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

260 :Vancouver : Greystone Books, c2006.

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

500 iIncludes index. -

It has been matched against the current upload record:

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

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

2680 iVancouver : Greystone Books, c2006.

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

500 iIncludes index. -

Are the above two records the same?

Yes ‘ Mo ‘ Replace |

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

OPTION EXPLANATION

Yes The catalogue entry that exists on the database will remain as displayed in the top box.
A new Stockitem would need to be added if appropriate. The imported record will not
be included in the New File created for Catalogue or Authorities

No A new catalogue will be created with the data from the Imported data being used for
the new catalogue record. The imported record will be included in the New File created
for Catalogues or Authorities

Replace | The existing catalogue entry will remain but the data will be replaced with the data

from the imported recorded. The imported record will not be included in the New File
created for Catalogue but there may be some additions to the Authorities file

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

Update

Updating MARC Data...

-

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

Update @

'0' Record Numbers 1 to 5 have been Updated.

9. Select the OK button

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

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

Checking New Stockitems

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

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

display:

Stockitern Saved Query Results @

Fitew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7Copy | F8Paste | Fo setect |

Sot @& Asc " Desc Operator:  [STAFF =]
Details Allow other Qty Last File -
operators to Updated Mo
access this file

(YIN)

10 ;09082011 42539 PM @ 3157
5238 {08/08/2011 10:43:28 PM: 3156
02/08/2011 6:46:37 PM | 3130
0 2710712011 1:46:40 PM © 3129
15 1 08/07/2011 12:59:58 PM: 3079

EXCH JP 09/08

Premiers Reading Challenge
CLICKVIEW JP 2/8

Chelsea Fiction

Harry Potter Books

=ik
(=]
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4. Highlight the file you wish to access and select the F9 Select button — a Stockitem List of the

imported items will display:

Log Back

2| The dragon queens / Traci Ha TING

@ Stockitem List - 6 rows - SCIS JP 25/8 o 2]

Main Table XReferences File

Seq Title: Author Call Mo Form Stats {On| Due |Rsv|Perm| Process |On Series Process Datf Bt ~
Loc Ord

PEM | The mystigue 18 Aug 2011

3 | The dragon queens / Traci Hai Harding, Traci. F HAR BK iNF N 0 CHELS AWAITING

[SRA ]

=]

PEN

The mystique ;| 18 Aug 2011

5. You can now check to ensure that the item details are correct
6. Double-select the first entry — the selected item will display in the Stockitem screen
7. Add the correct Item No (barcode), Current Cost, Sts Code, Form code, Origin/Source (if
required) and generally check other details
(@ Stockitem - STAFF at Chelsea Library o] @ ==
1 Add Ay i tern  XReferences  File
Barcode ﬂ F2insert \ F3Update | F4Delete | F5Query | F6 Table G ’ 4. Add
Query Via Origin/Source
i i o r i i
(O R[S TOCKOD370:01E CatRefNo 36603 T s bt (supplier) if
Previous Queries J J J J J required
Title| The black madonna / Traci Harding.
2. Check Author| Harding, Traci.
Form and ublisher| Sydney : HarperVoyager, 2009. 5. Add correct
Stats codes es/ISBN| The mystique trilogyv, bk. 3 2009. price (do not
Subject| Fantasy. add $ sign)
Number| F HAR [ Sts Code| NF [Form |BK  [Call Set]
Description Copy No | Convert | |
Location . ’_17
Perm |CHELSEA Temp [CHELSEA Floor | Origin/Source
For IE‘??NI-; v Type |  Opac? [Y Alert[Y  Process [AWAITING PROCESS [18/08/2011
ceived |18/0212011 ﬂ ﬂ Accessioned |18/08/2011 CurrendSost
3. Check E
. roup [LIBRARY 6. Add/remove any
Location
other relevant

8. To access a list of codes in a field select .<Tab>

information

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

Descriptions — double-select on an entry to select it

9. Select on the F3 Update button when complete — a prompt with the following message will

display: The Item has been Updated.

Stockitem

[0] The Item has been Updated.

=5

10. Select on the OK button
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MODIFYING CATALOGUE DETAILS

1. Launch the Amlib client

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

3. |Initiate a F5 Query to locate the Catalogue record that requires editing (alternatively, if the

item record is open in the Stockitem module, select XReferences > Catalogue)

Main  Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F& Table Fg = | F10 >> |

£3 Catalog - STAFF at Chelsea Library (=] = ==

Rowling, J.E. @
Harry Potter and the chamber of secrets / J.K. Rowling. c ||| e

London : Bloomsbury, 1998.
Holdings

London : Bloomsbury, 1998.
251 p- Replace

0 7 iWitches and warlocks - Fiction. LIBR
0 { 7 {Magic - Fiction. LIBR

BIEIER -

Delete

Modify Using the Work Sheet

It is now possible to edit an existing catalogue record using the Catalogue Work Sheet.

1. From the menu, select Catalogue > Catalog Modify using Worksheet — the Work Sheet
screen will display:

FROW
Security 0 Group [LIBRARY STAFF 12/08/2011 5:08:34
TREVOR 03/08/2000
Opac View Restriction (Y/N): [N Previous Queries £ 2| 3| 4] 5|
Tag | 1 | 2 Data AGro »
100 § 1 Rowling, J.K. LIBR
245 {1 0 iHarry Potter and the chamber of secrets / J.K. Rowling. LIBR S—

Main  Application Catalogue

FiCheck | F2insert | F3save | F4Delete | ‘ F6 SF Ins Fg SF Del

3 Work Sheet - STAFF at Chelsea Library o] ® ==

Field Heading

1 Rowling, J.K.

245 : 1 10 | Harry Potter and the J.K. Rowling.
chamber of secrets /

London : :Bloomsbury,

300 251 p.

i Publisher (Imprint) Opac View Restriction (Y/N): ’T
Tag |12 1-a 2-b J-c -
No Place Name Date
of publication : of publisher , of publication
2227 4 |F ROW
Subfield

2. The catalogue record can then be edited/modified in the same manner as a new Catalogue

record
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3. Existing Authorities cannot be altered in the Work Sheet — if a new Authority is to be created
(for example: one with a different subdivision), then the F2 Insert button should be used to
enter it on a new line to that of the existing heading (the existing heading can be retained or
removed using the F4 Delete button)

Insert

Inserts a new Tag for the Bibliographic record.

This process will be different depending on whether the Tag chosen from the list is an Authority or
Non-Authority Tag.

& Catalog - STAFF at Chelsea Library EI =l @

Main  Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F& Table Fg = | F10 >> |

Rowling, J.K. @
Harry Potter and the chamber of secrets / J.K. Rowling. s ||| P

London : Bloomsbury, 1998.

FROW [ =

5":":.]'“:5" n Group |L|BRARY STAFF 12/08/2011 5:08:34
TREVOR 03/08/2000
Opac View Restriction (Y/N): [ Previous Queries J J J J
Tag | 1 2 Data AGro ~
| o] 8]
100 ¢ 1 Rowling, J.K. LIBR
245 1 1 | 0 ;Harry Potter and the chamber of secrets / J.K. Rowling. LIBR —
260 London : Bloomsbury, 1938. -
300 Replace
650 © . iFant
650 : 0 | 7 !Witches and warlocks - Fiction. LIBR
650 i 0 @ 7 :Magic - Fiction. LIBR LEEE

1. Select the Insert button on the right-hand side of the screen — the Select For Creation table

with a list of Tag Nos will display:

ﬂ Select For Creation = @
Tag Description -
MNo

610 :Subject- Corporate name

611 :Subject- Meetin/Conference name

bject- Topical term

651 :Subject- Geographic term

653 iIndex Term - Uncontrolled

655 iIndex Term - Genre

700 iAdded entry - Personal name

710 iAdded entry - Corporate name

711 {Added entry - Meeting/Conference name

715 : Added Entry Corporate Name

730 : Added Entry - Uniform Title

740 : Added entry - uncontrolled relatedfanalytical title

780 :Preceding title entry

2. Double-select on the desired Tag
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Insert Non Authority Tag

1. Ifthe selected Tag is a Non-Authority — the SubFields window will display:

SubFields =
F1 New F3 Update |‘ F5Format|  F6 Table |
Mote
Tag | 500 Ind |— Ind2 |—
Seq | SubF Data -
= 10 a iThisis anote!

2. Please ensure you enter the correct data into the correct subfield — selecting the F6 Table
button gives the Valid SubFields/Parts table available for that Tag:

59 Valid SubFields / Parts
SubF

Description

(=l

Rpt o

a iGeneral note

M

3. Once the data has been correctly entered select the F3 Update button

Insert an Authority Tag

1. Ifthe selected Tag is an Authority — the Authority Replace screen will display:

Authority Replace IEI
F1 Clear | F2 NewAut ‘ F5 Query |
Subject - Topical term

Tag Ind1  Ind2 Last Changed By

T I

Comment Cat Matches Has =
MNote

e Notice the Green colour of the list (in this example: a 650 - Subject Heading)? This is because

the headings shown come from the Authority module

Last Updated: 25 February 2013

Page 93



Amlib Introductory Training

2. Typein a Search Term (for example: Fantasy) and select the F5 Query button — a list of

matching terms will display:

0 (Fantasyfilms.

Mote

N

Authority Replace @
F1 Clear | F2 NewAut| F3 Replace F5 Query |
Subject - Topical term

Tag Ind1  Ind2 Last Changed By
eso0 [ [
Comment Cat Matches Has =

Search Term fantasy

3. If the correct term is in the list:

a. Highlight the term and select the F3 Replace button

b. The Authority Replace window will close and the selected Authority will appear in

the catalogue record

4. If the correct term is NOT in the list or your search gives no results:

a. Select the F2 NewAut button — the SubFields table will display:

SubFields

F1 Hew F3 Update | ‘ F5 Format F6 Table

Subject - Topical term

Tag | 650 g1 [ Indz [

Seq | SubF Data
- 10 a :Fantasy comics
- 30 X
= 40 ¥
= 50 z
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b. Please ensure you enter the correct data into the correct subfield — selecting the F6
Table button gives the Valid SubFields/Parts table available for that Tag:

[l

-

£33 Valid SubFields / Parts
SubF| Description Rpt
a iTopicalterm N
¥ iGeneral subdivision Y
y iChronological subdivision Y
z i Geographic subdivision Y
UM

c. Once the data has been correctly entered select the F3 Update button

d. Select on the red X in top-tight corner to close the Authority Replace screen — the

new Authority will have been added to the catalogue record:

Tag | 1 | 2 Data AGro *
100 ¢ 1 Rowling, J.K. LIBR
245 : 1 ¢ 0 Harry Potter and the chamber of secrets / J.K. Rowling. LIBR
260 London : Bloomsbury, 1998.
300 251 p.

: {Fantasy comics
650 Fantasy. LIBR
650 ; 0 ; T ;Witches and warlocks - Fiction. LIBR
650 : 0 : 7 :Magic - Fiction. LIBR

Insert

Replace

Delete

R

Hide

Once the Authority has been entered, it is available for use in subsequent catalogue records.
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Replace

Replaces the Tag data with an alternative heading.

1. Highlight an Authority to be replaced

2. Select the Replace button on the right-hand side of the screen — the Authority Replace table

will display with highlighted Authority:

Authority Replace @
F1 Clear | FE Query
Subject - Topical term
| Fantasy.
Tag Ind1  Ind2 Last Changed By
550 l_ l_ 16/01/1996 1:44:19 PN TREVOR
Comment Cat Matches Has =
Mote

Search Term WIZARDS

3. Typein aSearch Term (for example: Wizards) and select the F5 Query button — a list of

matching terms will display:

Authority Replace @
F1 Clear | | F3 Replace| ‘ Fb Query
Subject - Topical term
| Fantasy,
Tag Ind1  Ind2 Last Changed By
IW l_ l_ 16/01/1996 1:44:19 PM TREVOR

Comment Cat

Matches

Search Term WIZARDS

4. If the correct term is in the list:
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a. Highlight the term and select the F3 Replace button

b. The Authority Replace window will close and the selected Authority will appear in

the catalogue record

5. If the correct term is NOT in the list or your search gives no results:

(Please Note: this option NOT available if User settings have been set to DISABLE

modification of Authorities in the catalogue screen — the Insert button should be used to
create a new Authority and the existing Authority removed from the record using the Delete

button)

a. Select the F2 NewAut button —a prompt with the following message may display:

Creating an Authority replaces the existing Authority. Continue?

Catalog - Authority Replace

':0} Creating an Authority replaces the existing Authority, Continue?

b. Select on the Yes button —the SubFields table will display:

SubFields

F1 New

F3 Update | | F& Format F& Table

Subject - Topical term

Tag | 650

Ind1 |— Ind2 |—

Seq | SubF

Data

10

a

Fantasy caomics

30

X

40

¥

50

z

c. Please ensure you enter the correct data into the correct subfield — selecting the F6

Table button gives the Valid SubFields/Parts table available for that Tag:

d. Once the data has been correctly entered select the F3 Update button

5% Valid SubFields / Parts
SubF Description

a iTopical term

General subdivision

X
y iChronolagical subdivision
7 iGeographic subdivision

<= ==
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e. Select on the red X in top-tight corner to close the Authority Replace screen —the

new Authority will have been added to the catalogue record:

Tag | 1 | 2 Data AGro *
100 ¢ 1 Rowling, J.K. LIBR
245 1 1 0 iHarry Potter and the chamber of secrets / J.K. Rowling. LIBR
260 London : Bloomsbury, 1998.

300 251 p.

: 1 !Fantasy comics
650 Fantasy.

LIBR

650 : 0 7 Witches and warlocks - Fiction.

LIBR

650 : 0 : 7 :Magic - Fiction.

LIBR _

el

Insert

Replace

Delete

Hide

If the heading to be replaced is not found, a new Authority can be created. This only replaces the

existing Authority in this particular item.

Modify

Please Note: It is possible to update User Name security so as to DISALLOW the editing of Shared
Authorities using the Modify button. This helps ensure the integrity of the Shared Authorities (which
may be in use in other Catalogue records). Authorities can then be modified by XReferencing to the

Authorities module.

1. Highlight the Tag to be modified and select the Modify button on the right-hand side of the
screen — the Tag will open in the SubFields screen

WARNING: If the tag is an Authority, changes will be made to ALL Catalogue records using this

Authority. BEWARE!

=5

SubFields
F1 New F3 Update |‘ FsFormat|  F6 Table |
Physical description
251 p.
Tag [300 a1 |  nd2 [ oaos=on 11:51:06 M STAFF
Seq | SubF Data -
10 a :251p.

2. Make the changes

3. Select the F3 Update button when complete
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Delete

Deletes a highlight tag (for this record only — does not affect other Catalogue records or any
Authorities previously created).

1. Highlight the Tag to be deleted and select the Delete button on the right-hand side of the
screen — a prompt will appear with the following message: Delete Current tag. Are you sure?

Delete Tag 2

{e} Delete Current Tag. Are you sure?

2. Select the Yes button

3. The Tag will be deleted
Hide/Show
Alternates between hiding/showing tags for this record.

1. Select on the Hide button on the right-hand side of the screen to hide the Tags in the
displayed record (Hide will then be replaced by Show)

2. Select on the Show button on the right-hand side of the screen to show the Tags in the
displayed record (Show will then be replaced by Hide)

Please Note: Show must be selected to enable the Duplicate Button.
Movement of Tags

1. Highlight the Tag to move and use the arrow keys to move the Tags up or down

Tag | 1 | 2 Data AGro *

300 251 p. & &
= | 650 Fantasy comics

Insert
650 1 {Wizards LIBR Q
650 : 0 i 7 {Witches and warlocks - Fiction. LIBR Replace
© 0 { 7 :Magic - Fiction. :

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

856 Http:/flocalhost/amlib/mmedia/web/harrypotter.htm Click here for further in; LIBR LEEE

945 STOCKO003688498 LIBR

- Hide

n b

Please Note: This sequencing possible within the record depends on what is set in the Main >
Supervisor > Installation - Catalogue tab: Allow tags to be sequenced anywhere within a catalogue
(Y/N) parameter.
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If it is left at the default Y, staff will be able to use the up and down arrows on the Catalogue
record to reposition any MARC Tag within that record

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

Catalogue Record Created / Last Edited Information

For newly created (and imported) Catalogue records it is now possible to tell which user created a
record, and who it was last edited by. The top line shows when the record was last edited, and the
bottom line remains the same, showing when the record was created. This information is not

retrospective so that for all existing records, only the user, date and time for the last update will be

shown.

Main

{9 Catalog - STAFF at Chelsea Library =] = ==

Application  Catalogue XReferences File

FiClear | Duplicate | F3Update| F4Delete | F5Query | F6 Table > | P |

Rowling, J.K. @
Harry Potter and the chamber of secrets / J.K. Rowling. Audio | Image

London : Bloomsbury, 1998,

FROW [

Security 0 Group |LIBRJ-\R‘|’ STAFF 26/08/2011 1:07:30
TREVOR 03/08/2000
. P | Il |
Opac View Restriction (Y/N): [N Previous Queries j J ==
Tag | 1 | 2 Data AGro *
300 251 p. & &
- | 650 Fantasy comics
Insert
650 1 Wizards LIBR Q
650 : 0 i 7 {Witches and warlocks - Fiction. LIBR Replace
: 0 [ él-.-'|'r:|git: - Fiction. :
856 http://harrypotter.com Click here for alternative link LIBR
856 Hitp:/flocalhost/amlib/mmedia/web/harrypotter.htm Click here for further in: LIBR LEEE
945 STOCKOD0368849B LIBR _
1‘ b
Any Keyword Ref: 35306 Seq Set 7?Size

HARRY POTTER CHAMBER OF SECRETS

1 2 200

MUK
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MASS DELETION OF STOCKITEMS/SAVING TO FILE

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

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

entry as well.

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

e See: Appendix 2: Saved Files for more information

Stockitem List

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

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

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

& Stockitern List - 8 rows = @
Main Table XReferences File
Seq Title Author Call No Form Stats |On| Due |Rsv| Perm| Process |On Series Process Datg Ec =

Doctor Who and the U

(=]
(=]
X
[l
jay

& | Doctor Who warriors of the de Dicks, Terrance. J DICK BK (JF Y 04052

Doctor Whao 15

4. Highlight the items to be deleted

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

ltems

[~ Confirm Delete ltem Message Required ?

[~ Last ltem Message for Cat Required ?

Catalogue

¥ Delete Catalogue if Last ? *:

I Confirm Delete Cat. Message Required?

CatalogueFile

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

GetFile

File:

MNote : Items on loan, reserved or with memos will not be deleted

oK | Cancel |

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

7. Select the OK button — the following prompt will appear:

Stockitem List - [tern Deletions 2

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

Mot get a message for every itern deletion

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

You will MOT get a message before Catalogue records are deleted

Do you wish to Continue ?

8. Select the Yes button

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

Z39.50 is an international information retrieval standard that enables communication between
computer systems, including those that operate on different hardware and use different library
software (for example: Amlib, Spydus, Symphony, etc.). Searching of other libraries and databases is
performed simultaneously in a single search (parallel searching).

Schools can use the Z39.50 facility link to SCIS. You will need to contact SCIS directly to get your IP
address authorised and they will supply the SCIS z39.50 details so that you can set them up as a
Z39.50 Server.

e See the Catalogue manual for details on how to set up new Servers and new Groups

Please Note: Use of the bibliographic records via Z39.50 is subject to the terms and conditions of the
source library.

Amlib Z39.50 Client

1. Launch the Amlib client

2. Go to Main > Catalogue > CatZSearch — the Z39.50 Search screen will display:

53 739.50 Search - STAFF at Chelsea Library = e
Main  Application
F1 Clear | F5 Query | |
Server Status | State | Fetch... | Found | | Group: (none)
Title Author Publ Phys Server | |

3. Select the F5 Query button — Query screen will display:

Query =

Available Servers
Servers: Public Libraries =

Search Attributes

|Auth0r j |
|AND v |Titte ~| [Harry Potter
|anD EIREED BN
|anD | |subject BN

oK | Cancel |

Note: An ISBN search in rows 1, 2 or 3 will search for both 10 and 13 digit versions
BUT only if the following row is blank .
An ISBN search in row 4 will only search for what has been entered
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4. Select the Server or Server Group from the Available Servers drop-down box — for example:
Public Libraries

5. Type in the Search Attributes — for example: ISBN, Title, Author, Subject or combination of
these

6. Select the OK button — the results will display in the main Z239.50 screen:

£3 739.50 Search - STAFF at Chelsea Library = =R
Main Application

F1 Clear Faimport| FsQuery | FeFeten |

Server | Status | State | Fetch... | Found | | Group: Public Libraries

z Ebscohost Busines... Connect  Busy 001 o

% Libraries Australia ... Fetch  Idle 10 15 002 T B0 g R

z State Library WA (... Connect Busy 003

2 Library of Congress  Fetch Idle 10 356 004

&Armadale City Libr... Fetch Idle 10 61 005

Title Author Publ Phys Server | | =
3 Cultural studies in the EFL classroom / ... Heidel.. 394 p.:.. Library of Congress 016

&¥Damned if you do : dilernmas of action ... Lanha..  wiii, 222... Library of Congress 017

E¥Dan Coates pop keyboard library : early ... Miami,.. 52 p.of.. Library of Congress 018

EF The devil wears Prada [sound recording... Los An.. 1lsoun.. Library of Congress 019
ﬂDisco\rering the real world of Harry Pott... Chicag.. 1wideo.. Library of Congress 020

ﬂHarr}r Potter and the philosopher's ston...  Rowling, J. K, Lendo.. 223 p.;..  Armadale City Lib... 021

ﬂHarr}r Potter and the chamber of secret.. Rowling, J. K. (Joa.. Londo.. 251 p.;.. Armadale City Lib... 022

ﬂHarr}r Potter and the goblet of fire / LK ... Rowling, J. K. Londo.. 636 p.;.. Armadale City Lib... 023

&K Rowling : the wizard behind Harry Po... Shapiro, Marc, 1949-  Londo..  xvi, 127.. Armadale City Lib... 024

E?Exploring Harry Potter / by Elizabeth D. ... Schafer, Elizabeth ...  Londo..  xiii, 479... Armadale City Lib... 025

7. The columns can be sorted by selecting any of the column headings
8. Save selected records to a MARC file for import:

a. Highlight the records (hold the Ctrl key and select on records to highlight more than
one record)

b. Select the F4 Import button — the Import method screen will display:

e

Import method @

Do you wish to import by saving into a marc file and then via the Authority
module mare take up option - if so select Yes or alternatively import now
directly ? { select No )

If you import directly you will not get all the options available in the Authority
method

Mo Cancel

c. Select your import option:
= Select the Yes button: Save the Marc file and then import it
= Select the No button: import directly (not all import options will be available)
= Select the Cancel button: Cancel the import

d. The highlighted records will be saved to a MARC File shown in the dialogue box, to
be imported into Amlib via MARC Takeup
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Import

& Records may now be imported via Authority Module
W' They have been saved in File

C:\Usersh Documents\2011-08-26-01.27.08. 355TAFF.z39

e. The MARC Takeup process will begin automatically — ensure the folder is the correct

folder — for example: My Documents

Please Note: Please refer to Import MARC Catalogue Data: Bibliographic Data for details of the

remainder of this process.
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REPORTS

Reporting and printing can be performed from:

e Report module is accessed from the icon or main menu
e Report/Print buttons on most screens
e Selecting the [F12] function key at any time can access screen prints.

e Capture the current window/dialogue box by using Alt + PrtScn. This can later be pasted into
another application — for example: MS Word

e Print an entire screen by using PrtScn. This can later be pasted into another application — for
example: MS Word

e Selecting a Table report for a file accessed in for example, Stockitem or Borrower. This is
useful for getting reports for New Accession Lists, A print out of holdings for a particular
Form code or Stats code (for example: All videos, All Big Books etc.) or Class Lists, etc.

Reports Module

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

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

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

Files with .QRP 1 Template t— | Created/edited
extension Design and Function in Report Writer
(REPWIN30.EXE)

Report Type

Matching template to module and function

Create Report
Report selection and description

Determined by Where Data

parameters or by Search conditions and parameters

selecting a Saved File

Order

Sequencing the results

Results

View/printing results
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Templates

Whenever Amlib prints, emails or saves a file, it uses a template to determine what should and how
it should be printed. What is “printed” by the template is determined by a number of factors:

e Fields in Template — for example: Name, Address, Item No, Title
e Report Module Category — for example: Circulation Reports

e Template Type — for example: Email

e Where Statement — for example: Borrower Type = A (for Adult)

Standard System Report Templates

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

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

Table Report Templates

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

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

Report Types

REPORT ENTITY TYPES

Account

Authority

Bibliographic

Borrower

Catalogue

Circulation

Financial

Inter-Library Loan

Periodical

Reservation

Statistics

Stockitem

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

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

1. Highlight the report in the Reports table and select on the F7 Where button — the Reports -
Where window will open

Circulation Reports - Where @
‘ F5 Query
1 Choose Search Column 2 Choose Operator

Issue Date Due Back < <

Issue Location _

Issue Date Issued -

Bor Barcode r 'S 'S 'S

Bor Type -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL
| Paste

J Optional Multiple Brackets J Spedial

( Column QOper Where ) -

Fll BE

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

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

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

b. Choose operator — select from the following list:

OPERATOR DESCRIPTION EXAMPLE
LIKE Where the required data in this field LIKE ELD (for Eldorado)
begins with the text entered
LIKE Where the required data in this field does | LHE ELD (for all except Eldorado)
not begin with the text entered
IN Useful for selecting multiple codes IN A,JYA (for all of these types)
N Useful for multiple codes not to be N ILL,LS (to exclude these types)
included
= Where the text entered is exactly equalto | = A (borrowers with a code of A for
the data required Adult)
# Where the text entered is not equal to the | #J (borrowers who do not have a
data required code of J)
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Useful for NOT EQUAL TO NULL - choose
this operator, do not enter any data and
select the Paste button

< Where the text entered is less than the
data required

<01/10/10 (less than 1 Oct 2010)

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

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

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

1 Oct 2010)

c. Type the WHERE condition - this could be letters, numbers, dates, codes, etc. (see

also the Special button below)

Circulation Reports - Where

1 Choose Search Column

2 Choose Operator

Bor Barcode -

T LKE  UKE (N ©om

Bor Group & _ I

Bor Class B *
Bor Email Address < o=
Bor Use Email - -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

© = o>

|A

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

Circulation Reports - Where

1 Choose Search Column

2 Choose Operator

Bor Barcode -

1 CLUKE ¢ WKE O IN [
Bor Group T —
Bor Class 9= o=z
Bor Email Address = o= [ >
Bor Use Email &7 - -

3 Type the WHERE Condition and Press PASTE OR Press SPECIAL

A
ﬂ Optional Multiple Brackets
Where

ﬂ Special

L f]

[ Column Oper

3. You can then add in further conditions:

e Join conditions together using the AND and OR Boolean operands buttons
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e Delete unwanted items by highlighting the line and selecting the Delete button
4. Select the F3 Save button when complete

Sample Circulation (Overdue) Report

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

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

3. Highlight an overdue template (for example: Overdue List by Class (with page break) —
&ODLSTOC.QRP) and select the Select button

Select Report Format @
Description Default | Default| Update| Update, File Mame -
Stats | Sub- |History| Entity
Code | Stats
Code
Offline Files Export M M i&offline.grp
Offline Processing Results M M i&aolproc.grp
Cwerdue Letter with ltem Cost M MW i#Costletgrp
Cwerdue List by Class (no page bre M M &odlste.grp

Overdue List by iith page bré { N i N i&odistocgrp
COwerdue List by Group (no page bre

M M &odlstg.qrp
COwerdue List by Group (with page br: M M &odlstog.qrp
Owerdue List for Shelf Check M M i#BODLSBC.grp
Owverdue MNotice (Email) 314 315 Y Y  i&ODEMAIL.QRF
Cwerdue Motice (Letter) 310 3N Y M &ODLET.QRP
Cwerdue Motice (Letter) with Fee Y Y &0DFEE.QRP
Overdue Motice (SMS) Y N {&ODSMS.QRP =

Preview Select | Cancel ‘

4. Type in a Report Description — for example: Class Overdue List

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

6. |If there are replacement costs involved, ensure that the Create Acct (Y/N) =Y

7. Select the F3 Save button

H ‘ Y N e List :Overdue List by Class ( &odlstoc.qrp ‘

Where Statement

5. Highlight the report in the list and select on the F7 Where button — the Circulation Reports —

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

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

b. Additionally, you may wish to limit by Borrower Location, Type, Group and Class

c. Select on the F3 Save button when complete
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Circulation Reports - Where

1 Choose Search Column 2 Choose Operator
Always use Address 1 (YIN) -
Issue Diate Due Back |:| CLIKE € ke O CoN
Issue Location
Issue Date Issued ®= LS
Bor Barcode o« = < fal-Y >
Bor Type -
3 Type the WHERE Condition and Press PASTE OR Press SPECIAL
I Paste |
ﬂ Optional Multiple Brackets j
( Column Oper Where ) o
Bor Class {15 NOT; NULL ano | | up

1e Date Due B

oR

Delete

H

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

2. Use the arrow keys to select fields to Order By — for example: Bor Class

3. Select on the F3 Save button

Circulation Reports - Order By
3 sove |
Columns Order By
Issue Date Due Back B ASC DESC |
Issue Location I

Izzue Date Issued £
Bor Barcode

Bor Type

Bor Group

Bor Class

Bor Email Address

Bor Use Email

Bor Mobile/Cell Number

Bor use Mobile/Cell

Bor Location

Bor Owing e

Bor Surname
- UP | DOWN |

Caolumn

BE

Bor Class ASC
Bor Surname ASC

2 [ [
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View Report

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

1. Highlight the report and select the F8 View button

2. The Select File for View prompt will display with following message: This type of report may
use a Saved File as the Source. Do you want to select the file now? (rather than the entire
database)

Select File for View (=53]

'0 This type of report may use a Saved File as the Source. Do you want to

: ! select the file now?

Cancel

3. If you would like this report to use just a Saved File, select the Yes button, otherwise select
the No button (generally users select the No button)

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

3 Report - View EI@
&l 8] <[]

-~

Class Overdue List

Grade 1A - Miss Williams

Name Total Title Call No. Date Due

Ms Jemma G Dykstra 1 Finding Nemo / adapted by Angefa Cr 813./6 16/12/2009

Miss Jordan B Dykstra 3 The yellow Cortina / by Betty Roberts AV.C_LIT ROB 16/12/2009
Blood Red Rose / Maxwelf Grant PB GRAN 16/12/2009

Green Grass of Wyoming / Mary O'H STACK J O'HAR 16/12/2009

Class members: 2 Total Number of ltems: 4

5. If you wish to print a hardcopy, select on the print icon
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NETOPACS

Amlib NetOpacs allows access to your database via the internet or intranet (networked computers).
This is a dynamic access method where data is accessed in real time. It is possible to allow
reservations and/or renewals via the NetOpacs.

Available options can be viewed on our NetOpac sample window at:

e http://amlibsupport.oclc.com.au/netopacs/index.htm [ no longer available]

The path of your NetOpacs pages is displayed in the Main > Supervisor> WebParams screen. It is
necessary to recompile the NetOpacs after any changes to the Opac or WebParams settings in Amlib.

Please Note: NetOpacs can usually be displayed from your internet browser by typing the address:
http://servername/amlibweb/webquery.dll?

The servername will vary from site to site. For example: if the servername was libserver the path
would be http://libserver/amlibweb/webquery.dll?

e NetOpacs make extensive use of hyperlinks: a hyperlink is a "hot spot" that allows you to
jump to another location

e The Main Menu will vary depending on the Search options — for example: Periodicals, Hot
Topics, etc.

main menu keyword author title subject new items my details

welcome to the library catalogue

@ Keyword

@ Author Search the Library’s range of: What is this?
® Title

® Subject ®: Books

® Magazines

Items

e CDs
e DVDs
o Toys & Games

@ My Details
links L e Audio Books

e Resources in other languages

@ Intranet

@ School/Council Website Begin Your Search
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e Author and Subject generally display an interim (Authorities) Search Result list where the

matching Authorities will display first, and then the Stockitems displayed after selecting on a
link:

Subject List
IR

90 subjects found for gold.

1 O Aboriginal Australians - Western Australia - Eastern Goldfields - Anecdotes.

2 Aboriginal Australians - Western Australia - Eastern Goldfields - Legends.

3 Australia, Central - Gold discoveries.

Australia - Gold discoveries

Australia - Gold discoveries - Juvenile literature.

Australia - Gold discoveries - Social aspects.

Bear, Goldy (Fictitious character) - Fiction.

Eastern Goldfields (W.A.) - Description and travel.

Eastern Goldfields (W.A.) - Guidebooks.

Ooooooooao

Eastern Goldfields (W.A.) - History - Sources.

Next | Last Yiew
Page | Page

An Item List will display the Loan Status of each item:

Iltem List
oo | [ [ [ [
All
'd \
3 items found for PRETTY and HORSES. SORT BY: | Title ﬂ .
1. All the pretty horses [videorecording]
Feature films.
Call Status: Reserve Item Type: Home Location:
No: Title:
FALL Date Due 28/10/2008 with 0 reserves 28 Reserve Fiction Digital Video FREEMAN
Oct 2008 Disc LIBRARY
2, The border trilogy / Cormac McCarthy.,
McCarthy, Cormac.
Ranch life - Fiction.
More info via Amazon.com (alk, paper)
Call Status: Reserve Item Home Location:
No: Title: Type:
FMCC Date Due 14/10/2008 with 0 reserves 14 Oct Reserve Fiction FREEMAN
2008 LIBRARY
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e Select on the Title link text to see the full details of each Bibliographic record:

Catalogue Details

Subject Mice - Juvenile fiction.

Subject Angelina Ballerina (Fictiticus character) -
Subject Ballet dancers - Juvenile fiction.

Author Craig, Helen.

ISBN 978-0-670-91156-1 ( 0670911569 )

ISEN 978-0-14-056866-0 (pbk.) ( 0140568662 )

Shelf Number Ik HOL

Author Helabird, Katharine.

Title Angelina on stage / story by Katharine Holabird ; illustrations by Helen Craig.

Publisher London : Viking, 2001.

Physical

Description 1 v. (unpaged) : chiefly col. ill. ; 21x26 cm.

Series Angelina Ballerina / Katharine Helabird.

Summary Angelina and Henry have parts in a ballet. During rehearsals, Angelina’s excitement turns to jealousy

when Henry becomes the favourite of Madame Zizi. But after a near disaster on opening night, Angelina

and Henry become better friends than ever. 4 yrs+

Juvenile fiction,

Next | Last Prey Last
NN AR EEE

e The Main Menu can provide a facility to view Borrower’s own loan information, including

current loans, reservations and past loans.

e To view these details the Borrower must enter their personal Barcode number and select

enter. If required a PIN can be entered as extra security. If a PIN is entered in the Borrower

Details screen in the Amlib Borrower module for a particular borrower, then this must be

entered to view these details:

Barcode Mumber

230041 255495]

Display History

Borrower Details

Enter your barcode number into the field below and press Enter or click the Display History button,
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MAINTAINING THE SYSTEM

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

Backing Up Your Database

SQL Server and Oracle installations should have a Database Maintenance Plan and logs of the
backups should be checked regularly

The backup process indexes the database and deletes unnecessary logs

We have documents on recommended Database and Backup Maintenance Plans (ensure
your IT has a copy of this)

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.

Ensure the Databases are backed up to an external device — for example: Tape
Ensure the Logs of the Tape Backup are checked to ensure it was successful

Consider the restore capabilities from that Backup device — can the Tape be read by other
Tape Drives to enable a restore of the data?

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

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

Your Computer

h Datais sentto a
server which then
sends the data to
another storage

- device

YE
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APPENDICES

Appendix 1: Setting Up Usernames and Permissions

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:

T3 User Names - STAFF at Chelsea Library EI =] @
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save F4 Delete | F5 Query F6 Print | F7 NetWk | F3 Choose| F9 Passwd
User Name Location Circ at this |Level =
Location Only
(YIN)

CIRC CHELSEA N 100
DIY1 CHELSEADIY 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 Usernames 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.

Enter a New User

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

c. Circ at this Location Only —Y or N

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

r@ User Names - STAFF at Chelsea Library EI =] @1
Main  LibraryMenu
F1 Hew | F2 Insert F3 Save | F4 Delete | F& Query | F&Print | FT NetWk | F& Choose| F9 Passwd
User Name Location Circ at this | Level| =
Location Only
(YIN)

— CHRIS HASTINGS N 100
CIRC CHELSEA N 100
DIY*1 CHEL SEADIY N 1
FIONA BELMONT N 90
JOHN CHEL SEA N 100
NETOPACS WEB N 100
oPAC1T CHEL SEA N 1
STAFF CHEL SEA N 100
TREVOR HASTINGS N 100

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

Operator Password 2

Operator Password

Operator |CHFlIS
Password |m
Confirm Password |ﬂﬂ*

o |

4. Type in a Password and Confirm Password

5. Select the OK button when complete

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

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. Select the F9 Passwd* button — the Operator Password screen will display:
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—Qperator Password
Operator |CHFlIS
Password |m
Confirm Password |ﬂﬂ*

0K I Cancel

Type in the new Password and Confirm Password

Select the OK button when complete

Select the F3 Save button

© N o W

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).

View Existing User Permissions

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

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

1
2
3. Highlight a User Name in the table
4

Select the F8 Choose button — the User Security screen will display:

ViewingMenu  ActualMainMenu  CurrentUserMenu
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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)

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
el e
W& E 2

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 =] @

Main  LibraryMenu

F1 New | F2 Insert F3 Save F4 Delete | F5 Query F6 Print | F7 NetWWk | F8 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
OPAC1 CHELSEA N 1

2. Highlight the User Name you would like to grant a permission to and select 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):

ViewingMenu  ActualMainMenu

Base

Authorities

Borrowers
Catalogues
Circulation
Finance
Orders
Periodical
Reports
Stockltermns
Supervisor

Debt Collection Interface

Authority

Authority - Create
Authority - Picture
Authority - Replace
Authority - See & See Also
AuthEngOptions
KeywordDesc
KeywordStoplist
MarcExport
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 Stockitem > Mass Change

CurrentUserMenu

Stockitem Enguiry/Maintenance/Reports/Parameters

Base 4
Authorities 4
Borrowers 4 DisplayFile
Catalogues b History
Circulation 4 ReadOnlyQueryMode
Finance 4 Reservations
Orders b Stockitem
Periodical b StockitemAuto
Reports 4 StockitemForms
Stockltems 4 StockitemStats
Supervisor P StockitemOrigins
Debt Collection Interface StockCallSets
StockDisplayTags
StockExternallibs
StockFormBor
StockFormVal
StockKeyword
StockLoanTypes

Stocklocations
StockLocFloor
StockMemos
StockProcess
StockStatsGroup
StockWandChange
StockTakes
StoplList

Where...
QueryDefaults

| o [

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

=3 User Security - STAFF at Chelsea Lib

ViewingMenu  ActualMainMenu  CurrentUserMenu

_cive | ) JEEREN
_mite | IS

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

8. 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:

"-ge._._ y =g -

Main  LibraryMenu

“rrnew | reimsert | 73 save | rvette ||| Foauers | 7o print | £ et [ ra choose] s Pasewd

User Name Location Circ at this | Level =
Location Only 3
(Y/N)
CHRIS HASTINGS N 100
CIRC CHELSEA N 100
DIY1 CHEL SEADIY N 1

FIONA BELMONT N 90

NETOPACS 'WEB N - 100 |

2. Highlight the User Name you would like to grant a permission to and select 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):

=i User Security - STAFF at Chelsea Libra

ViewingMenu  ActualMainMenu | CurrentUserMenu
Base 3
Authorities » Autharity
Borrowers 4 Authority - Create
Catalogues 2 Autharity - Picture
Circulation 4 Authaority - Replace
Finance 4 Authaority - See & See Alse
Orders 4 AuthEngOptions
Periodical 2 KeywordDesc
Reports ] Keyword5StopList
StockItemns ] MarcExport
Supervisor » MarclternDefs
Debt Collection Interface 4 MarcTags
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4. To disable a permission, navigate to the ActualMainMenu and then to the menu option you

wish to grant- this example uses Stockitem > Mass Change

CurrentUserMenu

Base 4

Authorities 3

Borrowers b DisplayFile

Catalogues r History

Circulation > ReadOnlyQueryMode

Finance > Reservations

Orders b Stockitem

Periodical b StockitemAuto

Reports b StockitemForms

Stockltems > I StockiternStats

Supervisor b StockitemOrigins

Debt Collection Interface StockCallSets
StockDisplayTags
StockExternallibs
StockFormBor
StockFormVal
StockKeyword
StockLoanTypes

StockLocations
StocklLocFloor
StockMemaos

StockProcess

Stockitem Enguiry/Maintenance/Reports/Parameters StockStatsGroup | l_ ,m l_
StockWandChange

StockTakes

StoplList

Where...

QueryDefaults 4

I Mass Change

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

ViewingMenu  ActualMainMenu  CurrentUserMenu

.
[ —
—

6. Select 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
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Enabling Access to an Entire Module

It is possible to control a user’s access to entire module.

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

Main  LibraryMenu

“rrnew | raimsert | 3 save | ravoite |

User Name Location Circ at this | Level | »
Location Only
(YIN)
CHRIS HASTINGS N 100

DIY1 'CHELSEADIY N 1

2. Highlight the User Name you would like to grant a permission to and select 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 Periodical amongst others are not
permitted for the CIRC Username login example below:

'3 User Security - STAFF at Chelsea Libra |
ViewingMenu  ActualMainMenu ICurlentUserMenu

Base 3
Authorities 4
Borrowers 3
Catalogues 4
Circulation 4 I Issues
Finance 4 Reservations
Orders r Returns
Periodical 4 Transfers

Use the ViewingMenu to screen
Report 3 I Export s

related to the Men S mport/Expo ions.
StockItems 3 Privacy
All Red buttons on the Supervisor 3 rmissions
signifies to the Operator T S R ReserveDefAll button to
use the button. Green bl gt Loflection Intertace StopOverRide
L=drE rcan use n- TransfrDefaultBoth
{ rmowers’
To change permissions click the button from TransfrDefaultPerm the

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

ViewingMenu | ActualMainMenu | CurrentUserMenu
Base 3
Authorities 3
Borrowers 4 BorrowerAreas
Catalogues 3 Borrower
C.irculation 4 Address
e ' EnterMewBorrower
Orders ' Financial
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5. The chosen menu item will then display in the Menu Chosen box — for example:

Borrowers.Borrower

ViewingMenu  ActualMainMenu  CurrentUserMenu

6. Selectthe 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 | CurrentUserMenu
Base 3
Authorities 4
Borrowers 3 Borrowerhreas
Catalogues k Borrower
i i 3
Circulation Address
i 3
Finance EnterMewBorrower
Orders 3 ) .
Financial
iodi 3
Periodical History
Reports ' [ p—

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:

Main  LibraryMenu

“Frnew | rznsert | 5 save | raveete || 75 auery | o prim | 7 netwe |18 choose| s passwr

User Name Location Circ at this | Level
Location Only
(YiN)

CHRIS HASTINGS N 100

»

DIY1 ' CHELSEADIY N 1

2. Highlight the User Name you would like to grant a permission to and select 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 — any
module names that appear in grey in the menu are permissions that the user does not
currently have — for example: Authorities, Catalogues and Finance amongst others are not
permitted for the CIRC Username login example below:

ViewingMenu  ActualMainMenu | CurrentUserMenu
Base
Authorities

Borrowers
Catalogues
Circulation

Finance

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

ViewingMenu | ActualMainMenu | CurrentUserMenu
Base
Authorities

Borrowers BorrowerAreas

Catalogues Borrower

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

iewinghMenu  ActualMainMenu  CurrentUserfenu

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
Authorities

Borrowers

Catalogues

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:
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Eg User Names - STAFF at Chelsea Library = B @
Main  LibraryMenu

F5 Query F6 Print | F7 NetWk | F& Choose| F9 Passwd

F1 New | F2 Insert F3 Save F4 Delete |

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

CHRIS 'HASTINGS N 100
{CHELSEA | :

NETOPACS 'WEB N - 100

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

g User Security - STAFF at Chelsea Library EI = @
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:

i

rE‘n:l-rrn:]ﬂ.-".ner @-‘
cear | O O e | v | < | < | - | - |
F1 F2 F3 FA4 F5 Fb F7 F8 F9 F10
| MU

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 select a red button with your mouse — the button will
then turn green — in the following example, the DELETE button has been enabled:

[ Borrower P @ -'
cear | [EERT| ERETE DELEI'E‘h CLLIERY| TABLE | < | < | - | »> |
F1 F2 F3 F4 F5 F6 Ff Fa Fa F10
| MLUIM

5. Similarly, to disable (hide) a button, simply select 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:
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T3 User Names - STAFF at Chelsea Library EI =] @
Main  LibraryMenu
F5 Query F& Print | F7 NetWk | F& Choose| F9 Passwd

Filew | F2insert | F3Save | F4Delete |

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

‘HASTINGS

CIRC | CHELSEA N - 100 |

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 select the F8 Choose button —the User

Security screen will display:

%9 User Security - STAFF at Chelsea Library EI = @

ViewingMenu  ActualMainfMenu  CurrentUserMenu

Menu Chosen | User Permissions

User Name |CHRIS Give
Copy From... Title

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

if

[ Sup_UserMames @ -'
MEWVY | INSERT | SAVE | DELETE | QUERY | PRINT | NE[WDR# CHDDSE| -
F1 F2 F3 FA4 F5 Fb F7 Fa F3 F10
| MU

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

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

.

= Sup_UserMames

NEW | INSERT| SAVE | DELEI'E| CLUERY| PRINT |NE[WDRI4 CHDDSE|(F‘ASSWD
F

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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{Y/N)

‘HASTINGS

CIRC

{CHELSEA N

S User Names - STAFF at Chelsea Library E' = @
Main  LikraryMenu
F1 Hew | FZ Insert F3 Save | F4 Delete | F5 Query | F6Print | F7 NetWWk | F8 Choose| F9 Passwd
User Name Location Circ at this | Level =
Location Only

C100 |

2. Highlight the User Name you would like to copy the permissions to (for example: CHRIS) and

select the F8 Choose button — the User Security screen will display:

3@ User Security - STAFF at Chelsea Library
ViewingMenu  ActualMainMenu  CurrentUserMenu

o] & =]

Menu Chosen | User Permissions

_Give |
_ Titee |

User Name |CHRIS

Copy From...

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

5

Copy From

Operator -

Cancel ‘

4. Highlight the Operator whose permissions you would like to copy — for example: JOHN

5. Then select the Copy button —a prompt with the following message will display: XXXXX now

has the same Menu and Button Security as XXXXX.

=l

Update

'0' CHERIS now has the same Menu and Button Security as JOHM.

6. You can 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

Appendix 2: Saved Files

There are many functions within the Amlib client that use (or can use) a Saved File as part of the

process.

This includes the following:
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e Reports

e Mass updates

e (Catalogue Maintenance tasks
e Subscription Circulation Lists

e Marc record importing
Saved Files can be created in the following modules:

e Authorities
e Borrower
e Catalogue

e Stockitem

Create a Saved File

Please Note: Many saved files are created as part of another process. The following shows you how
to create a Saved File independently of a process.
1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >
Stockitem)

3. From the menu, select File > DisplayFile

@ Stockitem - STAFF at Chelsea Library (UM DB v5.3) =] = (==
Main  Application Itern XReferences | File

F1 Clear | | | L DisplayFile —‘ | | |

DisplayCatFile

uery Via
- - || QueryFileContents " ltem " Cat  Keyword I~ Any
em No .
QuerylntoFile revious Queries J J J J J
QueryNotInFile
Title
ReadDosFilelntoSavedFile
Author
Importitern OverduesFile
Publisher

ImportiternReservesFile

fETE LA WriteSaveFilelntoDosFile a

s fe WandlntoFile
Call Number [ Form | [ Call Set]
. AddToMewFile
Description T
| AddToCurrentFile onvert |

4. The Stockitem Saved Query Results screen will display:
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Stockitern Saved Query Results @

Filiew | F2Empty | F3Save | F4Delete | F5Query | FePrint | F7cCopy | F8Paste | Fo select |

Sort {+ Asc (" Desc

Operator: | STAFF j
Details Allow other Qty Last File
operators to Updated Mo
access this file
(YIN)

5. Select the F1 New button

6. Type a description in the Details column — for example: Harry Potter Books

7. Allow other operators to access this file (Y/N): enter a Y (for Yes) or N (for No) — the default is
Y
Stockitern Saved Query Results @
Finew | F2empty | F3save | FaDelete | F5Query | F6Print | F7cCopy | F5Paste | Fo setect |
Sort &+ Asc ¢ Desc Operator: |STAFF j
Details Allow other Qity Last File ]
operators to Updated Mo
access this file o
(YIN)
=+ Harry Potter Books Y 0 08/07/2011 12:.00:49 PM -
8. Select the F3 Save button when complete
Stockitem Saved Query Results @

Filiew | F2Empty | F3Save | F4Delete | F5Query | FPrint | F7Copy | F8Paste | Fo select |

Sort & Asc (" Desc

Operator: | STAFF j
Details Allow other Qty Last File -
operators to Updated Mo
access this file

(YN}

Harry Potter Br

The Saved File has been created and is now ready for use.
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Create (or Save to) a Saved File from a List

Please Note: Many saved files are created as part of another process. The following shows you how
to create a Saved File as part of a search.
1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >
Stockitem)

3. Enter your search parameters and select the F5 Query button

i Stockitem - STAFF at Chelsea Library (UM DB v5.3) o] @ |
Main Application [tem XReferences File
F1 Clear | | F& Query | | |
Query Via
T ltem ¢ Cat ™ Keyword [ Any
Item No | Cat Ref No

Previous Queries j J J J J

Title| harry potter

Author

Publisher
Series/ISBN

Subject

Call Number

Description

Copy No / Convert |
Location
Fanm Temp | Floor | Origin/Source

30 IE\??Nr; |_ Loan Type Qpac? r Alert r Process | |
Received ﬂ ﬂ Accessioned Current Cost

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

4. The results will display in a List:

& Stockitem List - 20 rows = IEI
Main Table XReferences File
Seq Title: Author Call No Form Stats (On| Due |[Rsv|Perm| Process |On Series Process Datg E¢ =
Loa Back Loc Ord
2| Harry Potter and the chamberi Rowling, J.K. F ROW BK i AMNF 1 CHEL MW i878-0-T475-3 15
3 |Harry Potter and the chamber} Rowling, J.K. F ROW BK il 2 BELM M (978-0-T475-3 19
4 | Harry Potter and the chamber] Rowling, J.K. F ROW BK il N 0 CHEL N (978-0-7475-3 19
5|Harry Potter and the chamber; Rowling, J.K. F ROW BK il Y OTITI2E0 CHEL M :978-0-7475-3 19
6| Harry Potter and the ng, J.K ROW BK 0 CHEL
7 | Harry Potter and the Deathly E Rowling, J.K ROW BK ilJ 0 HAST
& |Harry Potter and the Goblet of Rowling, J.K. F ROW BK IAFIC i (1705240 CHEL M 19
9 | Harry Potter and the Goblet of Rowling, J.K. F ROW BK il N 0 CHEL N 19
10| Harry Potter and the half-blogs Rowling, J.K F ROW BK AFIC N 3 BELM M i Harry Pottery 20
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5. Select the items you would like to Save to File — use your mouse to highlight a single item, or
hold down the Ctrl key and use your mouse to highlight multiple items (if saving ALL items,
then there is no need to select anything)

& Stockitern List - 20 rows = @
Main Table XReferences File
Seq Title Author Call No Form Stats |On| Due |Rsv Perm| Process |On Series Process Datg Ec »

Loa Back Loc Ord

1

6. From the menu, select File > SavedMarked (if you would like to save ALL items, then select
File > SaveAll)

& Stockitern List - 20 rows = @

Main Table XReferences | File

Seq Title I Saveh| On| Due |Rsv Perm| Process |0On Series Process Datg Ec »
Loa Back Loc Ord

SaveMarked :
SaveMotMarked

1| Exploring Harry Potte

RemovelllFromFile

RemaowveMarkedFromFile

RemoveMotMarkedFromFile

RermoveMarkedFromAnyFile

7. The Stockitem Saved Query Results screen will display:

Stockitern Saved Query Results @

Filiew | F2Empty | F3Save | F4Delete | F5Query | FPrint | F7Copy | F8Paste | Fo select |

Sot @& Asc ¢ Desc Operator:  [STAFF =]
Details Allow other Qty Last File
operators to Updated Mo
access this file
(YIN)
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8. ltis possible to add the selected items to an existing Saved File or to create a new Saved File
as follows:

a. Select the F1 New button

b. Type a description in the Details column — for example: Harry Potter Books

c. Allow other operators to access this file (Y/N): enter a Y (for Yes) or N (for No) — the

defaultis Y
Stockitern Saved Query Results @
Fitiew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7Copy | F8Paste | Fo setect |
Sot @ Asc ¢ Desc Operator:  [STAFF =]
Details Allow other Oty Last File =]
operators to Updated Mo
access this file o
(YiN)
-]
— Harry Potter Books Y 0 08/0772011 12:00:49 PM o

d. Select the F3 Save button when complete

9. Highlight the Saved File you would like to use and select the F9 Select button

Please Note: If selecting an existing Saved File, it is possible to delete the pre-existing saved
items from the file by selecting the F2 Empty button

10. A prompt will display with the following message: The 'XXX' file contains XX stockitems.

Stockitem - Saved File Count @

[0} The 'HARRY POTTER BOOKS' file contains 14 stockitems.

The selected items have now been saved to file.
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Save a Single Item/Borrower to File

Please Note: It is possible to save the item (or borrower) currently being displayed to a Saved File.

1. Launch the Amlib client

2. Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >
Stockitem)

3. Locate and display the item to be saved

4, From the menu, select File > AddToNewfFile

™ Stockitem - STAFF at Chelsea Library
Main Application Item XReferences

F1 Clear | F2 Inserl| F3 Update| _F

Item No

Title

Author
Publisher
Series/ISBN
Subject

Call Number

Description

Location

STOCK00369241B

Harry Potter and the
Rowling, J.K.

E==Eon =
DisplayFile = Fa< | | |
DisplayCatFile uery Via
QueryFileContents " ltem  Cat  Keyword | Any

QuerylntoFile
QueryMaotInFile

revious Queries _"‘ ﬂ _‘ _‘ J

g ; illustrations by Mary GrandPre.

ReadDosFilelntoSavedFile

ImportitemOverduesFile

New York, NY : Arthy I ARtemR Fil
mpo EMREservesrie
I 3 ¥l
3780439358064 WriteSaveFilelntoDosFile E 2003
Wizards WandlntoFile
F ROW | Form |Bk [ Call Set|
| AddToNewFile

|
CHELSEA

AddToCurrentFile Convert |

DeleteFromFile

Origin/ Source

A DeleteFromAnyFile
For Loan E -
xportlternDataToDosFile
(YIN) |T Loan Type ’_ . 255 | |
ImportitemDataFromDosFile —
Received |08/07/2011 il;!lil o Current Cost  [22.00
Group |LIBRARY
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
Onloan N Due OnOrder N Res 4 Seq Set ?Size
E) 3 200
Last Modified 08/07/2011 12:41:00 PM b)( STAFF lssues 0
Add the current item to a File ( to be selected ) NUM
5. The Stockitem Saved Query Results screen will display:
Stockitern Saved Query Results IEI
Fiew | F2Empty | F3save | FaDelete | FsQuery | FoPrint | F7copy | FaPaste | Fo select |
Sort &+ Asc ¢ Desc Operator: |5TAFF j
Details Allow other Qty Last File -
operators to Updated Mo | |
access this file
(i)
Harry Potter Y

6. Itis possible to add the selected items to an existing Saved File or to create a new Saved File

as follows:

a.

Select the F1 New button

b. Type a description in the Details column — for example: Harry Potter Books
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c. Allow other operators to access this file (Y/N): enter a Y (for Yes) or N (for No) — the

defaultis Y
Stockitern Saved Query Results @I
FiNew | F2Empty | F3save | F4Delete | F5Query | F6 Print | F7 Copy | F8 Paste | FO Select |
Sot & Asc " Desc Operator: [STAFF -

Details

Allow other
operators to
access this file
(YN)

Qty Last
Updated

= | Harry Potter Books

0 08/07/2011 12:00:49 PM '

d. Select the F3 Save button when complete

7. Highlight the Saved File you would like to use and select the F9 Select button
Please Note: If selecting an existing Saved File, it is possible to delete the pre-existing saved
items from the file by selecting the F2 Empty button

The selected item has now been saved to file.

Navigate to the appropriate module — for example: Stockitem (Main > Stockltems >

View an Existing Saved File
1. Launch the Amlib client
2.
Stockitem)
3.

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

display:

Harry Potter Books

access this file

(YN}

Steckitern Saved Query Results @
Filew | F2Empty | F3Save | F4Delete | Fauery | F6Print | F7Copy | F8Paste | Fo select |
Sort & Asc " Desc Operator: |ST.-'\FF j
Details Allow other Qty Last File -
operators to Updated MNo

4. Highlight a Saved File and select the F9 Select button — the results will display in a List:

Seq

1
z
3
4

g

& Stockitem List - 20 rows - Harry Potter Books
Main Table XReferences File

= |5 usl]

Title Author Call Not Form Stats |On| Due |Rsv|Perm| Process |On Series Process Datg Ec »
Log Back Loc Ord
H € HR ng, J.K R BK N CHEL
Ha and the Deathly E R ng, J.K ROW BK il M HAST!
Harry Potter and the half-bloos Rowling, J.K. F ROW BK (AFIC iN 3 BELM MW iHarry Pottery 20
Harry Potter and the half-bleod Rowling, J.K. F ROW BK {AFIC M 3 CHEL M iHarry Pottery 20
Harry Potter and the chamberi Rowling, J.K. F ROW BK PANF Y 210030261 CHEL M 19TE-0-T475-3 18
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Appendix 3: Linking Addresses

It is possible to link to other addresses — for example, you may wish to link addresses for all members
of the same family. This makes it easier when a change of address is needed.

1. Launch the Amlib client

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

1st Member of the Family

3. Locate the borrower using F5 Query or wand in their barcode (for example: Sarah J Smith)
4. From menu, select Borrower > Address from the menu — the Address screen will display

5. Add the Addresses as required — for example: Postal, Residential, and Guardian

6. Select the F3 Update button when complete — a prompt with the following message will
display: Borrower Addresses Updated.

Borrower Details @

:I Borrower Addresses Updated.

7. Select the OK button

2"¥ Member of the Family (if not a child)

1. Locate the borrower using F5 Query or wand in their barcode (for example: John D Smith)

2. From menu, select Borrower > Address from the menu — the Address screen will re-display:

Borrower Address @
F3 Update || F4Delete ||| F5 Query m F7 Links
Smith, John D Wand ,7
From |1—
7 Postal Tel.| 0399290817 pus [N Popup?
- Type
C Mew Level 10, 310 King St Area N
Melbourne Suburb Ward * N
oy )
+ Al vic PIZ Code | 3000 | oy
Postal Barcode |
I Tel. Wand - ——————
[¥ Residential e Erom |? .|P_ODUD ?
ype
* New DR W
N
Al PostCode
1Zip Code oy
Postal Barcode |
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3. Select the Addresses you would like to link by selecting in the tick boxes adjacent to the
headings

4. Select the F6 LinkTo button — the Borrower Family screen will display listing borrowers with
the same surname:

Borrower Family

Enter Surname and Given Name (optional)

Alternatively you may do an address search
ie "24 System Street or "2% Digital Roar

Borrower . Postal Residential Guardian

5. If the borrower to whom the link is to be made is not displaying — for example: the member
has a different surname — enter the member’s name and select the F5 Query button

6. Highlight the desired borrower (for example: Sarah J Smith) in the table and select the F3
Link button

7. The addresses will then be linked — if the link has not taken place, it may be that the relevant

address boxes were not ticked (if so you will be returned to the Address screen to tick the
appropriate boxes)

8. The address details of the selected borrower (for example: Sarah J Smith) will overwrite the
address details of second borrower (for example: John D Smith):

Borrower Address E

F1 Clear F3 Update F4 Delete F5 Query F6 LinkTo F7 Links
Smith, John D Wand I—
From |1_
¥ Postal TeI.I 0399290817 plus IT Popup ?
Type

Level 10, 310 King St Area »

 Mew &
Melbourne Suburh Ward * N

o Al

Vic PIZ Code 3000 I oy
Gz | Postal Earcodel

S Tel. Wand I—
¥ Residential el.| 0399290800 am | 2 Popup ?

- Type
Level 10, 310 King Street
 Mew ! g plus IT

-
o Al Melbourne PostCode N

Wic [Zip Code I 3000 oy
Check |

Postal Barcode I
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9. Select the F3 Update button — a prompt with the following message will display: This will
Update all Borrowers sharing the XXX and XXX Addresses. Continue with Update?

Borrower Details - Update 3

I.-"'_"\-. This will Update all Borrowers sharing the Postal and Residential
' Addresses. Continue with Update?

8. Select the Yes button to proceed — a prompt with the following message will display:
Borrower Addresses Updated.

Borrower Details @

:I Borrower Addresses Updated.

9. Select the OK button

Check Links/Update Address Details/Delink Borrowers

In the Borrower Address screen:

e To check which other Borrowers the current Borrower is linked to, select the F7 Links button

e Any changes made to any of the linked borrowers Address details will default to updating All
borrowers

e However, there are times when a member shifts to different address and the borrower will
need to be delinked:

a. Enter the new address details (the Postal tick box will automatically ticked)

b. Select the New radio button to indicate that this is a new address and that All the
linked borrowers are not to be updated

c. Select the F3 Update button
e To delink the borrower (without changing the address):

a. Tick the Postal tick box, select the New radio button and select the F3 Update button

Borrower Address @
F3 Update || F4Delete || F5Query | F6LinkTo || F7 Links
Smith, John D Wand ,7
From |T

¥ Postal Tel.| 0299290817 pus [N Popup?
- Type
& New Level 10, 310 King St Area
Melbourne Suburh Ward N
r Vic PIZCode | 3000 oy
Postal Barcode
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1%t Child: Wand From Option

It is sometimes useful to wand from another family member’s card to enter the Address details. This

allows the first (or Residential) address details of the parent/guardian to be copied to the third (or
Guardian) address details of the child.

1. Locate the borrower using F5 Query or wand in their barcode (for example: Luke P Smith)
2. From menu, select Borrower > Address from the menu — the Address screen will re-display:
Borrower Address @
F3 Update || F4Delete ||| F5Query || F6LinkTo || F7 Links
Smith, Luke P Wand ,7
From ,1_
™ Postal Tel.| 93524132 pis [N Popup ?
101 Power Street Type
£ New ower sireg Area
Doncaster Suburh | DON Ward =N
O vic PIZCode |3108 -y
Postal Barcode |
. . Wand
[v Residential Tel. From ’? Popup ?
Type
* New plus [N *
PostCode €N
Y Zip Code -y
Postal Barcode |
¥ Guardian Tel. LT Popup ?
From ’_ \ ) Tipe
* New plus [
PostCode “N
£ Al [Zip Code oy
Postal Barcods |

In this example, we are copying the Address 1 details of Sarah J Smith into the Address 3

details of Luke P Smith (however, we can copy any Sarah J Smith’s addresses into any of Luke
P Smith’s addresses)

4. Select the following:

a. WandFrom: 1

b. plus =Y (this means plus name: the name of the scanned borrower will be copied
into Line 1 of the address)
c. Wand the barcode of Sarah J Smith into the field adjacent to the Wand From field
i Tel. [ 0399290817 Wand S
¥ Guardian | - |-1— TyﬂpDeUD
" Mew TS S|a1r§h3J1ir:'th st ol &
evel 10, ing * N
PostCode
Al Melbourne 1Zip Code | 3000 -
vie
Postal Barcode |
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5. The name and Address 1 details of the scanned borrower will be added into the selected

Address 3 fields

6. Select the F3 Update button —a prompt with the following message will display:
Borrower Addresses Updated.

o Select the OK button

Borrower Details

:I Borrower Addresses Updated.

=5

e For subsequent children of the family, the address can be linked to this child by selecting on
the Guardian box as well as the other addresses and selecting the F6 LinkTo button

Borrower Address @
[ Postal
F3 Update || F4 Delete ||| F5Query || F6 LinkTo || F7 Links
" New Smith, Jill R Il E—
From
* All I~ Postal Tel.| ows [ Popup?
Type
" New Area
4 Suburb Ward N
— | A PIZ Code oy
W Residential 4 F'ostaIElarcode|
i i Tel. Wand
* MNew [V Residential = From |T | _T_opup'?
Ype
- plus
Al o e PostCod |— v
ostCode
®L Zip Code Oy
Postal Barcode |
. . Wand a2
¥ Guardian i Guardian &l From | 1 %oppeup ;
* New plus [v
' New PostCode Q0
i [Zip Code oy
Al
Paostal Barcode |
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Appendix 4: Import of Borrowers into Amlib

The Borrower Import function enables sites to import borrower data from an Administration system
(for example: Cases, EDSAS, Maze, Synergetic, etc.) into the Amlib system.

This allows for:

e New borrowers, including address information, to be included in Amlib without having to
manually enter them

e Updates of existing borrower records with new Type, Class codes, addresses etc.

This function is predominantly used by school libraries at the start of each year/semester to update
their student records (or add new ones).

The program allows for the restoration of the old data if necessary.

It has a facility to “map” administrative codes to those used on your Amlib database. They do not
have to be the same codes, but need to be matched to the corresponding codes so they will import
correctly for each borrower record.

The data file to be imported can be copied from the administrative database onto a USB drive, CD or
to afile accessible on the network. You will need to know the exact path so that you can access it
during the Borrower download process (from your administrative database). Once the data file has
been downloaded from the administrative database, it can be uploaded into Amlib.

The file sent to you should be in one of the following file formats:

e CSV (comma delimited)
e TAB delimited
e Pipe separated (|)

You can have empty fields in your import, but they must be left empty and not have the data moved
across. For example: if you didn’t have a Second Name or Preferred Name, you would leave two
blank fields where they should be in your file:

11152 Ngo Jessica K> 0 KG 27/09/2001 F KENT al234567¢ 212345678 al2345678 NSW 2137 87658313
11153 Alali Yasmin K5 1|15 30/09,/2000 F KENT Dr Cand M 212345678 STRATHFIENSW 2135 96425229

Example format (CSV):

e ANDERL,ANDERTON,LAURENCE,WILLIAM,LAURIE,1,RED,B1SJ,1/01/83,M,BB,MR & MRS W B
ANDERSON, 5/165 KING EDWARD STREET,BAYSWATER,WA,6053,9462 1111

If the above example left out the RED Group code, the data would be:

e  ANDERL,ANDERTON,LAURENCE,WILLIAM,LAURIE,1, ,B15J,1/01/83,M,BB,MR & MRS W B
ANDERSON,5/165 KING EDWARD STREET,BAYSWATER,WA,6053,9462 1111

Pipe (|) separated:

e ANDERL|ANDERTON |LAURENCE |WILLIAM |LAURIE|1| |B1SJ [1/01/83|M|BB|MR & MRS W B
ANDERSON |5/165 KING EDWARD STREET| BAYSWATER | WA |605]9462 1111

Dates must be formatted in one of the following three ways:
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11/12/09
11/12/2009

11 Dec 09

If there are trailing spaces in the data, the program strips these out and causes no problems with the
download.

Format 1: MAZE, Synergetic, CASES, COSYCORNER

This format contains only 17-18 fields, which should be downloaded into a data file from the
administrative software (for example: MAZE, Synergetic, CASES, COSYCORNER, etc.) in the sequence
as shown below.

Mandatory Fields: The data must include Borrower Shortname (Unique ID/BarCode), Surname and
Type. These cannot be left as null fields. Any unused fields should be left blank but included as null

fields.
FIELD CSV COLUMN EXAMPLE
1. (Unique ID/BarCode) A ANDERL
Borrower Short Name/MAZE Key
2. Surname B ANDERSON
3. Given C LAURENCE
4. Second Name (only imports initial) D WILLIAM
5. Preferred (overrides Borrower Given) E LAURIE
6. Type F 1
7. Group G RED
8. Class H B1S)
9. Date of Birth (or date of entry depending on [ 1/01/83
what is used by the admin. database)
10. Sex J M
11. Location K BB
12. Contact name L MR & MRS W.B. ANDERSON
13. Contact Address Line 1 M 5/165 King Edward St
14. Contact Address Line 2 N Bayswater
15. Contact Address Line 3 (0] WA
16. Postcode P 6053
17. Contact Phone Number Q 9462 1111
18. Email (Optional) R john.smith@oclc.org
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Format 2: SIS (WA Education Dept)

This format contains only 22 fields, which should be downloaded into a data file from the

Administrative software (S/S) in the sequence as shown in below.

Please Note: All files must be in a standard .CSV format. Any unused fields should be left blank but
included as null fields.

FIELD # FIELD NAME TYPE & SIZE EXAMPLE
1 (Unique ID) Alpha Numeric 15 1234
ID/REF/BarCode
2 Type Alpha Numeric 1 1 student
2 teaching staff
3 Non Teacher
3 Date of Birth Date 12 JAN 1993
4 Sex Alpha Numeric 1 M/F
5 Surname Alpha Numeric 40 Smith
6 First name Alpha Numeric 40 Jonathon
7 2nd name Alpha Numeric 20 Peter
8 3rd name Alpha Numeric 40 Paul
9 Preferred name Alpha Numeric 40 John
10 Addr line 1 Alpha Numeric 40 151 Royal St
11 Addr line 2 Alpha Numeric 40
12 Addr line 3 Alpha Numeric 40
13 Suburb Alpha Numeric 50 East Perth
14 State Alpha Numeric 40 WA
15 Postcode Alpha Numeric 10 6004
16 Phone 1 Alpha Numeric 30 9264 1111
17 Phone 2 Alpha Numeric 30 9264 1113
18 E-mail Alpha Numeric 100 john.smith@oclc.org
19 Parent Salute Alpha Numeric 60 Mr & Mrs Smith
20 Class Alpha Numeric 15 Room 5
21 Group (Type) Alpha Numeric 2 4 (K, P12, up etc.)
22 Entry Date Date 22 SEP 1998
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Format 3: All Fields/EDSAS (SA Education Dept.)

You must have at least 19 columns, and up to 25 (with the exception of 22 columns — see Format 2).

Mandatory Fields: Borrower Shortname (Unique ID/BarCode) and Borrower Type. Additionally, you

need to have data in the Location column even if this does not come from your Admin system. If you

do not store patron location against the student in your admin system, you can just put a 1 in every

line of the file and match this 1 to your library location later.

Please Note: If the data file only contains 19 fields the Guardian details are copied from fields 12 —

16. Any unused fields should be left blank but included as null fields.

FIELD CSV COLUMN EXAMPLE
1. (Unique ID /BarCode) A ANDERL or B9988
Borrower Short Name
2. Surname B ANDERSON
3. Given Name C LAURENCE
4. Middle Name (only imports initial) D WILLIAM
5. Preferred Name (overrides Given) E LAURIE
6. Type F 1
7. Group G RED
8. Class H 10A
9. BirthDate I 01/01/91
10. Sex J M
11. Location K BB
12. Address 3 Line 1 (Guardian Name) L MR & MRS ANDERSON
13. Address 1 Line 1 M 5/165 King Edward St
14. Address 1 Line 2 N Bayswater
15. Address 1 Line 3 (0] WA
16. P/Z Code P 6053
17. Address 1 Tel. Q 089462 1111
18. Email R laurie@oclc.org
19. (Other ID) Ref2 S 18846
20. Address 3 Line 2 T 8 Osborne Rd.
21. Address 3 Line 3 u Innaloo
22. Address 3 Line 3 (merges with \Y WA
above)
23. Address 3 Postcode/Zip Code w 6017
24. Address 3 Tel. 08 9754 0000
25. Mobile/Cell Y 0425 113 655
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How Records Are Matched

The records will be matched in the following way:

1. Unique ID/Other ID — If the Unigue ID/Other ID (BarCode/Ref2) from the file is found in
Borrower, then the information for that patron will be overwritten with the data there,

regardless of whether or not the name is the same. So, if a student changes their surname,
the new surname would come across in the import as long as the Borrower ID/Barcode is
identical.

2. Surname/Given Name — If no matching Borrower ID/BarCode is found, the system will then

do a search for any matching surnames and first names. If there is one match found, the
system will overwrite that record with the data in your file.

3. Date of Birth — If more than one match is found for the surname and first name, the system
will then try to locate the correct one using the date-of-birth. If a matching date-of-birth for
that surname and first name is found, that record is updated. If the birthdates for these
Borrowers are null, then the Borrowers are considered duplicates (and the system creates a
new record with an auto-generated AMLIB BarCode).

In the example below John Goldsmith changed his Surname to Smith. The BarCode in the Amlib
borrower record was identical to the Unique Import Key (Unique ID), therefore the details were
updated, showing the Borrower details with the new Surname.

UPD :B9999 : : : : : . 12/06/196

o The Borrower Import will remove single quotes from any incoming names — for example:
O'Brien becomes OBrien.

Suggested ‘Pre-import’ Tasks

You may wish to move all year 12 students (or year 6 students — for primary schools) into another
class such as Year 13 or Year 7 using Mass Borrower Change. From there you can upgrade all other
years and import new students. Any returning year 12 (or 6) students would be updated and moved
back to class year 12 (6). All Remainder students can be dealt with as necessary.

Alternatively, all students may be mass changed to a generic class via Mass Borrower Change, thus
giving all students a single class. When doing then next import, all classes will be changed to the
correct class. Any left with the generic class can be dealt with as necessary.

Before starting the import process, check the Type, Group, Class and Location tables in Amlib to
ensure all required codes have been created. Check the Location table to ensure that the locations
required have a Valid for Borrower setting of Y.
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Importing Into Amlib

1. Launch the Amlib client

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

Borrower Import - STAFF at Chelsea Library
Main Application Setup  Table

[ Fropen [ 72 5eve | [rsmor §

el & /]

Action Unigque 1D

Surname

Given

Init | Type

Group

3. Select the F1 Open button — the Import File... screen will display:

Class

BirthDate

Import File... (mE3a]
v| . <« WorkFiles » Testing » Borrowerdmport - | 3 | | Search Borrowerlmport Pl |
Organize » Mew folder == S| @

7t Favorites Documents library Arange by: _Folder ~
orrowerlmpo
M Desktop B Import
4 Downloads Mame - Da
% Recent Places
|@ Borrowerlmport.csv T
=5 Libraries @ Borrowerlmport.xlsx 9/
@ Documents %'] Borrowerlmportl8.csv 9
J’ Music %'] Borrowerlmportl9.csv 9
& Pictures @ Borrowerlmport19.xlsx 9/
B Videos %'] BorrowerlmportSIS.csv 9
@ BorrowerlmportSIS.xlsx 9
@ Homegroup
18 My Computer - 4] L] | 4
File name: Borrowerlmport.csv - ’AH Files (*.*) v]
I Open |vl ’ Cancel

] e

4. Browse to file to be uploaded, select (highlight) it and select on the Open button

5. Your data will appear in the Borrower Import screen and a prompt will display with the
following message: All the Type, Group, Class and Location Codes have been loaded from

the Import File. Use the ‘Setup’ menu to assign each Imported Code an equivalent Amlib

Code before using the ‘Import’ option to update all the Borrowers.

Open

the B

All the Type, Group, Class and Location Codes have been loaded from
the Import File. Use the 'Setup’ menu to assign each Imported Code an
equivalent Amlib Code before using the Tmport' option to update all

OITOWErSs,

58
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Z=] Borrower Import - STAFF at Chelsea Library

Main  Application Setup  Table

“rover | 2o B

Surname

Action Unique ID

Given

Init | Type

Group Class BirthDate

The data read from the Borrower Import File can be sorted or have the actions calculated prior to

importing the data into Amlib.

6. To sort: From the menu, select Sort By > and select the sort field — the data can be sorted by

Surname, Given name, Borrower Type, Group or Class.

5] Borrower Import - STAFF at Chelsea Library
Main  Application Setup I Table

Sort By

Calculate Action

|

| Action | UnigueiD | Surname

Surname
Given
Type
Group
Class

fo] & ]

_hit | Type  Group | Class | BirthDate|

7. The calculate action option (Table > Calculate Action) will read the import data and state
whether each student import will be UPDated, NEW or a DUPIlicated student record

2] Borrower Import - STAFF at Chelsea Library
Main  Application Setup I Table

Calculate Action

3

-

E=mich )

8. If the F4 Import button is greyed out, it indicates the mapping between the imported codes
needs to be setup (or adjusted) to match the codes used within Amlib. If it’s is bolded, the

skip ahead to step 13

9. From the menu, select Setup and then select one of the following Borrower fields: Types,
Groups, Classes or Locations — in the example below, we have selected Types:

Setup | Table

v

Groups
Classes

Locations

] Borrower Impart - STAFF at Chelea Library

Main  Application

oo | ool [ e |

Please Note: If a selection is greyed out, this indicates there are no codes requiring mapping
for that field. Once a field has been successfully mapped a bolded tick will appear at the

front of the selection.
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10. A Setup screen will display with two columns: The Imported Type and the Amlib Type. The
Imported Type will be the data located in your Borrower Type column (Field 6/CSV column F)
of your import file. The Amlib Type will be the codes located in the Main > Borrowers >
BorrowerTypes screen.

Borrower Type Setup @

Before all the borrowers can be imported,
there must be an Amlib Type defined for
each Imported Type. Please fill in the
table below, then press OK.

Imported Type Amlib Type -
Adult

m

zl’_—Im.

—enenen
mra

11. For each Imported Type, use the Amlib Type drop-down to select a Borrower Type you
would like to match (map) it against

Please Note: It is possible to map more than one Imported Type to the same Amlib Type.

12. You will need to do this for all the bolded selections in the Setup menu —when you have
finished all the fields, they will all have a bolded tick next to them and the F4 Import button
will then be active (bolded):

Borrower Import - STAFF at Chelsea Library (UM DI

Main  Application Table
FiOpen | F2sal ¥ Types

Groups b
v Classes

v | Locations

13. Select the F4 Import button — the Borrower Import Files screen will display — this screen

allows you to create files to save New, Updated and Duplicate borrowers to. It also allows
you to Overwrite Given name(s) and initial(s) and to Use (their) Date of Birth for unique
checking.
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Borrower Import Files

All borrowers altered in the Borrower Import can
be saved to Borrower files. Please type a
description for the below files.

All New Borrowers

X5

| New Aug 2011

All Updated Borrowers

| Upd Aug 2011

All Duplicate Borrowers

| Dup Aug 2011

[ Owerwrite Given name and Initial on database

[~ Use Date of Birth for unigue checking

oK | Cancel

14. Type in the filenames, and tick the settings you would like to use, then select the OK button

—a prompt will display asking if you wish to save any changed borrowers to a file for

recovery purposes: It is recommended that all changed Borrowers be written to a text file

for recovery purposes. Do you want to save changed Borrowers to a file?

Save to File

file?

X3

f 'y , It is recommended that all changed Borrowers be written to a text file
W' for recovery purposes. Do you want to save changed Borrowers to a

Cancel

WARNING! This is your insurance for your borrower data and is thoroughly recommended!!

15. If you select the Yes button, a dialog box will display so that you can choose the file name for
your original data and where to save it

Changed Borrowers - Save As..,

Savein: |

MName

4

File name:

Bomowerimport

i34 Borrowerdmport.csv

i3] Borrowerdmportl®.csv
i34 Borrowerdmportld.csv
i34 BorrowerlmportSIS. csv

m

|rest0re £sv

Save astype: |Con‘|ma Separated (".csv) j

X5

~| & B ¥ Er

r

Cancel

Please Note: In subsequent downloads, the restore.txt or restore.csv file will already exist

and a message will display asking if you wish to overwrite this file. You would normally

respond Yes to overwrite the file.
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16. Once complete, a prompt will display notifying you that: The Borrower Import is complete.

M

@ The Borrower Import is complete.

Please Note: The import process can take several minutes (for example: 1-3 seconds per
borrower). The status of the import displays at the bottom of the screen.

17. If borrowers with duplicate Borrower IDs are imported, then you will receive notification of
this as part of the completion notice: The Borrower Import is complete. Some Duplicate
Borrower ID’s were detected — these Borrowers have been saved to the ‘Duplicate ID’
saved file.

Iﬁ

The Borrower Import is complete. Some Duplicate Borrower ID's were
detected - these Borrowers have been saved to the 'Duplicate ID' saved
file.

File Checking

1. An Amlib Unique ID (BarCode) was created for the borrower who had the same ID as
someone else (AMLIB000O...):

(%] Borrower Import - STAFF at Chelsea Library =R
Main Application Setup Table

Action Unigue ID Surname Given Init | Type Group Class BirthDate
" : 196

2. If you go into the main Borrower screen (Main > Borrowers > Borrower) and go to File >
DisplayFile you will see your three files for new, updated and duplicate borrowers, and a file
for any duplicate IDs if your import had any
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Borrower Saved Query Results

Frtew | 72 Empty | save | £40otee | r5Query | Foprint | 7 Capy | 73 paste | £ slet ]

Sort @+ Asc (" Desc

Operator: |ST}RF F j
Details Allow other Qty Last File -
operators to Updated Mo | |
access this file
(i)

Common Errors

e The chosen file does not contain Borrower Import records.

Open File

|| The chosen file does not contain Borrower Import records.

This could be caused by either having the information in the correct columns or having headings

across the top of your document. Remove any headings and double check your file against the
Import formats in this document.

o The chosen file does not contain valid records.

Open File

|l The chosen file does not contain valid records.

This could be caused by having headings across the top of your import file or it being saved in an
incorrect format (for example: .xlsx and not .csv). Please remove any headings, ensuring that it only

contains Borrower information and make sure it is in one of the three formats mentioned at the
beginning of this document.

Please Note: It is always a good idea to run a Borrower Import on your test databases first, to ensure

no errors happen. If you do not have a test databases, please contact Support via one of the above
methods to find out how to set one up.

Borrower Import Matching

The following explains the exact method in which Amlib matches on borrower imported records:

1. Uses the Unique ID to match on Borrower BarCode

2. If no matches, then uses the Unique ID to match on Borrower Ref2
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3. |If a Preferred Name has been Supplied:
e Matches on Surname and Preferred EXACTLY
4. If 2, matches on Surname and Preferred EXACTLY
5. If Date-of-Birth Supplied:
e Searches on Surname, Preferred and Date-of-Birth
6. If no matches and an Initial has been supplied:
e Matches on Surname, Preferred and Initial
7. If no matches and an Initial has NOT been supplied:
e Matches on Surname, Preferred and NULL Initial
8. If no Date-of-Birth Supplied:
9. If no matches and an Initial has been supplied
e Matches on Surname, Preferred and Initial
10. If no matches and an Initial has NOT been supplied
e Matches on Surname, Preferred and NULL Initial
11. If no matches on Surname and Preferred EXACTLY
e Searches on Surname EXACTLY and LIKE Preferred (for example: Preferred%)
12. If no matches, then matches on Surname and Given EXACTLY
13. If 2, matches on Surname and Given EXACTLY
14. If Date-of-Birth Supplied:
e Searches on Surname, Given and Date-of-Birth
15. If no matches and an Initial has been supplied:
e Matches on Surname, Given and Initial
16. If no matches and an Initial has NOT been supplied
e Matches on Surname, Given and NULL Initial
17. If no Date-of Birth Supplied:
18. If no matches and an Initial has been supplied:
e Matches on Surname, Given and Initial
19. If no matches and an Initial has NOT been supplied:
e Matches on Surname, Given and NULL Initial
20. If no matches on Surname and Given EXACTLY

e Searches on Surname EXACTLY and LIKE Given (for example: Given Name)

Appendix 5: Stockitem Field Labels

Some Stockitems (particularly equipment) do not conform to the standardised labels in use by the
system. However, it is possible to modify the labels displayed for a particular Form type.
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Please Note: The default Stockitem Form type used throughout the system (including the blank
Stockitem screen) is set in Main > Supervisor > Installation — Stockitem tab: Default Item Form = for

example: BK.

1. Launch the Amlib client

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

& Form Codes - STAFF at Chelsea Library
Main Application Window

=l & ]

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

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

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

screen will display:

Stock Display Tags @

F3 Save ‘ F5 Query

Label Tags to Display -
Line 1 Title 245
Line 2 Authar 100 110 700
Line 3 Publisher 260
Line 4 Series/ISBM {490 830 440 020
Line 5 Subject 650 651 60O
Line & Call Mumber ({082 089 099 984

-

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

Ediion [260 [c Volume [490 [v  Price [ Form [ BK

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

Tag Description -
000 i Leader information

001 : Control number

008 i Fixed Length Data Elements
010 i LC Control Number

020 1SBN

022 188N
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4. Adjust as per the following example:

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

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

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

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

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

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

then display).

Mote: Use " double quotes to indicate you want a space in the indicator

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

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

5. Select on the F3 Save button when complete

6. To refresh the data displayed for a particular stockitem, select Item > RefreshFromCat

7. Select the F3 Update button to save changes

Stock Display Tags IEI
F3 Save | F5 Query
Label Tags to Display -
Line 1 Equipment 245
Line 2 Model Mo 300
Line 3 Manufacturer 260 710
Line 4 Description 500
Line 5 Subject 650 651 600
Line & Call Number ;984 082 -

To use a preferred instance of multiple tags enter the indicators in the form {n,n) immediately after the tag

@ Stockitem - STAFF at Chelsea Library =] = =)
Main Application [tem XReferences File
FiClear | F2insert| F3update| F4Delete | F5Query | | |
Query Via
ltem No [STOCK00369780B Cat Ref No “ltem € Cat © Keyword [ Any

Previous Queries J J J J J

Equipment| iPad2
Model No| 123456789
Manufacturer| Apple

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

Copy No | Convert |

I mmmél;em

Appendix 6: Setting Default Dates and Holidays

Last Updated: 25 February 2013

Page 155



Amlib Introductory Training

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

Supervisor Settings

Default

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

3. Select the Circulation tab

Sl Installation - STAFF at Chelsea Library =] ® =

Main LibraryMenu  Installation

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

DEFAULT

Description Walue -
Adjust the date due by ## minutes for overnight hourly loans
All items must be returned by the following date: 19122011
All Semester loans are due back on the following date: 121212011
All Term loans are due back on the following date: 121212011
All Year loans are due back on the following date: 121212011
Allow hourly loans to be issued overnight (Y/M) Y
Are there different closed days depending upon the location (YiN) Y
Are there different loan parameters for each location (Y/INIG) M
Automatically answer Y to Fines on Chute Returns M
Automatically answer ¥ to Fines on Normal Returns M
Calculate all fines from the grace (Y) or overdue (M) date M
Calculate renewal date from due date (YiN) M
Check (B)orrower or (Item for fines and charges B
Claims returned process code
Days of week where ALL locations are closed (0=Sun, ..., 6=5at) 06 -

MUK

4. Adjust the following settings:

a. Allitems must be returned by the following date:

b. All Semester loans are due back on the following date:

c. All Term loans are due back on the following date:

d. All Year loans are due back on the following date:

5. Dates must be entered in DD/MM/YYYY format — for example: 15/12/2011
6. Select the F3 Save button

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

It is also possible to adjust these settings by individual Location, allowing for a different set of dates
to be entered. Itis very important to check your other locations to make sure that old dates are not
saved in there.

1. From the Supervisor Module Installation screen: from the menu, select Installation > Choose
Location — the Installation location screen will display

2. Select a location (for example: Chelsea Library) and select the OK button
3. The Installation screen for that location will then display — for example: Chelsea Library

4. Select the Circulation tab

53 Installation - STAFF at Chelsea Library =] @ =)

Main LibraryMenu  Installation

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

Chelsea Library

Description Value -

Adjustthe date due by & minutes for evernight hourly loans

All items must be returned by the following date:

All Semester loans are due back on the following date:

All Term loans are due back on the following date:

All Year loans are due back on the following date:
Allow hourly loans to be issued overnight (Y/M)
Automatically answer Y to Fines on Chute Returns
Automatically answer ¥ to Fines on Maormal Returns

Calculate all fines from the grace (Y) or overdue (M) date

Calculate renewal date from due date (YiMN)

5. If you would like to use the DEFAULT settings, then you can leave the date settings in this
table blank, otherwise adjust the following settings (these settings will apply only to that
location):

a. Allitems must be returned by the following date:

b. All Semester loans are due back on the following date:

c. All Term loans are due back on the following date:

d. All Year loans are due back on the following date:

6. Dates must be entered in DD/MM/YYYY format — for example: 15/12/2011
7. Select the F3 Save button when complete
8. Repeat for all other circulating locations (including WEB — the location used by the NetOpacs)

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

1. Launch the Amlib client

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

Main  Application

“rivew | ramsert | 3 save | et vetee | roauery | ropomt | 7 com ||

Type Description

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

| pow [

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

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

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

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

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

1. Launch the Amlib client

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

3. Select the Circulation tab

54 Installation - STAFF at Chelsea Library (o] @ [

Main  LibraryMenu Installation

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

DEFAULT

Description Walue -
Check (B)orrower or (I)tem 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. Select 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:

54 Calendar - STAFF at Chelsea Library (o] @ [

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 7 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. Select the F2 Set button — the Holiday prompt will display:

Holicay (=5

Holiday

| Melboume Cup

DK | Cancel |

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

e Select 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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54 Calendar - STAFF at Chelsea Library (o] @ [

Main LibraryMenu  Calendar

F2Set | F3Update | F4Delete | | F5Query | Fre< | Fa< | Fo9> | F10>> |

Chelsea Library

November 2011
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 ! Dat: Descointion
= :1 Hov 2011 | Melbourne Cu
6 ?\ 8 /3 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, select 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. Selecting
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. Selecting again

scrolls one year in advance

Remove a Closed Date

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

f ™% This will make every location have exactly the same haliday settings as

&Y 'CHELSEA". Continue?

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

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

Calendar @

[0} Calendar successfully reproduced

4. Select 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 select the OK button

3. The set the closed dates for this Location

4. Select the F3 Update button when complete

5. Exit and restart the Amlib client for the new settings to take effect
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Appendix 7: USMARC: Some Common Tags

MARC is an acronym for MAchine Readable Catalogue (record). USMARC was developed by the
Library of Congress and was formerly named LC MARC. It is now the international standard for
cataloguing). Each record is written in a format that can easily be read, retrieved and manipulated by
a computer).

Each Marc record can consist of:
Tags

Each data field (for example: Place Published) is identified by a 3-digit number (replacing descriptors
for reasons of accuracy, efficiency in computer transfer and storage of bibliographic data.) As MARC
is written in a format for computers rather than people, Amlib has descriptions of each tag showing
when tags are inserted. The Worksheet cataloguing screen also has labels at the top of the columns
to indicate what type of data input is required.

Subfields

A lower-case letter or occasionally a number identifies each Subfield. In general, if you are using a
tag, it MUST contain a Subfield a. Publication data is an exception to this rule.

Indicators (usually the computer system sorts these out for us — we do not usually have to enter
data in these columns!)

Each indicator is identified by a number between 0 to 9 (letters can be used but are not common).
The numbers often are an indication as to how to “treat” text or categorise a tag. For example, the
2" indicator for title indicates the number of non-filing characters to ignore, including spaces. In the
245 tag below, the 2" indicator shows 4, to ignore The_ so that filing begins with the letter Q in
Quasar. The first indicator in the 600 Personal Name Subject Heading entry indicates the type of
entry (for example: 1 Surname, 3 Family name). Therefore, most would have a 1 as the first indicator.

Tag “Families”

000s Control fields, number & codes

100s Main entries — usually author

200s Title and Title related fields

300s Physical description

400s Series related fields

500s Notes

600s Subject related fields

700s Other added entries — tracings. Included added authors etc.

800s Series added entries

900s Locally defined entries. For example, holdings information so used in conversions
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More Common Marc Tags

e 010: LCCN Library of Congress Control Number

e 020: ISBN

e 022:ISSN

e 050: LC classification number

e 082: DC classification number

e 100: Author main entry

e 110: Corporate main entry

e 111: Conference main entry

e 130: Uniform title as a main entry, e.g., Bible

e 240: Uniform title after 1XX main entry, e.g. Symphony ...
e 245: Title proper

e 246: Title added entry e.g., a distinctive subtitle

e 250: Edition

e 260: Place, Publisher, Year.

e 300: Physical Description (may include specific material designation, e.g. [videorecording]
e 440: Series

e 490: Series Statement

e 500: General notes

e 502: Thesis note

e 504: Bibliography note

e 505: Contents note.

e 508: Production/credits

e 511: Participants note, e.g., performers, speakers at a conference
e 518: Date and place, e.g., of a performance or conference
e 520: Summary (Most often used with AV material)

e 525: Supplements

e 546: Language of text

e 600: Person as a subject

e 610: Corporate body as a subject

e 611: Corporate body as subject

e 630: Title as a subject

e 655: Genre, e.g., Feature film

e 700: Person as an added entry

e 710: Corporate body as an added entry

e 711: Conference as an added entry

e 730: Uniform title as an added entry

e 856: URL
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ATORS
Many of these Subfields will never be used. In most cases a tag MUST have a Subfield a.
1 2
020 0 |0 |a z b
ISBN ISBN Erroneous Qualification
Number (or
cancelled)

0732248493 0397318487 (pbk)
022 a
ISSN ISSN

o 1077-7199

(Periodicals often have an ISSN)
082 0 |0 |a b
Dewey No. Base Number Item Note

523.8 Smi
Used by SCIS
099 0 |0 |f a b
Call No. Prefix Base No. Author Prefix
Used by SLofWA Q 591.994 SMI
100 0 |0 |a q b d c
Personal name added entry Entry Qualifier (Full Roman Dates Qualifier
(usually main author) name) numeral

Asimov, Isaac L (Isaac Leo) XV 1920- Dr
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245 a b h | c n p f
Main Title Title proper Other title General Parallel Title | First Volume Volume Title | Second
information material Statement | Number Statement
(remainder)
The Quasars, pulsars, a study [sound Canto porlas | Isaac Book 4 Taxonomy Pictures by El
and black holes of recording] palams Asimov Stymes
space
260 a b c
Publication information Place of Publication or | Name of Date of
Distribution publisher/ Publication
distributor
Sydney : Collins, 1988.
300 a b c e
Physical description Pagination and/or [llustration Size Other
volumes Statement material
38p. lll. (col.), maps 13cm. 1 study guide
490 a v
Series Statement Series Title Volume
Isaac AsimoV’s library No.34

of the Universe

500
General Notes

a
General Note

Includes glossary
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520 a
Summary Summary Notes
Contains information
on several of marine
life. Keywords: fish,
anemones, octopus,
crayfish
600 a q t c d X y z
Subject Heading (Personal Entry element Qualifier (full Title of a Qualifier — Dates Subjects | Period Place
name) name) work Titles ass.
Leakey, L.S.B. (Louis Seymour | Sea songs King of France | 1903- Drama To 1970 United States
Bazett) 1972
650 a X y z
Subject Heading (Topical) Entry Element Subject or Period Place
form Subdivision Subdivision
subdivision
Astronomy Fiction 19" Century Western
Australia
651 a X y z
Subject Heading Entry Element Subject or Period Place
(Geographical) Form Subdivision Subdivision
subdivision
Australia History 1800-1899 Kimberley
700 a c q d t
Personal Name (added Entry Additions to Fuller form Dates Title
entry) Usually other authors name element
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http://amlib.net.au

Select here to link to

web site

There are literally hundreds of MARC tags that can be used. However only about 10% of these are used commonly.

A useful MARC resource:

e Library of Congress Home Page: http://www.loc.gov/marc/umb/ and http://www.loc.gov/marc

Kick, M. A. Dr (Marion 1901-1975- Works
Anne)
856 u z
Electronic location and Uniform Resource Descriptor
access Locator (URL) (Link Text)
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Appendix 8: Support

We recognise that Customer Support Services are just as important as the product itself. That's why
we offer the Amlib Software Support Agreement.

Services provided to Customers with current Support and Maintenance Agreements include:

e Online Support (via Email and OCLC Online Help Desk)
e Telephone Support
e Regular Software Updates (including Enhancements and New Features)

e Remote Access / Diagnostics (via the internet)

Online Help Desk (TOPdesk)

New requests for Amlib Support may be logged through the OCLC Online Help Desk. You may also
use the helpdesk to review and track existing Amlib Support incidents for your library.

The OCLC Online Help Desk is available at:

e https://servicedesk.oclc.org/tas/public/index.jsp

We ask that queries be logged via the Online Help Desk refer to Appendix 9: Submit a TOPdesk
Request for further information on how raise or check calls on TOPdesk. Any URGENT or CRITICAL
requests requiring immediate assistance can be logged by phone to ensure priority service -

You will be provided with a login and password for accessing the Online Help Desk. Additional logins
can be provided as required for other staff at your library.

OCLC Website

OCLC’s Support and Training website contains help documentation, training manuals, updates and
patches, training information, and user group meeting information for our products.

Each person will have their own login to the OCLC Support and Training website. If you do not know
your login to the website, please log a TOPdesk call requesting this information.

1. Navigate to https://www.oclc.org/support/services/amlib.en.html Select on the SIGN IN
link

Sign in to OCLC Websites and Services

L * The world’s libraries.
Connected.

User Name: |

Password: |

==
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2. Enter your username and password and select Sign in.

Updates

New releases and updates to Amlib software are available to download free of charge to licensed
users. Notification of any new releases and updates is posted on the OCLC website and email
notification is also sent out via the Amlib mailing lists.

Software and documentation are available for download from the OCLC Website.
Mailing List
Notifications of updates and enhancements to Amlib are also sent out to all Aml/ib mailing lists.

e Contact us at support-amlib@oclc.org to confirm that you and other interested staff at your
library are subscribed to these mailing lists

User Groups

There are Amlib User Groups Australia wide. For example, there are two User Groups in Western
Australia — a School User Group and a Public User Group. These meet approximately three to four
times a year.

Please Note: Many notices about Upgrades and User Groups are sent via the mailing list. Please
notify us of your current Email address.

Getting Help/Manuals

Help is available from the online manual. This can be accessed from any application screen by
selecting Ctrl + H on your keyboard. The online manual uses an internet browser to display. It is also
possible to add the manual chapters to your Favourites or Bookmarks in your browser.

Email (Amlib Support)

e support-amlib@oclc.org

Amlib Website

e https://www.oclc.org/support/services/amlib.en.html

Telephone Support (Amlib Support)

e 1300260 795 (Local call cost within Australia)
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Appendix 9: Submit a TOPdesk Request

Login to TopDesk

1. From your Internet browser go to:
https://oclc.topdesk.net/tas/public/login/form

2. Enter your Username & Password, and select the
Login button (remember these are case sensitive)

Create a New Incident

1. Once logged into TOPdesk, select the ‘New Incident’ button 1

@ QCLC | Self Service Desk

2. Specify the Incident Type from the drop down box for example: Support question

Support question
Fauic

General request

3. Enter details of your Issue/Request into the Request area

Description

Request * Description of Issue...|

4. Once all the details have been filled, select Register button

3

5. Documents/Screenshots can be attached AFTER registering a new incident, once a new

Incident is created. On the Home screen of TOPdesk, select the Incident number to which the

document/screenshot is to be attached

6. To upload supporting documents/screenshot (optional) in the Attachment area:

Attachment

Attachment

Browse... x

* Click on the Browse button and the Open window will appear navigate to the Document/Screenshot

and click the Open button
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7. Select the Edit button to place a message into the Feedback area to inform Support Staff that
files have been attached for example: See attached files as requested -

i

1. Once you have added your message, select the Save button H
1

Replying/Adding to Incidents

If you need to reply to an email Support Staff have sent to you or add further information to an
incident— please log into TOPdesk and place your reply into the Feedback area

1. Loginto TOPdesk

2. On the Home screen of TOPdesk select the
Incident number you wish to reply to or add

information to

3. Select the Edit button to place a reply or add to
anincident | g

il

4. Add your reply or additional information into the Feedback area

o

Type comments/ replhes here......

S B

5. Once you have added your reply or additional information, select the Save H button

Finding an Existing Incident Using Quick Finder

If you want to quickly find existing Incident to reply to, or see the status or actions taken, this can be
done through TOPdesk Quick Finder. Use the incident number that that is usually in the Subject of
emails Support Staff sent to you for example: RE: Regarding incident 112071252; Example School.

1. Loginto TOPdesk

2. Onthe Home screen of TOPdesk, on the right side < Incidents

of the screen type in the Incident number in the
12071252

Search box

3. Select the Search icon button, the incident will display
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