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OVERVIEW

This course is designed to familiarise schools with a number of commonly performed tasks and
procedures.

It is a collection of guides covering such topics as managing borrower records, modifying Class
descriptions, understanding loan types, setting circulation dates, updating the Calender with closed
days, importing SCIS records, adding new items to the Stockitem module, modifying records using
the Cataloguing worksheet, creating kits using the Master/Subsidiary function.
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CHECKLIST OF TASKS FOR THE BEGINNING OF THE YEAR

TASK SCREEN

Deletion of students/staff who have left — for example: Year 7s, Year 12s, Staff Borrower screen > Application

e Students can be Mass Deleted (Query those to be deleted, highlight the List and select
Table > MassBorrowerDelete— those with loans, reservations or memos will remain)

Changes of Class Descriptions (if applicable) Borrower screen > Application > BorrowerClasses

e Class descriptions may need to be altered to reflect new teachers’ names etc.

Office download to load new students (or manually change students through global Borrower screen > Application > Borrowerlmport
changes)

e Separate notes are available if necessary

Add new staff (manually or through Maze) Borrower screen > Application

Date Changes for Global date, end of term, end of semester, end of year etc. Main > Supervisor > Installation > Circulation tab

e Hint: Leave enough time to follow up overdues — for example: 6/12/2008

Add Final Dates to Borrower Types (as applicable) Borrower screen > Application > BorTypes

e For Term Loans or Year Groups who leave earlier — for example: Yr 11s, 12s

Add closed dates to calendar (Including Holidays) Main > Supervisor > Installation > Circulation tab as well
as Calendar

Ensure that Backup procedures are in place and that logs of Backups are checked regularly This is very important — contact our office if you are in
doubt....

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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BORROWER MAINTENANCE

A new calendar year for schools means new term times, new students, students who need deleting
(some which probably still have loans or memos!).

e Deletions: Non-returning borrowers

e Additions: New students either manually or through a download from Administration (SIS,
Maze, etc.)

e Changes: Dates, Class descriptions

Deletions
Deletion of the Students who have left

It is best to delete students who have left BEFORE adding new students. For example: in a Primary
School this will be the Year 6 students. In a Secondary School, it is the year 12 students (at least
those who have graduated).

The following instructions are for a Secondary School.

1. Launch the Amlib client

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

¥, Borrower Details - STAFF at Chelsea Library =] = ==

Main  Application Borrower XReferences File

. F1 Clear I I I . F5 Query I . I I I -
BarCode | Pin | Previous Queries ﬂ ﬂ ﬂ ﬂ ﬂ

Scope | ‘LIBRARY",'MOBILE’

Given Name Middle Name

Surname | | |

Title | Sex |— Balance:

Birth] HIE <|[=] = W AlwaysShow

Group Class
Status

3. Inthe Type field type the code — for example: 12

4. Click the F5 Query button —the Borrower List table will display containing a list of the
matching borrowers

5. Select the borrowers to be deleted by highlighting the rows
To highlight:

e All the borrowers: run the mouse down the left column

e Selected borrowers: press the Ctrl key and click with the left mouse button

e Arange of borrowers: click the first borrower in the range, scroll to the the last borrower in
the range, click the Shift key and click the last borrower (useful for highlighting all of a big
list!)
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(ﬁBorrowerList-élS rows = @
Main Table XReferences File

Seq Surname Name Title | Middle| Sey Type Status |Loan| Locn |Group | Class | Refl | Ref2 | Addressi BarCode -

4 3

45 rows selected | MUM

6. From the menu, select Table > Mass Borrower Deletion —a prompt with display asking: You
are about to delete the Selected Borrowers. Do you want confirmation of delete
messages?

Borrower Details - Mass Borrower Delete @

o) | You are about to delete the selected Borrowers. Do you want
¥ confirmation of delete messages?

Yes Mo

HINT: You have already highlighted the borrowers for deletion. Confirming each and every borrower
to be deleted will slow down the process.

7. Ifyou click the No button:

a. All borrowers highlighted in the table will be deleted unless the borrower has loans,
reservations or memos (no messages display)

b. Once complete the following message will display: All XX Borrowers have been
deleted.

Borrower Details - Mass Borrower Delete @

1:0] All 2 Borrowers have been deleted.

Last Updated: 9 August 2011
Version: 5.3

Date of Version: 9 August 2011
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c. If there were borrowers that could not be deleted, then the following message will
display: Out of the XX Borrowers selected for deletion there were XX Borrowers
that could not be deleted due to confirmation messages and/or Group Security

issues.

Borrower Details - Mass Borrower Delete @

. ) Out of the & Borrowers selected for deletion there were 2 Borrowers that
' could not be deleted due to confirmation messages and/or Group
Security issues,

d. Click the OK button
8. If youclick the Yes button:

a. Each borrower’s ID will display:

Borrower Details - Delete X

[9] Borrower B415 Are you sure you wish to delete this Borrower?

Yes

b. Messages will also display if the borrower cannot be deleted (for example: the
borrower has loans, reservations, memos or owes money):

Borrower Details - Delete @

# 1 Borrower B244 The Borrower cannot be deleted when the Borrower still
&/ owes money

e Other Students who have left can be found and deleted by using F4 Delete in the Borrower

Details screen

Please Note: Students with Loans, Reservations, Memos for fines owing will not be deleted. If a
student has left with items showing on loan, if the books are unlikely to be returned, it is suggested
that these items be returned from the patron and either made lost or deleted so that the student (or

teacher!) can be deleted from your database.

Last Updated: 9 August 2011
Version: 5.3
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Additions

New students need to be added. This can be done manually or automatically using a download from
the Administration database. If you use separate barcodes in the library rather than the student ID,
then these barcodes will need to be added to the records. This can be done by selecting the New
Saved File created in the Import of patrons:

1. Launch the Amlib client

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

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

display
Borrower Saved Query Results
5 uery |
Sort @« Asc ( Desc Operator: ISTr\FF j
Details Allow other Qty Last File -
operators to Updated Mo |:|
access this file
(Y}

4, Select the New Saved File and click the F9 Select button — the Borrower List screen will

display:
{!" Borrower List - 14 rows El
Main Table XReferences File

Seq Surname Name Title | Middle| Ses Type Status | Loan|{ Locn |Group| Class | Refl | Ref2 | Addressi BarCode -

Clarke Greg Mr M ]

1

2 12 10K 3 (CHELS SA R 97237186, Bip244

3| Clarke Kay-maree | Mrs F 12 (0K 0 (CHELS R 97237186, BiB242

4| Clarke Lauren MizziH F 12 (0K 1 {CHELS TA R 97237186, BiB245

5| Clarke Mitchel Mr G Moi12 0K 1 {CHELS TA R 97237186, Bi B243

6| Clarke Patricia Mz (4 F 12 (0K 0 {CHELS R 97210911, 7:B392

T | Clayton Shannon | Mast M 12 10K 0 {CHELS N 87210225, 1 B415 87 N
&|Cleave Melinda Mrs iL F 12 10K 0 {CHELS R 87211455, 1663584 g722

5. Double-click (or select the <Enter> key)on the first borrower on the list to display their
record in the Borrower Details screen:

{4" Borrower Details - STAFF at Chelsea Library

Main Application Borrower XReferences File

BarCode IEEE Pin I**** Previous Queries -_1| -_2| il il _5|

Scope I ‘LIBRARY",' MOBILE

Given Name Middle Name

Surname |Clarke |Lauren

|H
Title |lu1iss Sex I? Balance: $0.00 Pi-:turel

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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6. For each student:
a. Wand in the new barcode

b. Click the F3 Update button to save the changes — a prompt will display with the
following message: The Borrower Barcode has been Changed. Continue with
Update?

Borrower Details %

'el The Borrower Barcode has Changed. Continue with Update?

c. Click the Yes button — a prompt with the following message will display: The
Borrower Bar Code has been Updated.

Borrower Details @

"0" The Borrower Bar Code has been Updated.
~ CAUTION CAUTION CAUTION
IF this borrower is visible on any other

window - REMEMBER to REQUERY the
BORROWER on that window .

d. Click the OK button —a prompt with the following message will display: The
Borrower has been Updated.

Borrower Details @

{0} The Borrower has been Updated.

e. Click the OK button
7. Click the F9 button to move to the next student in the list and repeat

8. Continue until the class or file has been finished

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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Class Descriptions

Some of the Class descriptions may need to be change because of Staff, room changes, etc.

1. Launch the Amlib client

2. Go to Main > Borrowers > BorrowerClasses — the Borrower Classes screen will display

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

display

Main  Application
“rrnew | r2msert| £ save | raetet || rsuery | raprn |

CLASS Class Name [ description

| [

4. Make any alterations to the table

5. Click the F3 Save button when complete

Last Updated: 9 August 2011
Version: 5.3

Date of Version: 9 August 2011
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BORROWER IMPORT

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 K3 0 KG 27/09/2001 F KENT al234567¢ al2345678 al2345678 NSW 2137 87658313
11153 Alali ‘Yasmin K3 118 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, ,B1SJ,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

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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Dates must be formatted in one of the following three ways:

e 11/12/09
e 11/12/2009
e 11 Dec09

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 B1SJ
9. Date of Birth (or date of entry depending on I 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

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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Format 3: SIS (WA Education Dept)

This format contains only 22 fields, which should be downloaded into a data file from the

Administrative software (SIS) 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, P 12, up etc)
22 Entry Date Date 22 SEP 1998

Last Updated: 9 August 2011

Version: 5.3
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Format 3: All Fields/EDSAS (SA Education Dept)

You must have at least 19 columns, although you can go up to 25.

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. (Unigue 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 Line1l 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 Vv WA
above)
23. Address 3 Postcode/Zip Code W 6017
24. Address 3 Tel. X 08 9754 0000
25. Mobile/Cell Y 0425 113 655

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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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 {Smi ' ' ' ' ¢ 12/06/1196

e 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.

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
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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 5etup  Table

Lo & )

[rsimpor §

Action Unigque ID

Surname

Given

Init | Type

Group Class BirthDate

3. Click the F1 Open button —the Import File... screen will display:

Import File... (23]
v| L. = Work Files » Testing » Borrowerlmport - | 3 || Search Borrowerimport }J|
Organize » Mew folder = - 0 @

7t Favorites Documents library Arangeby: Folder =
M Desktop Borrowerlmport
4 Downloads Name - Da
“El Recent Places
|ﬁ|—_l;i Borrowermport.csv 9/t
& Libraries Ff,ﬁ Borrowerlmport.xlsx aft
@ Documents ﬁ.—_lz] Borrowerlmportl8.csv a/
J’ Music ﬁ.—_lzi Borrowerlmportl9.csv aft
& Pictures Ff,ﬁ Borrowerlmportl9.xlsx aft
B Videos ﬁ.—_lz] BorrowerlmportSIS.csv a/1
Ff,ﬁ BorrowerlmportSIS.xlsx aft
*& Homegroup
18 My Computer ~ | i ] o
File name: Borrowerlmport.csv - ’AH Files (**) v]
I Open |vl ’ Cancel ]

4. Browse to file to be uploaded, select (highlight) it and click 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

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.

B

Last Updated: 9 August 2011
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2] Borrower Import - STAFF at Chelsea Library =
Main Application 5etup  Table

[ Fropen [ 2 5euc | |

Action Unigque ID Surname 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.

ZZ] Borrower Import - STAFF at Chelsea Library
Main  Application  Setup | Table

= e X
Given

Calculate Action

Type
Group

Class

| Action | umiqueiD | Surname | it 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

'E=] Borrower Import - STAFF at Chelsea Library ==y =
Main  Application Setup | Table

Calculate Action

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:

EI Borrower Import - STAFF at Chelsea Library

Main  Application | Setup | Table

oo | ol [ e ]

Groups

Classes

v | Locations

Last Updated: 9 August 2011
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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.

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 o
Adult
......................................... A e
B ..........................
H
| L
J =
M
S
52
SE
T =

OK | Cancel

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 | F2sa ¥ Types
Groups S
v Classes
v | Locations

13. Click 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.

Last Updated: 9 August 2011
Version: 5.3
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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
| 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 click 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 @

.' '~ , Itis recommended that all changed Borrowers be written to a text file
W' for recovery purposes. Do you want to save changed Borrowers to a
file?

No Cancel

WARNING! This is your insurance for your borrower data and is thoroughly recommended!!

15. If you click 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.., @
Save i_n:| Bomowerimport j L] IfF ‘
MName =

i34 Borrowerdmport.csv

i3 Borrowerdmportl®.csv
i34 Borrowerdmportl9.csv
i34 BorrowerlmportSIS.csv

F 1] 2

File name: |restore oav
Save as type: |Comma Separated [“.csv) j 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.

Last Updated: 9 August 2011
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16. Once complete, a prompt will display notifying you that: The Borrower Import is complete.

Import @

[0} 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.

Import @

f v \ The Borrower Import is complete. Some Duplicate Borrower ID's were
W' detected - these Borrowers have been saved to the 'Duplicate ID' saved

file.

Last Updated: 9 August 2011
Version: 5.3
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File Checking

1. An Amlib Unique ID (BarCode) was created for the borrower who had the same ID as

someone else (AMLIB0000...):

Main Application Setup Table

| F10pen | 2 ove | [roimport |

Unique 1D

| o [

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

mmmm

access this file
LU

Sort @« Asc ( Desc Operator: ISTﬁFF j
Details Allow other Qty Last File -
operators to Updated Mo |:|
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Common Errors

e The chosen file does not contain Borrower Import records.

[ Open File @

':0} 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.

e The chosen file does not contain valid records.

Open File @1

'jo: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.
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Borrower Import Matching

The following explains the exact method in which Amlib matches on borrower imported records:

10.

11.

12.

13.

14.

15.

16.

17.
18.

19.

20.

Uses the Unique ID to match on Borrower BarCode
If no matches then uses the Unique ID to match on Borrower Ref2
If a Preferred Name has been Supplied:
e Matches on Surname and Preferred EXACTLY
If 2, matches on Surname and Preferred EXACTLY
If Date-of-Birth Supplied:
e Searches on Surname, Preferred and Date-of-Birth
If no matches and an Initial has been supplied:
e Matches on Surname, Preferred and Initial
If no matches and an Initial has NOT been supplied:
e Matches on Surname, Preferred and NULL Initial
If no Date-of-Birth Supplied:
If no matches and an Initial has been supplied
e Matches on Surname, Preferred and Initial
If no matches and an Initial has NOT been supplied
e Matches on Surname, Preferred and NULL Initial
If no matches on Surname and Preferred EXACTLY
e Searches on Surname EXACTLY and LIKE Preferred (for example: Preferred%)
If no matches then matches on Surname and Given EXACTLY
If 2, matches on Surname and Given EXACTLY
If Date-of-Birth Supplied:
e Searches on Surname, Given and Date-of-Birth
If no matches and an Initial has been supplied:
e  Matches on Surname, Given and Initial
If no matches and an Initial has NOT been supplied
e Matches on Surname, Given and NULL Initial
If no Date-of Birth Supplied:
If no matches and an Initial has been supplied:
e Matches on Surname, Given and Initial
If no matches and an Initial has NOT been supplied:
e Matches on Surname, Given and NULL Initial
If no matches on Surname and Given EXACTLY
e Searches on Surname EXACTLY and LIKE Given (for example: Given Name)

Last Updated: 9 August 2011
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BORROWER PICTURE IMPORT

The Borrower Picture Import utility allows the library to bulk import patron photographs from a file,

usually provided by the student photographer.
Some important factors to ensure a successful import are:

1. Files may be either .jpg or .gif format only

2. Allindividual student photo files should be located within a single folder (if the photos are
separated out into year level folders, then the import will need to be run for each year level)

@le v Libraries » Documents » Work Files » Testing » BorrowerPicturelmport

Organize » Share with + Burn MNew folder
- -
't Favorites Documents library
Bl Desktop BorrowerPicturelmport
& Downloads Name -

=il Recent Places

m

Eﬁ‘j ansellkevin.jpg
3] clarksean jpg

=l Libraries
3 Documents ] greergermaine.jpg
@ Music ] jerseyphilipjpg
=] Pictures E&‘j nelsonpeter.jpg
E Videos & pilgrimscott.jpg

& pondamy.jpg
Eﬁ‘j smithmatt.jpg
3H] smithsarahjjpg
1% My Computer &1 songriverjpg
‘L;‘ 05 (Cy) Ei‘j westonlee,jpg
58 Common (\BES) (G:)

o Annrey ok

a& Homegroup

T

- |$?| | Search BorrowerPicturelmport

Arrange by:

Date modified

=~ [ @

Type

JPG File
JPG File
JPG File
JPG File
JPG File
JPG File
JPG File
JPG File
JPG File
JPG File
JPG File

Folder

3. Image files must be named using the following conventions only (this is required for

matching purposes):

e Surname followed Given Name —for example: smithsarah.jpg or smithsarah.gif (if a

middle initial is required to correctly identify multiple patrons with the same name it

must be in the format SurnameFirstnamelnitial — for example: smithsarahj.jpg or

smithsarahj.gif)

e Patron barcode— for example: B37865.jpg or B9988.gif and these must match the

exact BarCode found in the Amlib Borrower screen

e Exact data found in either the Refl or Ref2 field of the Amlib Borrower screen — for

example: R45787 or S37586

H Refl |R45787 Ref2 |S37586

Memao
Count
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&Y, Borrower Details - STAFF at Chelsea Library (UM DB v5.3) =] @ ==
Main  Application Borrower XReferences File
F1 Clear F2 Insert | F3 Update | F4 Delete F5 Query F6 Table F7 << Fé=< Fa > F10 >=>
BarCode |B‘3‘388 Pin | Previous Queries ﬂ J J J J
o | 'LIBRARY', MOBILE Given Name Middle Name
Surname |Smith |Sarah |J
Title |M5 Sex |F Balance: §0.00
BirthDate [16/0511951  <|[<] > Potential Charges? | ¥ AlwaysShow
Type |A Group |ENG Class
Status |OK 0861047200, 2/298 Selby Street, Osborne, W.A., 6017
Status Date 27/07/2011 0399290800, Level 10, 310 King Street, Melbourne, Vic, 3000
Location |CHELSEA

Temess-Lhone D
L M
Refl [R45787 ) Ref2 |537586 ) count

Email |[sarahjane.smith@oclc.org Use for Notices [Y 2 9

Set Up the Shared Image Directory

Ensure that there is a shared Image directory created on the Amlib server for the images to be saved
into as part of the import process. For example: \\libraryserver\Images. The path will depend on
the shared directory created but generally should be in the format of \\ServerName\Images.

Ensure that the Images directory exists in the relevant path and that this directory is able to be
shared so that all computers on the network are able to see the pictures.

Setting up the Supervisor Parameters

1. Go to Main > Supervisor > Installation — the Installation screen will display
2. Click on the Other tab

3. Scroll down to the setting Location’s Picture Directory and enter the directory file path:
\\libraryserver\Images (being the file path determined above) — for example:
\amlib\mmedia\images

g Installation - STAFF at Chelsea Library o] @ (3]
Main LibraryMenu  Installation

F3 Save F5 Query

All | Borrower | Catalogue | Qin:ulationl Stockitem System | | Other

DEFAULT

Description Value -
Location's Depreciation Account No.
Location's Depreciation Allocation
Location's EAN for EDI
Location's Help Files Ref Directory C\AmIib\Help\

Location's Picture Directory \amlibimmediaimages

Location’s SAN for EDI |

Last Updated: 9 August 2011
Version: 5.3
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4. Click the F3 Save button
The parameter which sets the file types (gifs or jpgs) of the pictures is required next:

5. Click on the Borrower tab

6. Scroll down to the setting Borrower images to be kept in files enter (eg .ipg or .gif) and enter

either .jpg or .gif depending on the type of files you are going to load

%3 Installation - STAFF at Chelsea Library =] = [

Main  LibraryMenu  Installation

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

DEFAULT

Description Value -
Address 3 Postcode Mapping :
Address Check Provider

Borrower Images to be keptin files enter (eg .jpg or .gif)

Default Barrower Type

Both of these settings must then be copied to all locations:

7. From the menu, select Installation > Advanced Copy — the Advanced Parameter Copy screen

will display:

Advanced Parameter Copy P @

| F5Query( FﬁCopy|

Copy Options

Parameter Set  |an j Source Location DEFAULT j

Copy Diescription Value -
Location's Borrower Barcode for Memos
Location's Depreciation Account Mo.

Location's Depreciation Allocation
Location's EAN for EDI

Location's Help Files Ref Directory ChAmlibiHelpt
Location's Picture Directory amlipimmedialimage:
Location's SAN for EDI

Location's Sound Directory

Location's User Passwaord for ILLS Met Interface

TR T

SelectAll Select None

Destination Location(s) ¥ Warn when copying blank parameters

Copy Location -

Belmaont Library
Chelsea DIY Module

Chelsea Library SelectAll

Hastings Library
Hame Library Service

Select Mone

<RRNRTA]

i

Library Processing -

Done
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8. Inthe first box scroll to the setting Borrower images to be kept in files enter (eg .ipg or .gif)
and tick this box and then scroll further down to Location’s Picture Directory and tick the box

beside it (this selects both parameters for copying to the other locations)

9. Inthe table below are the other locations: choose the Select All button next to this table to

automatically tick all of the other locations

10. At the top of the screen click the F6 Copy button — a prompt with the following message will

display: The parameters have been copied.

Installation - Parameter Copy

I-_\ The parameters have been copied.

(=l

11. Click the OK button

12. Click the Done button in the bottom right-hand corner of the screen

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

Running the Borrower Picture Import

1. Navigate to Main > Borrowers > BorrowerPicturelmport — the Borrower Picture Import

screen will display

2. This screen is broken up into 6 steps:

a.

(1) Source Directory of Pictures: select the Browse button and use the drop-down

arrow to browse to where the image files are currently stored, whether thisis on a
drive, USB or CD-ROM — browse to the file folder, highlight any one file from the

folder and click the Open button

Borrower Picture Import - STAFF at Chelsea Library

Main Application  Setup

4 Source Directory of Pictures

Browse

2. Output Directories for Matched Pictures (set in Supervisor) /

Select any picture in directory

Loolk in: | . BomowerPicturelmpart

Mame

&} Baa3l jpg

& RaaT6.jpg

&} B9944.jpg
J]Bogas jpg &~
&} B9999,jpg

€| 1]

Flename:  [B9388pg
———
Files of type: |Image Files (*jpa) ﬂ m

|BELMONT = C:\amlibimmedia\images Psd

=] = w5
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b. (2) Output Directories for Matched Pictures (se in Supervisor): have previously been
set in the Supervisor module (see above), so no changes need to be made here:

Borrower Picture Import - STAFF at Chelsea Library =l = =

Main Application  Setup

4  Source Directory of Pictures

|C:'\Users'\prenticj'\Documents\Work Files\Testing\BorrowerPictt Browse |
2. Output Directories for Matched Pictures (set in Supervisor)

BELMONT = C:\amlibimmedialimages\ j

3. [CHELSEA = C:lamlib\mmedialimagest
CHELSEADIY = C:amlib\mmedialimages\ Browsel

HASTINGS = C:lamlibimmedialimages\

HOME = C:lamlibimmedialimages\

4. MOBILE = C:\amlib\mmedialimages\

PROCESSING = C:amlibimmedialimages\

STACK = Cilamlibimmedialimages\

5. WEB = C:\amlibimmedialimages\

c. (3) Output directory for Non Matched Pictures: allows you to create a folder to save
any photos that are not matched to patrons during the import process —-Browse to a

location where you would like to save these files, Make a New Folder if necessary
and click the OK button when you have chosen a folder:

Borrower Picture Import - STAFF at Chelsea Library e © [

Main Application  Setup

4 Source Directory of Pictures

IC:".Users".prenti{:j".Do{:uments‘lWork Files\Testing\BorrowerPictt Browse |
2. Output Directories for Matched Pictures (set in Supervisor)
|BELMONT = C:\amlibimmedialimages\ ~|

3. Output Directory for Non Matched Pictures

| Browse

Browse For Folder @

Select a Directory for Non Matched Pictures

Pl Help i Select
4 | Mmedia ’:l

Pl IMAGES /orrower pictures
. PLANS
I Jy SOUND
| . Unmatched Photos| i
< | [ / | 3

To view subfolders, dick ymbol next to a folder.

’ Make Mew Folder [ K i ’ Cancel
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d. (4) Match picture filename on: from the drop-down choose what you intend to
match against — this is wholly dependent on how your images files are named — for
example: Barcode, Name, or data in Refl or Ref2:

4. Match picture filename on
|Brcode j

e. (5) Saved file for matched borrowers: create a file into which saved all patrons that

are matched with a photo can be saved — choose the Select button to bring up the
Borrower Saved Query Results screen, highlight a list (or click F1 New, enter Details
and click F3 Save) and then click the F9 Select button to insert that file into the
Borrower Picture Import screen

Borrower Picture Import - STAFF at Chelsea Library EI = @

Main  Application_Sates

F3 Start

4 Source Directory of Pictures

|C:1Users\prenlicj\Docu ments\Work Files\Testing\BorrowerPictt Browse

i

2. Output Directories for Matched Pictures (set in Supervisor)
|BELMONT = C:\amlibimmedialimages\ =

3. Output Directory for Non Matched Pictures

|C:‘|.AmIib\Mmedia‘LUnmatched Photos\ Browse

i

4. Match picture filename on

Barcode -

B. Saved file for Matched borrowers

|Matched Pictures 2011

6. Press the 'F3 Start’ button to import the Borrower pictures

Directory selection was successful | HUM

f.  (6) When all of the necessary data has been entered, the F3 Start button will become
bold

3. Click the F3 Start button to begin the import

4. When the import is complete — the a prompt will display indicating the number of Pictures
matched — for example: Pictures matched = 11 of 11

Picture Match =

Pictures matched =11 0f 11
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5. Click the OK button

6. Close the Borrower Picture Import screen and search for a patron in the Borrower or Issues

module to see the matched displayed image:

Location |CHELSEA

4¥. Borrower Details - STAFF at Chelsea Library =] @ ]
Main  Application Borrower XReferences File
F1 Clear FZlInsert | F3 Update || F4 Delete F5 Query F& Table
BarCode F\.‘ 988 Pin |***** Previous Queries ﬂ ﬂ ﬂ ﬂ ﬂ
3T |1LIBRARY1"MOBILE‘ Given Name Middle Name
Surname |Smith | Sarah |J
Title |M5 Sex |F Balance: $0.00 Picture
BirthDate [16/05/1951  <|[<] > Potential Charges? | R AlwaysShow
Type |A Group |ENG Class
Status |OK 0861047200, 2/298 Selby Street, Osborne, W.A., 6017
Status Date 27/07/2011 0399290800, Level 10, 310 King Street, Melbourne, Vic, 3000

Business Phone
Refl |R45787

Email |sarah-jane.smith@oclc.org

Mobile/Cell | 0400446271
Exclude from Debt Collection |N—

Loan Memo
Ref2 |537586 Count
Use for Notices [Y B 9

Use Mobile/Cell for Notices |_ Lib. Group : LIBRARY
Enquiry Security Level (00-99)

o0

Joined 0370572011 At CHELSEA Modified 080872011 T:41:17 PM Seq set ?Size
Reg Exp. 04/10/2094 Last Active 15/0712011 by  STAFF 1 1 200
Enter SURNAME | NUM
wil Tssues - STAFF at Chelsea Library Monday, & August 2011 9.45 PM =] @ ==
Main Application Borrower [tems  Print
FiClear | F3RenewAll| F4Bor? | F5item? | F6A4Style | F7BookMark | F&MNewlssues | Fdlssues | F10 Statement |

v Show Items
|BE]988 Name Potential Charges | $0.60
A [oK [CHELSEA | Smith
Type Status  Locn Ms ol J B
al. |$0.00
Group Class | | |— 4

[ENG | [0861047200, 2/298 Selby Street, Osborne, WA, 6 Memos |2  Loans |2

Form Rsv Title ! Author / Call No Item No Due Back T.Loc P.Loc Ren

BK | 0 :4.50 from Paddington / Agatha Christie / C 980215342 29/07/2011 | CHELSEA CHELSEA 1

BK : 0 :Doctor Who and the auton invasion / Terr; 980387259 29/07/2011 |CHELSEA CHELSEA 1

Adjust
ftem || = IDay | 3Day| 1Wk| awks| ‘e
Borrower Bar Code Entry Field | NUM
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MASS BORROWER CHANGE

Most school libraries use their Administration data to update patrons for the new Student year. If
this is not available, it is possible to globally change students to their new classes or groups, as

shown below.

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

1. Launch the Amlib client

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

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

a.
b.
C.

d.

Highlight the field to search on: Group

Choose Operator: =

Enter the Where condition, or the exact data you want to find — for example: CHI

Click the Paste button to insert the clause into the table

4 Query Description

5!" Borrower Where - STAFF at Chelsea Library
Main  Application
F1 Clear F2 Insert F4 Select F5 Query F& Count FT GtoFile F& Order
1 Choose Column to Search 2 Choose Operator
Sex -
Balance " LIKE " LIKE "IN (o)
BirthDate
T*Ee E‘ = =
[

Class m < < s >
Status
Location
Ref1
Ref2
Email 3 Type the WHERE Condition
Use for Notices
Mobile/Cell M |CHI

{ T

Column Operat| Where ]

i

Delete |

NUM

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

Sort &+ Asc  ( Desc Operator: ISTN:F j

Details Allow other
operators to
access this file

(YIN)

File
Mo

Last
Updated

] »

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

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

7. Click on F3 Save button

8. Highlight the new Saved File and click on the F9 Select button to save results to this file

"-, er Saved Query Results 'T‘_J
Finew | r2empt | 3 save | o) oeiete | F5Query | roprnt | 7 Copy | Fa paste | ro serect )
Sort (v Asc  Desc Operator: ISTAFF j
Details Allow other Qty Last File o

operators to Lipdated Mo j
access this file
(YN}

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

ﬁ

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

10. Click the OK button

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

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

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
Page 35



School Tasks in Amlib

Borrower Saved Query Results

Sot ¢ Asc " Desc

Operator: |STAFF

Details

Allow other
operators to
access this file
(YIN)

Qty

Updated

Last

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

14. From the Borrowers List screen, select Table > Mass Borrower Change

Seq

Main

{!" Borrower List - 8§ rows
Table | XReferences File

Mass Address2 Delete
Mass Address3 Delete

Mass Borrower Change

CHELS

Ca| =~ | || d=|o|ba

Mass Borrower Deletion
Mass Memo All Borrowers
Mass Memo Marked Borrowers

Mass Memo Delete

Continue Query
Restart Query

Print
Report

Sequence

CHELS

CHELS

CHELS

INTERE 87351

CHELS

INTERN

CHELS

CHELS

R e el TR TR X

F11

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

Mass Change of Borrowers within a File

Status
Location
Ref1

F3 Update

1 Choose Column to Change

< Type the New Column Val

Column

New Value

Group

=:DUT

N
Paste | )

Delete |

[l »

7. Enter the following settings:
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a) Select the field you wish to change for all stockitems in the file example - Group

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

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

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

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

{;;Borrower List - & rows = @
Main Table XReferences File
Seq Surname Name Title | Middle| Sex Type Status | Loan{ Locn f| Group | Class | Refl | Ref?2 | Address1 BarCode -

1|Leong lelso | M iA DK 0 {CHEL$:DUT 97645 95435343, 1{Ba8az

2| Liu Ding M iA DK 0 {CHELE§DUT 74

3| Liu Xaio 53 F 12 Ok 0 :CHEUSEDUT

4L e Fia o 0 iCcHEUBEDUT 24

5 A HELEE DUT TERM 97

-] s FiA 0 0 {CHELY{DUT IIFTER

7 James  iMast M 12 [OK 0 jcHELRouT if

8 Sam Mast M 12 (0K 0 {CHELSEQUT

v/
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HOW TO CREATE A BORROWER BARCODE LIST

Amlib has the facility to print lists of barcodes:

e Install the barcode font — see attached ZIP file
o Use the &BARCODG.QRP (list of barcodes: Name and Group) or &BARCODE.QRP (list of
barcodes: Name only)

Install Barcode Fonts

1. Unzip the attached Barcode Fonts.zip file
2. Create a folder named Barcode Fonts
3. Copy the Barcode Fonts folder into your Amlib folder on the C: drive or network server
4. OnyourPC:
a. Go to Start > Control Panel > Fonts
b. From the File menu, select Install New Font...

c. Find the Amlib folder and double-click the Barcode Fonts folder

— 1 Add Fonts

List of fonts:

Free 3 of 9 Extended Regular (TrueType)
Free 3 of 3 Regular [TrueType] Clage

Select Al

I IIIm

Folders:
o hbarcode fonts Drives:
= et =1 v Mebwark. ..

Copy fonts to Forts folder

d. Choose Select All to select both font files

e. Click the OK button
The fonts will then be loaded.
Save the Template
e Save both the &BARCODE.QRPand &BARCODG.QRP templates into the Amlib/Reports
folder on the Amlib server. This will make the template available for use for all users.

Alternatively, you may save it into a local folder on your PC — but please be aware, that the
template (once loaded) will only be available for use on that PC.
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Load the Template

1. Launch the Amlib client
2. Go to Main > Reports > RepAddNew — the Report Files screen will display
3. Select Borrower from the Report Entity drop-down menu
4. Click the F1 New button —the Borrower - New Report File screen will display
5. Type in a Description — for example: Barcodes by Group
6. Click on the Browse button —the Choose Report screen will display:
73 Choose Report @
Lock in: | Reports j IfF B~
MName = Date modified -
&BARCODE.QRP 4/03/2011 10:57 AM
‘= &BARCODG,ORP 280472011 7:57 PM
&EBBARCODE.QRP 28/04/2011 7:57 PM
&BCAT.QRP 4/03/2011 10:57 AM
&BCLT.QRP 4/03/201110:57 AM
4 mn 2
Fie pame:  |4BARCODG.QRP Open
Files of type: |S‘,rstem Report Templates (8*.qm) j Cancel
7. Change the Files of Type: dropdown to System Report Templates (&*.qrp)
8. Navigate to the Amlib/Reports folder on your Amlib server and locate the &BARCODG.QRP
template to be loaded (if the template has been loaded onto your PC — then navigate to the
local folder)
9. Click the Open button
10. Choose Type = Borrower (Default)
11. You can leave Default Stats Code and Default Detail Stats Code blank
12. Update Entity (Y/N) =N
13. Click the F3 Update button
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Borrower - New Report File... @

F3 Update | ‘ F5 Query

Description | Barcades by Group

Template | 8BARCODG.QRP Browse

Choose Type | Borrower (Default) j

Message ( may be splitin2 x60 or 3 x40)

Default Stats Code Default Detail Stats Code

Update History (Y/M) |_ Update Entity (Y/M) m

14. Repeat steps 5 - 14 to add in &BARCODE.QRP — Barcodes by Name

15. Close out of the Report Files screen
Create the Report

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

2. Click the F1 New button

3. Select the Barcode by Name (&BARCODE.QRP) or Barcode by Group (&BARCODG.QRP) -
you will need to load separately

Select Report Format @
Description Update| File Name -
Entity
Account History Count == 3 M i&borh3n.arp
Account History Count==6 &borhBn.qrp
Audit &borraud.qrp
Automatic Borrower Update &BORUPD.QRF

R
&BBARCODE.Q

Barcodes by Name M
Bor List with Barcodes M &barcode.qrp
Borrower Address Labels M i#AddLabl.grp
Borrower Card M i&borcard.qrp
Borrower Card with picture M &BORCRDP.QF
Borrower Circulation Automatic Update Y {&BORCUPD.QF
Borrower count by Location, Type & Gender M &bctg.grp
Borrower count by Location, Type & Suburb M i&bctarp

M

Borrower count by Type/Location, Gender/Type & Class/Type

&Bctsch.grp

4. Type in a Report Description — for example: Barcodes for Students

5. Click the F3 Save button
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#7 Borrower Reports - STAFF at Chelsea Library o] B |
Main  Application
F1 New F2 Modify F3 Save F4 Delete F5 Query F& Print F7 Where F8 View F9 Order F10 More
Text for Leﬂerl Manage Email Attachments |
Repor| Updat: Report Report Template &
Stats | Entity Description Type i
Code | (YIN)
{ N iAddress Labels ‘Borrower Address E#AddLabl.qrp
| iBarc | ) i RCODG.QF
N Borrower Audit Audit &borraud.qrp
N iBorrower Card with Picture Borrower Card witt SBORCRDP.QF
N Borrower Email Borrower Letter by &nladdem.qrp

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

a. Add in search criteria for BorGroup, BorClass and/or BorType (or whatever you wish
to choose)

b. Click the F3 Save button when complete
7. Click the F9 Order button — the Borrower Reports — Order By screen will display

a. Use the arrow keys to add your sort by fields (for example: BorGroup and Surname)

b. Click the F3 Save button when complete

Borrower Reports - Order By @

e T I

Columns Order By

BorBarMo ASC DESC |
PIM b

Given

Initial

Title

Sex

BirthDate

BorType

BorGroup

BorClass

BorEAddrAddr

BorlseEmail %
Bor Mobile/Cell Mumber

Bor use Mobile/Cell = e | DOWN |

»

Column -
BorGroup ASC I

Surname

2 |- [

8. Click the F8 View button — a prompt with the following message will display: This type of
report may use a Saved File as a Source. Do you want to select the file now?

Select File for View @

|"/ -'\-I This type of report may use a Saved File as the Source. Do you want to
' select the file now?

Yes ﬂo E—
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9. If you had previously entered no F7 Where parameters, you may wish to click the Yes button

and select a Saved File from the list, otherwise click the No button

10. The Report — View screen will display:

#77 Report - View [r= |- ]
R 8| « > |» ‘A
setrcote ap Barcodes by Group - Barcodes for s

Students
Surname First Name Barcode
Defraine ermyn AT
B236
Dewberry Diane AR
B211

11. You can print from this screen by choosing the printer icon at the top of the screen
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START OF YEAR DATES

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

53 Installation - STAFF at Chelsea Library =] @ ==
Main  LibraryMenu  Installation
All ‘ Borrower ‘ Catalogue ‘ Circulation Stockitem System Other |
DEFAULT
Description Walue -
Adjust the date due by ### minutes for overnight hourly loans 12
All items must be returned by the following date: 191212011
All Semester loans are due back on the following date: 12122011
All Term loans are due back on the following date: 12122011
All Year loans are due back on the following date: 121212011
Allow hourly loans to be issued overnight {Y/N) Y
Are there different closed days depending upon the location (YiN) Y
Are there different loan parameters for each location (YiN/G) M
Automatically answer Y to Fines on Chute Returns M
Automatically answer Y to Fines on Normal Returns M
Calculate all fines from the grace (Y) or overdue (M) date M
Calculate renewal date from due date (Y/N) M
Check (B)orrower or (I)tem for fines and charges B
Claims returned process code
Diays of week where ALL locations are clased (0=Sun, ..., 6=5at) 06 L

MUM

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. Click 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 click the OK button
3. The Installation screen for that location will then display — for example: Chelsea Library

4. Select the Circulation tab

&4 Installation - STAFF at Chelsea Library =] ® =

Main  LibraryMenu  Installation

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

Chelsea Library

Description Walue -

Adjust the date due by #H minutes for avernight 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/MN)

Automatically answer ¥ to Fines on Chute Returns

Automatically answer ¥ to Fines on Mormal Returns
Calculate all fines from the grace (¥) or overdue (M) date
Calculate renewal date from due date (Y/N)

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. Click 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. Click 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/HOLIDAYS (INSTALLATION & CALENDAR)

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 (=] @ |23

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
of L i
ollection Borro

Deb wer Status

Default Booking Incremenet

Display a confirmation message of Credit (YiN)

Dizsplay Chute Returns on the Main Menu instead of Returns
Display the borrower's image in Circulation screens (YiM)
Fines for an item cannot exceed the price ofthe item

Give a Message when an Interlibrary Loan is Returned

Hide the Message ITEM BELOMGS AT LOCATION XX in Returns

If a borrower owes money go straight to collect on Issue 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

ZIZIZiZiZ2RI 2RI ==

NUK

4. Adjust the following settings:

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

5. Click the F3 Save button when complete

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

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

To mark a date as a closed:

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

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

Sl Calendar - STAFF at Chelsea Library =] = ==

Main LibraryMenu  Calendar

F2 set F3Upda‘le| F4De|ete| F5Query| FF{{| F8< | Fo> | F'H]}:-l

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

Heliday (=230

Holiday

| Melbourne Cup

DK | Cancel |

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

e Click the OK button
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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:

54 Calendar - STAFF at Chelsea Library (o] @ [

Main LibraryMenu  Calendar

F2Set | F3Update | F4Delete | | F5Query | Fre< | Fa< | Fo9> | F10>> |

Chelsea Library

November 2011
Sun  Mon ~ToeN\Wed Thu Fri Sat

( 1 )2 3 4 5 Date Description

AN 7 —b1 Hov 2011 ;Melbourne Cu

8 | 7~ 9 | 10| 11| 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30

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

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

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

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

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

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

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

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

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

one year in advance

Remove a Closed Date

1. Toremove a closed date, highlight the date
2. Click the F4 Delete button — this will mark [x]the Closed date for deletion
3. Click the F3 Update button when complete

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

Closed dates in Calendar can be copied to other Locations.

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

I , This will make every location have exactly the same holiday settings as

- 4 'CHELSEA'. Continue?

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

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

Calendar @

[0] Calendar successfully reproduced

4. Click the OK button

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

Different Closed Dates for Each Location

If different closed dates are required for different Locations.

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

3. The set the closed dates for this Location

4. Click the F3 Update button when complete

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

Accessing the Data for the Download

1. Launch the Amlib client

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

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

Tag | Ind | Ind| Sub Subfield -
No | 1 | 2 Field Data

|

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

4. Locate the file to be processed by using the Look in: drop-down box — for example: if the file

is on the C: drive, the Look in: box may say Local Disk (C:)

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

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

Bibliographic Data

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

1. The Marc Import — Open screen will display:

Marc Import - Open @

Marc Options
Only load Marc records containing:

+ Bibliographic Data

" Authority Data

Update the database without viewing
the Marc records.

Load Range
v Al " Range

Start Reading From 1
Max Records to Read | 999999

0K | Cancel ‘
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Please Note: If the Import file (Bibliographic or Authority) contains more than 9999 records, it is

recommended that Open and Update is selected (ticked) so that all records can be loaded into the

database. This eliminates the need to load in sections. The maximum records that can be viewed in

the Holding file is 9999 records.

HEADING FIELD

EXPLANATION/OPTIONS

EXAMPLE

Marc Options Bibliographic

Data

Bibliographic data to be created
for the Catalogue.

Data from external
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 have to 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. Click 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 & Stockitem data Floor Loc |
(" Brief Catalogue & Order data
Process |
When displaying the records show: Item Prices
& Alltags in the file Min. Price of an item | 50.00
~ ) )
e T TE LT Appreciate items by | 0.00%
New Catalogue Security Level | o [ Depreciate old stockitems
Mew Authorities Security Level ,D_ [ Use average price if no price
OK | 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. Click the OK button once you have completed modifying your settings

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

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

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

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

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

Stockltems > StockitemForms or StockitemStatsCodes table for the particular code.
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Reviewing Records to be Imported (Optional)

It is possible for the importer to review (and edit) the MARC data being imported.

1. If the importer has decided to review the records being imported (see Bibliographic Data

step above), the Marc Import screen will display:

18 Marc Impart - STAFF at Chelsea Library
Main  Application  Window

E=8 Hch =)

F1 Open ‘

F2 Save

F3 Update

F4 Delete F5 Report]

File: Documents\Work Files\Testing\Marc Files\OverDrive\atnba-20110520a.mrc

Record

‘ F7 << F§ < F9 > F10>>
2

No
100

1

Tag Ind | Ind| Sub
2 | Field

d

Subfield
Data

1936-

245

0

a

David Suzuki

245

1
1
1
1

0

h

[electronic resource] :

245

0

the autobiography.

260

Vancouver :

Insert
Update

Delete ‘

260

Greystone Books,

260

c2006.

300

1 online resource {405 p.) :

300

ill., ports.

500

Includes index.

Modify

Restore ‘

588

miein Tie 0 O

Description based on print version record.

600

1

0

Suzuki, David T.,

Price

Form |BK

Accession Date |09/08/2011

Cost

LU0 —

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

Find

Once the data has been reviewed, click the F3 Update button

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:

Marclmport - Find

=5

Tag: Subfield: | | Case Sensitive

String: |

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

3. It will then find any matching data in the record currently being displayed:

[E=5 B =

Catalogue Update Options

@4 Mare Import - STAFF at Chelsea Library (UM DB v5.3)

Main Application Window

F1 Open | F2 Save F3 Update; F4 Delete F5 Report | FT << F& < F9 > F10 >>

File: prenticj\Documents\Work Files\Testing\Marc Files\OverDrivelatnba-20110520a.mrc =~ Record No: 3
Tag Ind Ind Sub Subfield o
No | 1 | 2 Field Data nsert
245110 h :[electronic resource] :
4510 b ihelping your teenager get the most out of high school /
p Update
245010 ¢ iErin Shale
260 a  Crows Nes MarcImport - Find &2
260 b iAllen & Un Tag: [650  Subfield: |— [ Case Sensitive Delete
260 c 12005, |
- String
300 a i1onlinere Modify
500 a Title from Find Mext Close
504 a iIncludes b
520 a A practical guide for parents who want to help their teenager make the Rastore‘
a :Title page; C ; Acknowledg Introduction; Part | Parent Po
a :High school students il
Item No ‘STOCK????????? Accession Date |09msrzm1 Cost |0.00
Form |BK Stats Code |ANF Location |CHELSEA
Searching Record No 3.

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

When an incoming Catalogue is matched with
an existing Catalogue

Display an IGNORE/REPLACE message

B

Keep the existing Record ie NO UPDATE

Add Authorities but Replace Mon-Authorities

b IS B

Replace the existing Catalogue

v 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

Item Options

When an existing Catalogue is replaced
all existing Stockitermns:

™ 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

(v Exact © Any

[ Only create stockitems

OK | Cancel |

X5
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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
ENTIRELY

All tags from the Import are used, overwriting any existing
data

FIELD OPTION EXPLANATION
Replace all Don’t delete the | This will vary according to the setting in Main > Supervisor
tags EXCEPT: following tags > Installation > Catalogue tab:
from the
existing e MARCImport Replace: don’t delete these tags
catalogue eg. from the existing cat
650,700

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 eg.
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 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

| 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 eg.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 click 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.

=5

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)

Click the OK button

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

member processing the data.
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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 : David Suzuki [electronic resource] : the autobiography.

260 :Vancouver : Greystone Books, c2006.

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

500 iIncludes index. -

It has been matched against the current upload record:

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

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

260 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? Click 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...

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

"

Update @

101 Record Numbers 1 to 5 have been Updated.

9. Click the OK button

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

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.
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MODIFY A CATALOGUE RECORD USING THE WORKSHEET

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

1. Launch the Amlib client

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

3. Locate the item to be modified using F5 Query:

pit Catalog - STAFF at Chelsea Library

Main Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F& Table FT << F8 <

fe|l = =

Rowling, J. K.
Harry Potter and the prisoner of Azkaban / by J. K. Rowling.
London : Bloomsbury, 2004.

078-0-7475-7376-0

| 0 Group [LIBRARY

Security

Opac View Restriction (Y/N): ,T

STAFF
STAFF

Previous Queries ﬂ J J J J

Audio | Image

Holdings

19/05/2011 3:15:58
19/05/2011 31558

Tag | 1 2 Data AGro +
008 10052652004 enk

020 978-0-7475-7376-0 LIER
040 QuT

245 : 0 | 0 :Harry Potter and the prisoner of Azkaban / by J. K. Rowling. LIBR

4.

screen will display:

il [|E3
Insert
[

Modity |

From the menu, select Catalogue > Catalog Modify using Worksheet — the Work Sheet

£3 Waork Sheet - STAFF at Chelsea Library

Main  Application Catalogue

F6 5F Ins F& 5F Del

FiCheck | F2insert | F3save | F4Delete | ‘

=8 Ech =

Opac View Restriction (Y/N): W

s

/ Publisher (Imprint)
Tag | 1|2 1-a 2-b 3-c
No Place Name Date
of publication : ublisher , of publicatiol
Qut .
Field Heading Subfield
0 { 0| Harry Potter and the by J. K. Rowling.

prisoner of Azkaban /

London : :Bloomsbury,
300 317p.; 20 cm.
500 Sequel to: Harry Potter

and Chamber of Secrets.

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

record
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6. To enter additional tags, click the F2 Insert button —the Select For Creation table will display:

10.

11.

ﬂ Select For Creation = @
Tag Description -
MNa
610 Subject- Corporate name

Subject - Meetin/Conference name
650 | Subject- Topical term
Sub
Index Term - Uncontrolled

ject - Geographicterm

Index Term - Genre

Find the required tag and double-click (or select and press <enter>) it to select it —a new
entry with the selected Tag No will appear in the Work Sheet

Add the required data

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

Please Note: 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)

The Existing Authority Options screen will open displaying all matching Authorities and the
number of Catalogue records which use each Authority:

X5

Existing Authority Options

Double click an entry to send it back to Work Sheet -

Has| Comments Cat
Mot

N 1 iMagic

iMagic - Fiction.

[ tiote |

Search Term

Tag No: 650

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

Sequel to: Harry Potter
and Chamber of Secrets

. Magic

. Hogwarts School of

Witchcraft and Wizardry { :
500 Sequel to: Harry Potter
and Chamber of Secrets.
. 650 : 0 7| Magic Fiction.
653 Hogwarts School of
Witchcraft and Wizardry (

13. Once selected (or if there is no matching Authority), click on the red [X] to close the selection
table (if there were no Authorities found the contents of the tag being checked will turn red,
if there were Authorities found but none were selected the contents will turn pink)

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

15. If new Authorities are to be created, a prompt will display with the following message: Some
new Authorities will be created. Continue with Save? (the new Authorities will be
highlighted in red, so you can check them)

Save X

l:e] Some new Authorities will be created. Continue with Save?

16. Click the Yes button

Editing of the record is now complete.
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PROCESSING E-BOOKS & AUDIOBOOKS (WEBLINKS)

It is possible to load e-book and audiobooks holdings into Amlib.

e Ane-book is a digital representation of a printed (hard copy) book. E-books are read via text -
there is no sound capability and can be read (or viewed) with different software on a
desktop, pocket PC, E-book reader, iPad, Kindle, smart Phone or other device that supports
the file type that the book is in (for example: Adobe Acrobat Reader)

e An audiobook is a sound recording of a book. It may be in cassette tape, CD, MP3 or WMA
(Windows Media Audio) format. One listens to audiobooks via an iPod, MP3 player or on a
PC.

e An e-audiobook is a downloadable audiobook (these are available from OverDrive)

E-books can be supplied via a vendor — for example: OverDrive, Bolinda, etc. See separate notes on
setting this up.

NetOpacs

e Amlib can connect to e-book vendors using a SIP2 connector and therefore validate
membership to the library with use of barcodes to make e-books and audiobooks available
via the NetOpac Interface

e Alterations to your Amlib NetOpacs — contact Amlib Support for a quote
Authority
Ensure the 856 — URL Authority tag has been defined, and that there is u and z subfields:

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTags — the Marc Tags Within the System screen will display:

3B \arc Tags Within the System - STAFF at Chelsea Library (UM DB v5.3) = =@ ==
Main  Application
F1 Hew | F2 Insert | F3 Update| F4 Delete F5 Query F& Print FT SubF F& Format
Tag Tag Defa Defa| Canthe | Isthe Tag |Keyworn Default Allow Tag -
Mo Description Ind1Ind2 Taghbe |anAuthority Search Catalogue Xrefs with these
Repeated | thatis only | Code Show comma sep list
ina usedin 1 Sequence
Catalogue | Catalogue
(YiN) (YiN)
780 :Preceding title entry Y M T 78000 (780
785 i Succeeding title entry ¥ M T 78500 :785
852 i Brodart Holdings Y Y H 85200 (852

lectronic location and ac ¥
8380 i Alternative Graphic Representation (
900 iHeadline

Y 83000 [&s0
N X 90000 {900

=i

3. Check to see if the 856 | Electronic location and access tag is in the list of tags (it may be
also be called 979 | URL Link)
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4. Ifitis NOT present, then you can add one as follows:

Click the F1 New button

b. Fillin the fields as shown in the table below:

HEADING

DETAILS

Tag No

856

Tag Description

Electronic location and

access
Default Ind 1 <leave blank>
Default Ind 2 <leave blank>
Can the Tag be Repeated in a Catalogue (Y/N) | Y
Is the Tag an Authority that is only used in 1 N

Catalogue (Y/N)

Keyword Search Code

<leave blank>

Default Catalogue Show Sequence

85600

Allow Tag Xrefs with these comma sep list

856

Click the F3 Update button to save the tag definitions

5. You will also need to check/create subfields for the 856 tag:

Highlight the 856 Tag

b. Click the F7 SubF button- the Tag Subfields table will display:

Tag Subfields

Filiew | F2 nsert| F3update | FaDelete |

F5 Query | 6 Print

\856 \Electronic location and access

Sub- Subfield Can be |Authority| UsedIn|UsedIn| Create | Seq | Also | Also
field Description Repeated| (Y/N) | Search | Marc Key- | Mo |Create| Create
(YIN) Key | Display | words Tag | SubF
(YN YY) | (YIN)
u {URL Y Y Y Y M 10
z iDescriptor Y Y Y Y M 20

Add an (u) and (z) subfield as shown in the table below

d. Click the F3 Update button when complete

-~

HEADING DETAILS
Subfield u z
Subfield Description URL Descriptor
Can be Repeated (Y/N) Y Y
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Authority (Y/N) Y Y

Used In Search Key (Y/N) Y Y

Used In Marc Display (Y/N) Y Y

Create Keywords (Y/N) N N

Seq No 10 20

Also Create Tag <leave blank> <leave blank>
Also Create SubF <leave blank> <leave blank>

The 856 tag has now been configured.

Authority - Marc Take-Up

In many cases Marc records are available from vendors to download into Amlib using Marc Take-Up.

In most instances, users would select the option in Marc Take-Up to bring a Catalogue AND

Stockitem into the system.

You are now ready to load the e-book or audiobook Marc (.mrc) file into Amlib via the normal Marc

Take-Up window:

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTakeUp — the Marc Import screen will open

3. Click the F1 Open button — the Open dialogue box will display

4. Navigate to your E-book (containing data from OverDrive, Bolinda, etc.) folder and select the

relevant .mrc file

84 Open ()
@uv| < Testing » MarcFiles » OverDrive - | +3 | | Search OverDrive jel [
Organize » New folder =~ O @

't Favorites Documents library Arange by: Folder =
Bl Desktop OwerDrive
& Downloads 3 Name -
= Recent Places
| atnba-20110408a.mrc
Librari atnba-20110520a.mrc
o Libraries =
3 Documents
—. Music
&= Pictures
ﬂ Videos
) Homegroup
% My Computer (| m [
File npame: atnba-20110408a.rmrc - |C0mm0n IMarc Files v|
[ Open |vl | Cancel |
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5. Once the file name has been located, use your mouse to highlight it and click on the Open
button —the Marc Import — Open dialogue box will then display:

Marc Import - Open @

Marc Options
Cnly 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 |

6. Complete the options using the above table:

d. Marc Options = Bibliographic Data

e. Open and Update = ticked, unless you want to view each individual MARC record

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

7. Click the OK button — the Bibliographic Options screen will then display***:

Bibliographic Options - Open and Update @
Marc Details Item Defaults
We think the file contains US Bib Please specify default values for each
item in the fields below
Total Bibliographic records 1 Form Type |EBK
Total Authority records 0 Location | CHELSEA
Each bibliographic record centains: Lib Group | LIBRARY
" Catalogue data enly Stats Code | SFIC
* Full Catalogue & Stockitem data Floor Loc | OVERDRIVE
Process
When displaying the records show: Item Prices
f* Alltags inthe file Min. Price of an item | $0.00
~ : ]
(S R (e e T Appreciate items by | 0.00%
New Catalogue Security Level |0 [ Depreciate old stockitems
Mew Authorities Security Level 0 7 Use average price if no price

oK | Cancel ‘

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
Page 67



School Tasks in Amlib

8. Ensure the following Marc Details are selected:

g. Each bibliographic record contains =Full Catalogue & Stockitem data

h. When displaying the records show = All tags in file

9. Complete the following Item Defaults:

i. Form =type in an applicable Stockitem Form Code — for example: EBK

j-  Location = an applicable location code — for example: SLIB

k. Stats Code = an applicable Stockitem Stats Code — for example: SFIC

I.  Floor Location = could be useful to have a specific Floor Location — for example:

Overdrive

10. Click on the OK button when complete

11. For users, who didn’t tick the Open and Update option box at step 6 above, then the
following Marc Import screen will display:

a. Review and alter the Marc record as required using the Insert, Update, Delete,

Modify and Restore buttons along the right-hand side of the screen

b. Click the F3 Update button when complete

&, Marc Import - STAFF at Chelsea Library
Main Application Window

(o] & =

FiOpen| F2Save| F3uUpdate F4Delete F5 Repor] ‘ ‘ |
File: prenticj\Documents\Work Files\Testing\Marc Files\OverDrivel\atnba-20110408a.mrc =~ Record No: 1
Tag |Ind | Ind| Sub Subfield =
No | 1 | 2 Field Data el
000 a 02358cim a2200505Ka 4500
00 a ocn708579150
003 a 0ColC e
005 a 20110411033801.0
006 a m h Delete |
007 a sz uunnnnnuneu
oo7 a |{cr npannnunuuu Modify
008 a 1103252011 miunnnno f nengd
040 a TEFOD
040 ¢ TEFOD Restore|
040 d [ TEFOD
040 d [ATNBA i
Item No | Accession Date Cost
Form Stats Code Location |
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12. The Update Options window will then display, where Cat(alogue) and (Stock)ltem Options
can be selected:

Update Options @
Cat Options ltern Opfions
When an incoming Catalogue is matched with When an existing Catalogue is replaced
an existing Catalogue all existing Stockitems:

" Display an IGNORE/REPLACE message ® [T e e

" Keep the existing Record ie NO UPDATE " Are relieshed om e Catslogue

" AddAuthorities but Replace Mon-Authorities & Are refreshed except lines:

(+ iReplace the existing Catalogue: eg. 15,6
5]
[~ Replace all tags EXCEPT:
Don't delete the following tags from the Please choose the locafion to use when
existing catalogue eg. 650,700 matching an order

| (v Exact T Any

Don'timport the following tags from the
incoming catalogue eg. 650,700

[ Only create stockitems

OK | Cancel |

13. Cat Options: When an incoming Catalogue is match with an existing Catalogue:
m. Replace the existing Catalogue = marked

14. Item Options: When an existing Catalogue is replaced all existing Stockitems:
n. Are refreshed except lines: 6

15. Click the OK button when complete

16. A Saved Files screen will then display — enter the Saved File names to be used for the new e-
books:

Saved Files - Open and Update @
Saved Files

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

Catalogues | OVERDRIVE 24/6 Browse...

Authorities | OVERDRIVE 24/6 Browse...

i

Stockitems | OVERDRIVE 24/6 Browse...

OK | Cancel
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17. 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

18. Click the OK button

19. The Marc file will then be imported
Would you like to see a list of the imported records?

1. Open the Authority, Catalogue or Stockitem module(s)

2. From the menu, select File > Display File — the Saved Query Results screen will display:

Stockitern Saved Query Results @

Filew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7Copy | F8Paste | Fo select |

Sot @ Asc ¢ Desc Operator:  [STAFF |
Details Allow other Qty Last File -
operators to Updated Mo
access this file
(YN}

OVERDRIVE 24/6 .6 {24/06/2011 5:47-03PM |
Chelsea Fiction Y 0 [16/05/2011 7:37:44PM | 2973
Changes July 2006 Y 0 [25/07/2006 1:02:42PM | 2837

3. Highlight the filename and click the F9 Select button
4. A List of imported items will then display
*** |f your import failed to automatically create a set of stockitem records (and the We think this file

contains field on the Bibliographic Options — Open & Update screen displayed US AOL, then it is
probable that your Marc Import Definitions need changing — see Marc Import Definitions (below) for

more information.

Stockitems

Think about how the Stockitems will be held:

e |tem No (Barcode) — STOCK barcodes generated by Amlib
e Form - Create new Form code — (ABK) Audiobook and (EBK) E-book (see below)
e Stats Code — Create New Stats codes??

e Floor location or Location to indicate that are for downloading rather than to select

from the shelves — for example a new Floor or Location of OVERDRIVE

e Set up would be similar to ClickView items
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Form & Stats Codes (Optional)

It is possible to enter a unique Form (Format) code to be used with the e-book and audiobook
records

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

@ Form Codes - STAFF at Chelsea Library [ 2 =]
Main  Application  Window
F1 Hew | F2 Insert F3 Save F4 Delete F5 Query F& Print F7 Loan F& Validtn | F9 Display |
Form Description Allow Floating Cat Def -
Loan ? Defined
Cl Community Infermation N N N
CR iCD ROMs N N N
DVI :Digital Video N N N
EQ :Equipment Y N N

2. You can add one as follows:

a. Click the F1 New or F2 Insert button

b. Fillin the fields as shown in the table below:

HEADING DETAILS
Form EBK
Description E-Book
Allow Loan N
Floating? N
Cat def Defined <leave blank — will auto-complete>

c. Click the F3 Update button when complete

Item No | STOCKO00368989B

Cat Ref No 36464

#": Stockitem - STAFF at Chelsea Library =] =@ [
Main  Application [tem  XReferences File
FiClear | F2insert | Fiupdate| Fanetete | F5auery | | |
Query Via
T Item © Cat * Keyword [ Any

Previous Queries J J J J J

Title

Author
Publisher
Series/|SBN
Subject

Call Number

44 Charles Street [electronic resource] / Danielle Steel.

Steel, Danielle.

Grand Haven : Brilliance Audio, 2011.
Brilliance Audio on compact disc
Boardinghouses

8131.54

2011

SFIC

| Form |EBK

[ call Set|

Description

Copy No / Convert |

Location
Perm |CHELSEA Temp |CHELSEA

Floor |OVERDRIVE

Origin/Source
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NetOpacs Display

The NetOpac can be altered to give information about the records:

2. 44 Charles Street [electronic resource] / Danielle Steel.

Steel, Danielle.
Grand Haven : Brilliance Audio, 2011.
Click here to download e-audio

http://excerpts.contentreserve.com/FormatType-25/0857-1/478546-44CharlesStreet. wma

Select Location: Status: Call No: Item Type:
] Digital Download  Available with 0 reserves Downloadable Audiobook

ISBN 978-1-423-38821-0 (electronic audio bk.) ( 1423388216 )

Author Steel, Danielle, 1948-

Title 44 Charles Street [electronic resource] / Danielle Steel.

Z;?:if?tmn Grand Haven : Brilliance Audio, 2011.

ZZ:E:;LW 1 sound file : digital.

Series Brilliance Audio on compact disc

Series Brilliance Audio on compact disc

f;tr;eral Downloadable audio file.

General . . .

ote Title from: Title details screen.

gstr;eral Unabridged.

S;tr;eral Duration: 08:48:16.

Performers Read by Arthur Morey.

Summary The plumbing was prone to leaks, the furniture rescued from garage sales. And every square
inch was being devotedly restored to its original splendor -- even as a relationship fell to pieces.
Now Francesca Thayer, newly separated from her lawyer boyfriend Todd, is desperate. The
owner of a struggling art gallery, and suddenly the sole mortgage payer on her Greenwich
Village townhouse, Francesca does the math and then the unimaginable. She puts out an
advertisement for boarders...

Subject Boardinghouses - Fiction.

Subject West Village (New York, N.Y.) - Fiction.

Genre Audiobooks.

Genre Downloadable audio books.

igfhec?r Morey, Arthur.

Internet link Click here to download e-audio

Internet linle httn- / {ewrerntse contentreserve com/FaormatTune-25 /0857 -1 IATR54h6-44CharlecStraat wma
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Other Things to Consider

If a new Form code or Stats code (or both) are used it is possible to set an Opac Description (which
will display in the NetOpacs) the Opac Form Descriptions:

e Main > Supervisor > Opacs > OpacFormDesc

Main LibraryMenu

Sy Opac Form Descriptions - STAFF at Chelsea Library EI = @

Filiew | F2Insert

F3 Save | F4 Delete F5 Query

If an Opac Description is not specified for a particular Form/ Stats combination
then the code that will be displayed can be specified by setting the 'Show both
the Form and Stats in the Form column?’ Opac parameter.

Form Stats Item Opac a
Count Description
cl cl {20 | COMMUNITY GROUP
, {EBOOK
EQ EQ 6 EQUIPMENT
LH LH 12 LOCAL HISTORY

Ensure the 856 Tag is included on the Marc Tags Within the System screen:

e Supervisor module: LibraryMenu > Opacs > OpacDisplayTags

Q Marc Tags Within the System - STAFF at Chelsea Library EI = @
Main  LibraryMenu
F1 Hew | Insert Update Delete | | Query FromAuth
Tag Parameters for Opac Catalogue Display
Tag Tag -
Ho Description
740 Added entry - uncontrolled related/analy
780 Preceding title entry
785 Succeeding title entry
‘URL Link
880 §Unicode Alternative Representation
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Marc Import Definitions

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

3. Go to Application > MarcltemDefs — the Marc Import Definitions screen will display:

Q Marc Import Definitions - STAFF at Chelsea Library EI = @

Main  Application
F3 Update F5 Query

Import ltems Import Orders Export ltems Export Orders
Description Tag Mo Subfield Starting Length
Position (zero for
unlimited)
ADL Number (Mandatory) 955 a 0 0
Category

Format

OrderPrice

4. Select the Import Orders tab
5. Ensure the AOL Number (Mandatory) is not 001
6. Ifitis 001, the change it to 955

7. Click the F3 Update button when complete
What you may like to discuss with your E-book/Audiobook Vendors

0. How many titles can a Borrower have at the same time?

p. How long will a Borrower get to keep the Titles checked out for?
g. How do they “return items”?

r. Can they renew the items | have checked out?

s.  What happens when they place a title on hold?

t. How many items can they place on hold at the same time?

u. When a hold becomes available for check out, how long do they have to check out
the title before the hold expires?

v. When the title is available for you, how will they be contacted?

w. How do they cancel a hold?

X. How do they change the email address that | entered when | placed a hold?
y. How do they rate titles?

z. If a new library card number is issued what needs to happen?
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Adding Additional URLs to an Existing Catalogue Record

It is possible to add in a secondary URL to a Catalogue record with an existing URL.

1. Launch the Amlib client

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

3. Locate the item to be modified using F5 Query:

& Catalog - STAFF at Chelsea Library EI =] @

Main Application Catalogue XReferences File

FiClear | Duplicate | F3update| F4Delete | F5Query | F6Table |

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

London : Bloomshury, 1998.

FROW [ =

Security IT Group ||_||3.|qJ,'_\lR"|lr STAFF 12082011 5:08:35
TREVOR 03/08/2000
Opac View Restriction (Y/N): IT Previous Queries j ﬂ J J J
Tag | 1 | 2 Data AGro +
245 1 1 0 :Harry Potter and the chamber of secrets / J.K. Rowling. LIBR ﬂ ﬂ
260 London : Bloomsbury, 1998. —
300 251 p.
650 Fantasy. LIBR Replace
650 : 0 : 7 :Witches and warlocks - Fiction. LIBR
650 : 0 : 7 :Magic - Fiction. LIBR
L al himmedia/web/harrypotter.htm Click here for further in LIBR Lcicls
945 ; : : STOCKOD0368849B ELIBR < | |

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

5. To enter additional 856 (URLs) tags, click the F2 Insert button — the Select For Creation table
will display:

ﬁ; Select For Creation =] @
£

Tag Description
No

852 | Brodart Holdings
g Electronic location and a s

: Alternative Graphic Representation (Unicode)

6. Scroll down to the 856 | Electronic location and access tag and double-click (or select and
press <enter>) it to select it — the new 856 tag will appear in the Work Sheet

7. Add the following data:
a. 1-u|URL

b. 2-z | Descriptor — for example: Click here for alternative link
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650 : 0 7 | Magic Fiction.
856 Rpharrypoter.com . CIICK NETE 101 anernative
- link
856 Http:/llocalhost/amlib/mm;: Click here for further
information

8. When the record is complete, click the F3 Save button —a prompt will display with the
following message: Some new Authorities will be created. Continue with Save?

Save

25
9. Click the Yes button
Editing of the Catalogue record is now complete.
The additional URL should now display in the NetOpacs:
1. Harry Potter and the chamber of secrets / J.K. Rowling.
Rowling, J.K.
Fantasy.
—Mere-Infe-vin-Syndeties—/~Mere-Infq [via Amazon.com]
Click here for further information
Click here for alternative link
Select |Item Type Call No |Status Location Reserve Reviews
Review this item
= JUNIOR NON FICTION F ROW |Available with 0 reserves Chelsea Library Reserve Title [n/a
n/a
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CLICKVIEW

What is ClickView?

ClickView is a solution for providing on-demand access to a school’s video library wherever learning
is taking place.

Whether from a Windows PC, Mac, TV or web page, students and teachers can view any video from
the entire library, at any time, at their own pace, in DVD-quality.

ClickView can be scaled to deliver video to hundreds of users at the same time across an existing
network. It can also seamlessly integrate with a school’s online applications, including library

catalogues and learning management systems.

e For more information on ClickView refer to: http://www.clickview.com.au

Integration with Amlib Library Management System

Integration between Amlib and ClickView has been provided in Amlib Version 5.2+ and includes the
following features and benefits:

e Amlib converts XML export from ClickView (with details of programs, etc.) into a standard
Marc21 format file for easy import into the Amlib database as Catalogue and Item records

e Users can use the Amlib NetOpacs module (web-based search module) to search all materials

stored within Amlib including ClickView records in a single search

Even though ClickView includes the entire ClickView catalogue each time the XML export is
generated, Amlib provides the facility to match ClickView records previously imported - so that
schools do not need to delete existing ClickView records whenever importing the latest ClickView
XML file.

NetOpacs

e Amlib can connect the Overdrive web site using a SIP2 connector and therefore validate
membership to the library with use of barcodes via the NetOpac Interface

e Contact Amlib Support for further information about Amlib and SIP2 connections
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CLICKVIEW IMPORT CONFIGURATION & PROCESS

A special function has been written to enable sites to load ClickView XML data. The function is found
in the raissue.exe application supplied in the Amlib folder on the Amlib server. This application has

been amended to read ClickView XML files. Using the ClickView XML file, a MARC file can be created
which can then be imported into Amlib using the normal Marc Take Up process.

Amlib Client Configuration Settings

979 Marc Tag

Ensure the 979 — ClickView ID Authority tag has been defined:

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTags — the Marc Tags Within the System table will display

3. Check to see if the 979 | ClickView ID tag is in the list of tags (it may be also be called 979 |

Video ID)
4. Ifitis NOT present, then you can add one as follows:
a. Click the F1 New button

b. Fillin the fields as shown in the table below:

HEADING

DETAILS

Tag No

979

Tag Description

ClickView ID or Video ID

Catalogue (Y/N)

Default Ind 1 <leave blank>
Default Ind 2 <leave blank>
Can the Tag be Repeated in a Catalogue (Y/N) N
Is the Tag an Authority that is only used in 1 Y

Keyword Search Code

<leave blank>

Default Catalogue Show Sequence

97900

Allow Tag Xrefs with these comma sep list

979

Q Marc Tags Within the System - STAFF at Chelsea Library
Main  Application

F1 Hew | F2Insert | F3 Update | F4 Delete F5 Query F6& Print F7 SubF

F& Format

ina usedin 1
Catalogue | Catalogue
(YiN) (YN

Tag Tag Defa Defa) Canthe | Isthe Tag |Keywor Default Allow Tag
Mo Description Ind1Ind2 Tagbe | an Authority| Search |Catalogue Xrefs with these
Repeated | thatis only | Code Show comma sep list

Sequence

977 {Unicode [ A

g aw ID .
984 ABN Holdings [ 7 N | N

97700 1977
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c. Click the F3 Update button to save the tag definitions
5. You will also need to create a Subfield for the 979 tag:
a. Highlight the 979 Tag that you have just created

b. Click the F7 SubF button- the Tag Subfields table will display:

Tag Subfields =]

ew nse pdate elete uery rin
FIN F2 Insert | F3 Update | F4 Delet F&Q F& Print

1979  [ClickView ID

Sub- Subfield Canbe |Usedin|UsedlIn| Create  Seq| Also | Also -
field Description Repeated| Search | Marc Key- | Mo |Create| Create
(YIN) Key | Display  words Tag | SubF
(YIN) | (YIN) | (YIN)
| a (ClickView Video ID Y Y Y M 10

c. Add an (a) subfield as shown in the table below:

HEADING DETAILS
Subfield a
Subfield Description ClickView Video ID
Can be Repeated (Y/N) Y
Used in Search Key (Y/N) Y
Used in Marc Display (Y/N) Y
Create Keywords N
Seq No 10
Also Create Tag <leave blank>
Also Create SubF <leave blank>

d. Click the F3 Update button when complete

The 979 tag has now been configured.
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856 Marc Tag
Ensure the 856 — URL Authority tag has been defined, and that there is u and z subfields.

6. Launch the Amlib client

7. Go to Main > Authorities > MarcTags — the Marc Tags Within the System table will open

8. Check to see if the 856 | Electronic location and access tag is in the list of tags (it may be
also be called 979 | URL Link)

9. Ifitis NOT present, then you can add one as follows:
a. Click the F1 New button

b. Fillin the fields as shown in the table below:

HEADING

DETAILS

Tag No

856

Tag Description

Electronic Location and

Access
Default Ind 1 <leave blank>
Default Ind 2 <leave blank>

Can the Tag be Repeated in a Catalogue (Y/N) |Y

Is the Tag an Authority that is only used in 1 N
Catalogue (Y/N)

Keyword Search Code <leave blank>

Default Catalogue Show Sequence 85600
Allow Tag Xrefs with these comma sep list 856
Q Marc Tags Within the System - STAFF at Chelsea Library EI =] @
Main  Application
F1 New | F2Insert | F3 Update| F4 Delete F5 Query F& Print FT SubF F& Format
Tag Tag Defa Defa) Canthe | Isthe Tag |Keywor Default Allow Tag o
Mo Description Ind1|Ind2 Tagbe |anAuthority|Search|Catalogue Hrefs with these
Repeated | thatis only | Code Show comma sep list
ina usedin 1 Sequence
Catalogue | Catalogue
(YN} (YN}
{Brodart Holdings | ¢ iy ¢y i H

Electronic Location and Access

880 { Alternative Graphic Representation il Y Y

c. Click the F3 Update button to save the tag definitions
10. You will also need to check/create a Subfield for the 856 tag:

a. Highlight the 856 Tag that you have just created
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The 856 tag

b. Click the F7 SubF button- the Tag Subfields table will display:

Tag Subfields =
Fillew | F2 Insert| F3Update | F4Delete || F5Query | F6 Print
1856  |Electronic location and access
Sub- Subfield Can be |Authority UsedIn|UsedIn| Create | Seq | Also | Also -
field Description Repeated| (Y/N) | Search | Marc Key- | Mo |Create| Create
(YN} Key | Display  words Tag | SubF
(YIN) | (YIN) | (YIN)
u URL M ¥ Y ¥ Mo:10
z | Descriptor Y ¥ Y ¥ Mol 20
c. Addthe (u) and (z) subfields as shown in the table below:
HEADING DETAILS

Subfield u z
Subfield Description URL Descriptor
Can be Repeated (Y/N) N Y
Used in Search Key (Y/N) Y Y
Used in Marc Display (Y/N) | Y Y
Create Keywords N N
Seq No 10 20
Also Create Tag <leave blank> <leave blank>
Also Create SubF <leave blank> <leave blank>

d. Click the F3 Update button when complete

has now been configured.
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Set the Barcode for Import

To load the items into Amlib with the ClickView barcode, the Authority Marc Definition table will
need to be set up. This will only have to be done once. It will then be set for subsequent ClickView
imports.

1. Launch the Amlib client

2. Open the Authorities module, and select Application > MarcltemDefs — the Marc Import
Definitions table will display

3. Ensure the Import tab is selected:

Q Marc Import Definitions - STAFF at Chelsea Library El = @
Main  Application
F3 Update F5 Query
Import ltems Import Orders Export ltems Export Orders
Description Tag Mo Subfield Starting Length
Position (zero for
unlimited)
Accession Year i oo8 a 0 2
Barcode (Mandatory) i 0
Call Number Prefix 852 k 0 0
Call Mumber Shelving Control Mumber a52 h 0 0
Call Mumber Suffix 852 i 0 0

4. Check to see if the Barcode (Mandatory) line has a definition. If this is set (for example: from
a conversion) this does not need to be changed. The program will find it and locate the
correct definitions. If the window is completely empty, you will need to define a tag for the
Barcode.

5. |Ifitis NOT present, then you can add one as follows:

a. Fillin the fields as shown in the table below:

HEADING DETAILS
Description Barcode (Mandatory)
Tag No 945
Subfield i
Starting Position 0
Length (zero for unlimited) 0

b. Click the F3 Update button when complete

The Barcode has now been configured.
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Supervisor Installation Parameters

1. Launch the Amlib client

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

3. Select the Catalogue tab:
3 Installation - STAFF at Chelsea Library o] @ [
Main  LibraryMenu  Installation

F3 Save F5 Query

All ‘ Borrower ‘ Catalogue Qirculation| Stockitem System Other |

DEFAULT
Description Walue -
A Marc record exists if one of the following tags match {001 020 035 979
Allow Catalogues to be restricted from viewing in NetOpacs (Y/M) Y
Allow tags to be sequenced anywhere within a Catalogue (YiN) ¥
Automatically 'Show' the Catalogue details after a search (Y/N) ¥
4. Inthe A Marc record exists if one of the following tags match parameter, check/add the 979

tag — this will ensure that the catalogue records will merge if the same ClickView record is
imported again

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

The Installation parameters have now been configured.

Check Digits

Please Note: It may be necessary to set up a new Check Digit for ClickView items.

1. Launch the Amlib client

2. Go to Main > Supervisor > CheckDigits — the Check-digit Calculations table will display:
& Check-digit Calculations - STAFF at Chelsea Library =] & =]
Main  LibraryMenu

F1 New | F2 Insert F3 Save F4 Delete F& Query F& Test

The leading and trailing columns can be a combination of
i p F&
& ltem Borrower torteessfthe alphanumeric characters and the following symbols:
Barcode # - Indicates any numeric character
| ? - Indicates any alphabetic character
& - Indicates any alphanumeric character
{litem Weights Use as Cd Leading Trailing Length | Mod -
(Blorr Left to Right comma Depending Chars Chars
separated list on remainder
B B# #H 4 0
| # #H 4 0
| &# HHH 5 0
B B# HHH 5 0
| 0
| T T 6 0

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011

Page 83



School Tasks in Amlib

3. Click the F1 New or F2 insert button
4. Enter the following settings:

a. (l)item (B)Bor =1

b. Leading Chars=CVR

c. Trailing Chars = ###

5. Click the F3 Save button when complete

The Check Digit parameters have now been configured.

Form & Stats Codes (Optional)

It is possible to enter a unique Form (Format) code to be used with the ClickView records

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

& Form Codes - STAFF at Chelsea Library EI =] @

Main  Application  Window

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

Form Description Allow Floating Cat Def o
Loan i Defined
CD  :Music Compact Disks Y N N
Cl Community Information N N N
CR |CD ROMs N N N

‘Digital Video

EQ Equipment Y N N

2. You can add one as follows:

a. Click the F1 New or F2 Insert button

b. Fillin the fields as shown in the table below:

HEADING DETAILS
Form DVI
Description Digital Video
Allow Loan N
Floating? N
Cat def Defined <leave blank — will auto-complete>

c. Click the F3 Update button when complete

The Form Code has now been configured.
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Converting ClickView XML Export to Marc21

Please Note: If any errors occur whilst using any XML facility in Amlib (for example: Supervisor
spreadsheet export, rasissue, ClickView import) the user needs to have Microsoft MSXML4.0
installed.

This can be downloaded from:
http://www.microsoft.com/downloads/details.aspx?familyid=3144b72b-b4f2-46da-b4b6-
c5d7485f2b42&displaylang=en

Before you begin:

e Export your XML file from ClickView

It may be useful to create a ClickView folder for these files, to make it easier to locate when
importing them into Amlib Marc Take Up.

1. Using Windows Explorer, locate the Amlib folder on your Amlib server

2. Find the raissue.exe application and double-click on it to open

'@ Amlib Utilities and Conversion Routines @

Eile Conversions General Rebuild Help
|f the Halt buttan iz enabled then it can be uzed to stop the
currently running prograr.

Main DB: MOKE CatDE: MOME Param DB: MOME

| NUM

3. From the menu, select File > Login... — the Login screen will display

4. Type in your system administration Login name: and Password: — this is usually
SYSADM/SYSADM

5. Select the relevant database from the Connect To: Database: drop-down: Live or Test
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- o

Lagin @

Pleaze choose the connection method
@ and the databaze to connect to, then
press OF.

Connection kethod:

" wWindows MT authentication

{* [atabaze authentication

Login name: |SYS.¢.DM

HERENN

Pazgwiord:

Connect Ta:
D atabaze: | Live j

k. Cancel |

6. The Main DB:, Cat DB: and Param DB: fields will display the corresponding databases (this is
usually AMLIB, AMCAT and AMLOCAL for the Live database and TELIB, TECAT and TELOCAL
for the Test database)

'@ Amlib Utilities and Conversion Routines @
File Conversions General Rebuild Help

If the Halt button iz enabled then it can be uzed to stop the
currently running prograrn.

| Main DB: AMLIE Cat DB: &MCAT Param DE: AMLOCAL

7. From the main menu, select Conversions > ClickView > XMLCatalogue — the Convert Tag
screen will display

'& Amlib Utilities and Conversion Routines @
File [Canrarsinne | Gansral Rsbnild Help
Eieat=iaoe g enabled th.en it can be used to stop the
| — Amiib Import R tently runting program.
2 AccessIT y MECAT Param DB: AMLOCAL
] AIMS »
AIMS - Sgl Server k
AGIP »
BookMark k
Brodart 3
ClickView » KMLCatalogue
DataLibrary v [
DS »
Dynix »
|| FILMS »
Crea GEAC ' ogin First ) MUK
TR Tr .

8. The default Tags will be defined
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9. Check to see if the Tags have been assigned correctly — for example: Video Description may
need to be 520 at your site (but MUST be a Non-Authority Tag)

Convert Tag

Wideo ID

Yideo Title

ideo Publisher

Yideo Date

Wideo Web Link

Yideo Subject

Yideo Description

'ou must enzure that each field on the file 1z azzigned a walid marc tag to hold the data. Some tags have

been prefiled for you. The important tag iz the video ID as this will be used to replace or update records as
part of the marc take up. A List
of all the tags is given to assist wou. Mote the description must be a non authority tag eg 500 .

=5

Tag

003

Description

trol number

Fixed Length Data Elements

oo

LC Cantrol Nurnber

020

ISEN

022

IS5

035

Laczal systen contral number

040

Cataloguing zaurce

041

Language code

082

Call Mumber

034

Other call number

023

o o0 I [ ra o
o o o o - =l
= o = = o o

Spine Label

039

Diewey with Suffis

E

o
=
(=

] [ '

Cancel

10. When set correctly, select the OK button to continue —the ClickView Library Server browse

window will display

€ ClickViewLibraryServer

]

Organize = Mew folder

F
[ Favorites

PR Desktop
4 Downloads =

‘| Recent Places

i Libraries
<| Documents
—. Music
= Pictures

B videos
#d Homegroup

"8 My Computer

- |4

@le « Work Files » Testing » ClickView

Documents library

ClickView
MName

= ClickViewDataFeed xml

(11

File name: ClickViewDataFeed.xml

- |+T | | Search ClickView

Arrange by

-

Folder =

0

0 @

~ | XML File ("xmi)

[ Open

[ |

Cancel

Da
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11. Navigate to the location of your saved exported ClickView.XML file

12. Highlight the file and select the Open button

13. You will then be asked to create a destination file (which is where the converted XML data
will be saved) - this file will have a .MRC extension (Files of type: Marc Data)

s C\Users\prentigh\Documents\Work Files\ Testing\ClickView\ClickViewDataFeedMARCxml - Save As...

Organize * Mew folder

Bl Deskiop ClickView
4 Downloads Name

=1 Recent Places

- Libraries
3 Documents
.J'- Music
=] Pictures

B Videos

#& Homegroup v A

-
ol | .« Work Files » Testing » ClickView

¢ Favorites = Documents library

- | +4 | | Search ClickView

3=

Arrange by:

Mo iterns match your search.

Folder *

Da

File pame: (TSI

Save as type: [Marc Data

“ Hide Folders

save ||

Cancel

I

14. Click on the Save button —the conversion will then take place

15. The following message will display on completion: Xml Conversion complete XX catalogues
created. You may now use the output file in an authority marc take up — where XX

represents the number of records converted:

ClickView

in an authority marc take up

X5

Xml Conversion complete 1 catalogues created. You may now use the output file
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Loading ClickView Marc21 File into Amlib

You are now ready to load the ClickView Marc file into Amlib via the normal Marc Take-Up window.

20. Launch the Amlib client

21. Go to Main > Authorities > MarcTakeUp — the Marc Import screen will display

22. Click the F1 Open button — the Open dialogue box will display

23. Navigate to your ClickView folder and select the previously converted file

@4 Open

Organize =

[ Favorites
PR Desktop
& Downloads

=l Recent Places

= Libraries
3 Documents
;, Music
= Pictures

B videos
#d Homegroup

/& My Computer

@le « WorkFiles » Testing » ClickView

New folder

-~

m

=

File name: books.mrc

Documents library

ClickView
MName

| books.mrc

m

- |+? | | Search ClickView

Folder «

- |Common Marc Files

h |

[ Open

Cancel |

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

button —the Marc Import — Open dialogue box will display:

Marc Import - Cpen @

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 ‘
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6. Complete the options using the above table:

aa. Marc Options = Bibliographic Data

bb. Open and Update = ticked, unless you want to view each individual Marc record

cc. Load Range = All (unless the file size

s are quite large)

2. Click the OK button — the Bibliographic Options screen will then display

3. Ensure the following Marc Details are selected:

a. Each bibliographic record contains =Full Catalogue & Stockitem data

b. When displaying the records show = All tags in file

4. Complete the following Item Defaults:

a. Form =type in an applicable Stockitem Form code (see step 5 above) — for example:

DV

b. Location = an applicable location code — for example: WEB

c. Stats Code = an applicable Stockitem Stats code — for example: NF

Bibliographic Options - Open and Update

Marc Details

We think the file contains US Bib
Total Bibliographic records 1
Total Authority records 0

Each bibliographic record contains:

" Catalogue data only
+ Full Catalogue & Stockitern data

(" Brief Catalogue & Order data

When displaying the records show:

* Alltags inthe file

" Only tags defined in Amlib

Mew Catalogue Security Level 0

Mew Authorities Security Level [

Item Defaults

Please specify default values for each
itern in the fields below

Form Type | DV

Location | WEB

Lib Group | LIBRARY

Stats Code |MF

Floor Loc |

Process |

Iltem Prices

Min. Price of an item | $0.00
Appreciate items by | 0.00%

[~ Depreciate old stockitems

[~ Use average price if no price

OK | Cancel ‘

5. Click on the OK button when complete
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6. An Update Options window will then display, where Cat(alogue) and (Stock)ltem Options can
be selected:

Update Options - Open and Update @

Cat Options ltem Options

When an incoming Catalogue is matched with
an existing Catalogue

Display an IGNORE/REPLACE message

When an existing Catalogue is replaced
all existing Stockitems:

" Keep their current display
Keep the existing Record ie NO UPDATE ¢ Are refreshed from the Catalogue

v Are refreshed except lines:

~
~
" AddAuthorities but Replace Mon-Authorities
o

‘Replace the existing Catalogue: eg. 156
G
[~ Replace all tags EXCEPT:
Don't delete the following tags from the Please choose th_e location to use when
existing catalogue eg. 650,700 matching an order

| (« Exact © Any

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

[ Only create stockitems

DK | Cancel |

7. Cat Options: When an incoming Catalogue is match with an existing Catalogue:

a. Replace the existing Catalogue = marked

8. Item Options: When an existing Catalogue is replaced all existing Stockitems:

a. Are refreshed except lines: 6

9. Click the OK button when complete

10. A Saved Files screen will display:

Saved Files - Open and Update @
Saved Files

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

Catalogues | CLICKVIEW JP 218 Browse...

Authorities | CLICKVIEW JP 2/8 Browse...

il

Stockitems |CLICK\IIEWJF' 2/8 Browse...

OK | Cancel

11. 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

12. Click the OK button

13. The MARC file will then be imported
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Would you like to see a list of the imported records?

5. Navigate to the Authorities, Catalogue or Stockitem modules

6. From the menu, select File > Display File — the Saved Query Results table will display:

Stockitemn Saved Query Results

=

F1 New F2 Empty F3 Save

F4 Delete | Fb Query

F6 Print | F7 Copy | F8Paste | F9 select |

Sort { Asc (" Desc

Operator: | STAFF

Details

Allow other
operators to
access this file

Qty

Last
Updated

(YN}
8 Y 6 1 3130
Chelsea Fiction Y 0 i27/07/2011 1°:46:40PM 3129
Harry Potter Books Y 15 108/07/2011 12:59:59 PM; 3078

7. Highlight the filename and click the F9 Select button

8. A lList of imported items will then display
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COVER IMAGES DOWNLOADED FROM SCIS

SCIS (Curriculum Corporation) now have cover images available. The images.zip file contains images
for items matched in the Order file (Please Note: Not all SCIS records have cover images).

e The Images.zip file can be saved, extracted and attached to the Catalogue data in Amlib as an
Image attachment.

e The name of each image is the ISBN which will assist when uploading into Amlib.

e The image is not part of the Marc file so the image will need to be added individually after
the Marc file has been downloaded.

Obtaining Images from SCIS

1. Import Orders from the SCIS webpage in the usual way.

& SCISWeb Version 2006 - Orders - Windows Internet Explorer ED u@]
@ — * |€  httpejfscis.curriculum. edu. sufsciswebforder . php :v [ 2 FoliEs
F,-,’an:r < ‘ }_‘] Launch D Foxit Messages + Foxit Online Services |5 Products = E Images E Weather 7
v e t==IRal (& 5CISWeb Yersion 2006 - .., | @ scIsWeb Menu Help | | - B e v ik Page v (F Tools v @v Ve 3
A
€5

e Create orders

SCIS is more.....
Cover images now included in orders table.
Formore information see Cover Images in orders table

Enter orders here:

Special order files SCI3web Manual
SCISWeb Menu
ORDERS TABLE COVER IMAGES
Note Hgie
DATE AND TIME ORDER FILE |3CI3 DATA |RESULTS |GETIMAGES
2009-01-27 13:38:21  |Qrderfile usmarc.dat |resulis images zip

2. The additional images.zip will appear in the COVER IMAGES/Get Images column. You can
open it to see how many records have images. In this example, five records were ordered
from SCIS, 3 have images and 2 do not contain image files.

ORDERS TABLE COVER IMAGES
Mote Mote
DATE AMD TIME ORDER FILE |SCIS DATA |RESU

2000-01-27 13:38:21 Qrder file usmarc.dat |resulfs images.zip

3. Save the images.zip file in a folder in a location you are able to access later
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4. After downloading, right-click on the filename and Extract to current folder

(=1 R =)
@i\_);" . ¢ Work Files » Testing » MarcFiles » SCIS » Coverlmages » images v|"?|| Search images o
Organize + Share with + Burn Mew folder =+ 0l @
't Favorites Documents library Arrangeby: Folder v
! Desk-top Images

4 Downloads Mame Date modified Type

= Recent Places

(53] 9730431154749, gif GIFFi

= . —

=5 Libraries E% 9?80?4?5?3?60.9!1‘ GIF F?

3 Documents 3)] 9781846960536. gif GIFFi
J Music E

5. Import the SCIS Marc (.mrc) file using Marc Take-Up in the usual way
Attaching Images to Amlib Records

1. Find one of the Catalogue records recently uploaded (for example: from the Catalogue Saved
File)

2. Check to see that there is an image for that ISBN

it Catalog - STAFF at Chelsea Library EI = @

Main  Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F& Table FT << F8 < Fg = | F10 >>

Rowling, J. K.
Harry Potter and the prisoner of Azkaban / by J. K. Rowling. s ||| o

London : Bloomsbury, 2004.

078-0-7475-7376-0 Holdings

Security 0 Group |LIBRAR‘|’ STAFF 19/05/2011 3:15:58
STAFF 19/05/2011 3:15:58
Opac View Restriction (Y/N): [N Previous Queries j ﬂ ﬂ ﬂ J
Tag | 1 | 2 Data AGro »
001 000032000517 LIBR ﬂ ﬂ
008 10052652004 enk
: i i Insert
040 : QUT
245 : 0 | 0 :Harry Potter and the prisoner of Azkaban / by J. K. Rowling. LIBR Modify
260 Londeon : Bloomsbury, 2004.

300 M7p.; 20 cm. Delete
490 0 Harry Potter LIBR _

4 2
Any Keyword Ref: 36339 Seq Set ?Size
HARRY POTTER il BoEs
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If an image exists, you are able to attach it:

3. From the menu, select Catalogue > Picture Sounds — the Catalogue Media screen will display:

Catalogue Media IEI
F1 New F3 Save | F4 Delete | ‘ F5 Query F& Print FT Test
Object: Rowling, J. K./ Harry Potter and the prisoner of Azkaban [ by J. K. Rowling.
Current Location Sound Folder: CAamlib\Soundsh
Current Location Picture Folder:  Clamlibimmedialimages\
Group| Type | Entity File Mame Replay Brief Sec. |Edit? Del? View Gre =
AUD | (C)at | Unique sounds\123.wav Seq. Description Ll
IMA | (A)uth Mo {appendto locn value ) for
VID | (Bjorr Entity

4. Click the F1 New button — navigate to the location of the saved images downloaded earlier:

Do =
Lock in: | | images j L] [
MName =

)]9780431154749. gif
E3Ya7a0747573760.if
()] 9781846960536, gif

L m

-

File name: |5?SD?4?5?3?ED.QH Open

Files of type: |Image Files {all types) j Cancsl

5. Select the image with the matching ISBN and click the Open button — it will be added to te

Catalogue Media screen

r
Catalogue Media @
F1 New F3 Save | F4 Delete | ‘ F& Query F& Print FT Test
Object: Rowling, J. K. Harry Potter and the prisoner of Azkaban [ by J. K. Rowling.
Current Location Sound Folder: CAamlib\Soundsh
Current Location Picture Folder: Clamlibimmedialimages\
Group| Type | Entity File Mame Replay Brief Sec. |Edit? Del? View Gre =
AUD | (C)at | Unique sounds\123.wav Seq. Description Ll
IMA | (A)uth Mo {appendto locn value ) for
VID | (Byorr Entity
= 14 c 36339 :0036339\9780747573760: 10 :Coverimage 0y Y Y LIBRARY

6. Enter the Replay Seq. for Entity (usually 10) and a Brief Description (for example: Cover

image)
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7. Click the F3 Save button when complete

8. The Image can be tested by highlighting the new Image line and selecting the F7 Test button:

@ Microsoft Office Picture Manager El@
File Edit View Picture Tools Help
E@ghortcuts... ; 42 “ | [ Edit Pictures... | 78] Auto Correct -
ERREE
and e Priconce of Ackaban
9780747573760.qif | b [}

9. Close the Catalogue Media screen by clicking on the red [X] in the top right-hand corner

10. The Image icon should be now available on the Catalog screen

£ Catalog - STAFF at Chelsea Library

== [Ecl ==
Main  Application Catalogue XReferences File
FiClear | Duplicate | F3update| FaDelete | FsQuery| FeTable F7 << Fa< Fe> | Fo> |
Rowling, J. K.

Harry Potter and the prisoner of Azkaban / by J. K. Rowling.
London : Bloomsbury, 2004,

078-0-7475-7376-0

Security 0 Group ||_|B|mmf STAFF

19/05/2011 31558
STAFF 18/05/2011 3:15:58

11. If the images are to display in NetOpacs, the NetOpac configuration file may need to be
changed to display images (NetOpacs/Amlib.ini). The actual Item list template may also
need altering to include a new placeholder. Contact Amlib Support for more information.

e | SR -

Sort by: Title ~ | Sort

2 items found for HARRY and POTTER and PRI_ONER

Harry Potter and the prisoner of Azkaban / by J. K. Ro:

wling.
Rowling, J. K.

More Info via Syndetics / More Info [via Amazon.com]

Select |Item Type Call No [Status

m

Location ‘Reserve |Review5

Review this item
n/a
n/a
Review this item
n/a
n/a

a ADULT FICTION BOOK F ROW |Available with O reserves Chelsea Library  |Reserve Title

[} ADULT FICTION BOOK F ROW |Available with O reserves Chelsea Library
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CREATING MASTER/SUBSIDIARY ITEMS (KIT LOANS)

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

Example 1: Videos with Multiple Programs

Title: ABC for Kids SUBSIDIARY ITEMS

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

MASTER

Example 2: Kits

SUBSIDIARY ITEMS

e Teacher’s Guide Book
e \Video
e 24 plastic animals

f}//l\ \ \) | e Sound cassette
= ; }j kg/io 3 e Worksheets
//\\\‘\\ |'I\\\ ’ e Game

. SIS e GG . WISV __ GISISY _ VeNeseieT

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

Creating a Master Record

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

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

HINT: A description relating to the item as a Master can be added to assist in listing Master Items.
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4. From the menu, select XReferences > SelectAsMaster:

i, Stockitem - STAFF at Chelsea Library =N ==
Main  Application Item File
FiClear | F2insert | Authority F6 Table F7 << pe< | Fe> | o |
. Borrower Query Via
OtherBorrowers " ltem " Cat ™ Keyword I~ An
Item No |EhlRiED - 32000 y Y
atalegue Previous Queries ﬂ ﬂ J J J
T Order Records
Title| ABC for

Pericdical Records
Author Stockitem 3
Publisher| ABC vid
GoTolssues

— Issue Itemn 12 1991

Subject Renew Item
Call number| VIDEO | goiiim ftem [ Sts Code|JviD [ Form |vi  [Call Set]
Description ’— Return Chute Item - Copy No / Convert |
. AddlternToReservelist
Location
Perm |CHELSE Floor | Origin/Source
BreakLink
G |T Loz Createlink \lert m Process | |

(Y/N)

Currenthaster
Received 22!’01“9' celectAcMaster I loned |22/01/1997 Current Cost 24.50
Group |LIBRAR] Relatedlterns

ILL Library: RemoveAsMaster ue: ITEMTYPE: N MEMOS: 0
Onloan N Due OnOrder N Res0 Seq Set 7?Size
B 4 21 200
Last Modified 2201997 1M:22:54 AM by CATE lzesues 16
Select this record be a Master for subsequent selection (Type M) | HUK

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

Select As Master IEI

| The Item has been selected as Master.

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

ILL Library: ILL Ren: ILL Due: ITEM TYPE: M EMOS: 0

s K
Onloan N Due OnOrder N Res O Seq Set ?size
_ 4 21 200
Last Modified 221011997 11:22:54 AM by CATE lssues 16
Process Information Date | MUK

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

8. ltisthen possible to link other items to this Master Item. You can either create a new
stockitem record (attached to the same catalogue record), or use F5 Search to locate the
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stockitem in question (which can be linked to the same Catalogue record — or a separate
record if you would like it to be searchable as a unique entity).

9. Once the stockitem to be linked is displayed on the screen, from the menu, select
XReferences > Createlink — a prompt will then display, asking you to confirm the Link this
Item with the Current Master:

Create Link B

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

Create Link @

| The Itern has now been Linked.

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

@ Stockitem - STAFF at Chelsea Library =] = [
Main  Application Itemn XReferences File
F1 Clear | F2 Insert | F3 Update F4 Delete F5 Query F& Table F7 << F& =< | F9 > | Fi0 >> |
Query Via

T ltem © Cat ™ Keyword [ Any

Previous Queries ﬂ ﬂ ﬂ J J

Iltem No |ZEE0T] CatRefNo 34787

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

Series 1995

Subject| Songs.

Call number| VIDEO WIG [StsCode]JviD  [Form |vi  [Call Set]
Lemsiibns | Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
i I{"{:?N'; W Loan Type Opac? W Alert m Process | |
Received |24/09/1998 ﬂ ﬂ Accessioned |01/01/1996 Current Cost | 24.95
Group |LIBRARY
ILL Library: ILL Ren: ILL Due: ITEMTYPE: S MEMOS: 0
Onloan N Due OnOrder N Res0 Seq Set 7Size
2 3 200
Last Modified 241091998 12:00:00 AM by TREVOR lssues 0
Process Information Date NUM
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Circulating Linked Items

When borrowing out linked Items, only the Master Item will display in the Issues module:

'@ Issues - STAFF at Chelsea Library

Main Application Borrower [Jtems Print

FiClear | F3RenewAll| F4Bor? | Fsitem? |

F6 AdStyle

Tuesday, 9 August 20111142 AM

| F7 BookMark | FBHewIssues|

F9 lssues

fe & =]

| F10 statement |

v Sh It
Potential Charges | $0.60 Lo UEE ]

|B9988 Name
A ok [CHELSEA | Smith
Type Status Locn Ms Eh J B
al. |$0.00
Group Class | | |— a

[ENG | [0861047200, 21298 Selby Street, Osborne, W.A., 6 Memos |0 Loans |3

Form Rsv Title | Author | Call Ho Item No Due Back T.Loc P.Loc Ren

BK : 0 {4.50 from Paddington / Agatha Christie / C: 980215342 29/07/2011 : CHELSEA CHELSEA 1

Doctor Who and the auton invasion / Terr: 980387259 29/07/2011 : CHELSEA CHELSEA 1

BK : 0

: ABC for kids Volume 2 Video hits | VIDEO {CHELSEA :CHELSEA

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

Do you want to issue just this item?

Item Alert

I.- ™% This is a Subsidiary item. It is not usually issued using its own barcode -
L normally the Master record must be issued .
Do you want to issue just this item 7

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

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

& Stockitem List - 5 rows
Main Table
Seq

XReferences  File

Title Author

Wiggles (Band)

Call No

Form Sta

VD

ts | On| Due
Loa Back

Rsv | Perm| Process

Loc

23082

On
Ord

Series

= -5 ]s]

Process Date Ec =

2| Big red car [videorecording] / WIDED WIG A4 0 CHEL! N 19

3|4.50 from Paddington / Agathg Christie, Agatha, 18 PB CHRI BK :PB YO i2B0T/260  {CHEL N i978-0-00-815 18

4 | Doctor Who and the auton invi 0426112954 Dicks, ! JPB DICK BK {JPB i% 29007/260 iCHEL N iDoctor Who 18
I 5| Australia [Map] / designed by { Australia. Division ¢ 912 BK [ANF Y :i2308/2t0 CHEL: N
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e To check the Master of any Stockitem with an ITEM TYPE of S, from the Stockitem module
menu, select XReferences > CurrentMaster — the following prompt will display denoting the
current Master record:

Current Master @

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

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

& Stockitemn List - 3 rows = @

Main Table XReferences File

Seq Title Author Call No Form Statz (On| Due |Rsv|Perm| Process |On Series Process Datg B¢ =
Loa Back Loc Ord

2| Australia [Map] / designed by { Australia. Division ¢ 912 BK PANF [N 0 CHEL N

3 | Big red car [videorecording] / { Wiggles (Band) VIDEOWIG VI :IVID N 0 CHEL N 19

Returning Master-Subsidiary Items

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

books and other library items).

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

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

Master Return 2

This is a Master Item . Return All Parts

4. If you are sure that all items are present, click the Yes button (otherwise click the No button)
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5. If you clicked the Yes button, the returned item will display in the Returns screen:
&3 Retums - STAFF at Chelsea Library Tuesday, 9 August 201112.27 PM =] ® ]
Main  Application Borrower [Item  Print
| B9988 Name . . ..
| A |ok |cHELSEA | Smith ltems on Loan | 2
Type  Status Locn
Group Class |M5 |Sarah |T Memos ’_
|ENG | | 0861047200, 2/298 Selby Street, Osbome, WA 6 Balance |$0.00
Form| Rsv Title / Author Item Nao Due Back |Renewed T.Locn
BK | 0 450 from Paddington / Agatha Christie | CHRISTIE | 980215342 29/07/2011 1 CHELSEA
BK i 0 :Doctor Who and the auton invasion / Terrance Dick: 980387259 20/07/2011 11 CHELSEA

(111080263408

Stockitem Bar Code Entry Field

| NUM

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

Check screen will display:

Subsidiary Return Check

930263408 ABC for kids Volume 2 Video hits

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

Alert

ProcessCode’i ’_ Opac l_ For Loan ’_

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

(sl

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

Proceed as Indicated

Abandan this MASTER return

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

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

FIELD

EXPLANATION/OPTIONS

EXAMPLE

Process Code

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

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

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

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

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

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

Text selected from the list of originally loaned out.

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

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

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

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

those items marked witha Y
in this column

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

Add Process?

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

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

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

980263408 ABC for kids Volume 2 Video hits

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

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

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

Proceed as Indicated Abandon this MASTER return Cancel ‘

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

3 Returns - STAFF at Chelsea Library Tuesday, 9 August 2011 1.16 PM o] @ |
Main Application Borrower Item  Print
F1 Clear F3 Renew F5 ltem ? [F11 ResSlip|
| B99as Name . . .
| A |OK |CHELSEA |Smilh ltems on Loan ’T
Type  Status Locn
Group Class |Ms |Sarah |T Memos ,_
|ENG | | 0861047200, 2/298 Selby Street, Osbome, WA, 6 Balance |$0.00
Form|Rsv Title / Author ltern Mo Due Back Renewed T.Locn
BK | 0 [4.50from Paddington / Agatha Christie / CHRISTIE; 980215342 20/07/2011}1 CHELSEA
BK : 0 ;Doctor Who and the auton invasion/ Terrance Dicks 980387259 200071201141 CHELSEA
BK | 0 :Australia[Map]/ designed by the division of Nati / AL 73520 23/08/2011:0 CHELSEA
{0 ABCfo Volume 2 o hits :

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

borrower:
i Issues - STAFF at Chelsea Library Tuesday, 9 August 2011 118 PM =] @ ==
Main Application Borrower [Items  Print
FiClear | F3RenewAll| F4Bor? | F5item? | F6 Ad4Style | F7BookMark | FéMNewlissues | Fdlssues | F10 Statement |
¥ Show Items
|B9988 Name Potential Charges | $0.60
A Jok |CHELSEA | Smith
Type Status Locn Ms Gemsin J B
al. |$0.00
Group Class | | |— ’
[ENG | (0861047200, 2/298 Selby Street, Osborne, W.A., 6 Memos |0 Loans |3
Form Rsv Title [ Author / Call No Item No Due Back T.Loc P.Loc Ren
BK | 0 4.50 from Paddington | Agatha Christie | C 980215342 20/07/2011 | CHELSEA CHELSEA 1
BK : 0 :Doctor Who and the auton invasion / Terr: 980387259 29/07/2011 :CHELSEA CHELSEA
| | BK | 0 :Australia [Map] ! designed by the divisi | A 73520 23/08/2011 | CHELSEA CHELSEA 0o |
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11. Items that were marked with a Y for Process Code, will contain the corresponding Process in
the Stockitem record:

& Stockitern - STAFF at Chelsea Library

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

Previous Queries J J J J J

Title| Australia [Map] / designed by the division of National Mapping.
Author| Australia. Division of National Mapping.
Publisher| Queanbeyan, N.S.W.

Series/ISBN

Subject| Australia - Maps.

Call Number| 912 ANF BK

Description

Copy No ! Convert |

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

—_—
For I?'??"I; [N Loan Type opac? [Y  Alert [Y (_Process |[MISSING PAUsmsfznn
Received |19/05/1999 <] =|[5] Accessioned |01/01/1984 Current Cost  |30.00

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

F
Mernos for this Stockitem @
F1 New F2 Insert F3 Save F4 Delete F5 Query F6 Print F7 Modify
Show  Date End Date Type Memo Details BorBarMNoifap], =
Y i09/08/2011:24M12/2038; KIT PART Was aftached to 930263408 This item was B9938
missing from the Kit. This item was missing from
the Kit

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

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

Item Alert @

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

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

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

2. Select the Circulation tab

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

item (Y/N) =Y
54 Installation - STAFF at Chelsea Library =] @ |

Main LibraryMenu  Installation

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

DEFAULT

Description Yalue
Owerdue items can be renewed without needing override permission (Y/N) i

Show subsidiary items when returning a master item (YiN)
Show the ‘Borrower has read ... message up until #5 days 9999

4. Click the F3 Save button

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

Alternate Method

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

Memos for this Stockitem @

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

Show  Date End Date Type Memo Details BorBarMoifap] =

Y :09/08/2011: 24272038 KIT This kit contains the following items: (1) abc for
kids vol 2, (2) big red car and (3) map of australia.
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Delinking Items

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

Unlink (=5

I:0:| The Itermn has been unlinked from 'ABC for kids Volume 2 Video hits'

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

Last Updated: 9 August 2011
Version: 5.3
Date of Version: 9 August 2011
Page 107



School Tasks in Amlib

PREMIERS READING CHALLENGE

The PRC Listmaker program compares the contents of your library system's database against the items
contained in the Premier's Reading Challenge booklists. PRC Listmaker displays all items matched. The
list can then be printed or exported. Exported lists can be transferred into MS Word, Excel or another
program. Various options are included to change the sort order, level and categories viewed.

PRC Listmaker now automatically tags items in your library catalogue that are not found in the PRC
Booklists but which have the same series as titles that are on the booklists.

For assistance with the PRC Listmaker program contact:

e Email: support@librarysolutions.com.au
e Phone: 1800 241 709
e Fax:(03) 9469 4700

Please Note: DO NOT run the PRC Listmaker if you have more than one Catalogue record with the
same ISBN in your database!

Saving Catalogue Stockitem Records to a File

1. Launch the Amlib client

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

3. Enter the following Where statement:

a. Choose Column to Search select Item No
b. Choose Operator select # (not equal to)
c. Leave box (3) empty

d. Click the Paste button

% Stockitem Where Search - STAFF at Chelsea Library
Main  Application

FiClear | F2insert |

| F4 Select | F5 Query | F6 Count | F7 QtoFile

F& Order

1 Choose Search Column

Cat Ref No

Title

Author

Publisher
Series/ISBN
Subject

Call Number

Vol

Ed

Sts Code

Form

Call Set Reference
Description -

m

Query Description:

2 Choose Operator

" LIKE " LIKE "IN i}
i = v
i < " < = =

3 Type the Where Condition and Press Paste
OR Press Special

{ Column Operator

ltem No: 1S NOT :NULL

Where
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Please Note: You may also want to limit the Where statement by collection — for example:
Sts Code = JF

4. Click the F7 QtoFile button — the Stockitem Saved Query Results screen will display:

Stockitern Saved Query Results @

Fitiew | F2Empty | F3Save | FaDelete | F5Query | F6Print | F7Copy | F8Paste | Fo select |

Sot @ Asc ¢ Desc Operator:  [STAFF |
Details Allow other Qty Last File
operators to Updated Mo

access this file

Premiers Reading Challenge :

CLICKVIEW JP 2/8 Y B 02/08/2011 6:46:37 PM | 3130
Chelsea Fiction Y 0 2710712011 1:46:40 PM | 3129
Harry Potter Books Y 15 108/07/2011 12:59:58 PM{ 3079

5. Click the F1 New button and give the file an appropriate Details name— for example:
Premiers Reading Challenge (as this is the file that will be used when exporting the data)

6. Click the F3 Save button to save the name of the file
7. Highlight the file and click the F9 Select button to transfer the list of items into the file

8. A prompt will display with the following message: The ‘PREMIERS READING CHALLENGE’ file
contains XXX stockitems.

Saved File Count @

[0} The 'PREMIERS READING CHALLENGE' file contains 5240 stockiterns.

9. Click the OK button

The Saved File is now complete.
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Check the Export Items Definitions

Before using Marc Export for the first time, you must check that the appropriate mapping has been
done for Marc Export. This only needs to be done once.

1. Go to Main > Authorities > Authorities — the Authorities screen will display

2. From the menu, select Application > MarcltemDefs - the Marc Import Definitions screen

will display
3. Click on the Export Items tab
Please Note: This table is used to set the parameters for the Export Items. To complete an export for
the Premiers Reading Challenge it is necessary to enter as least one Marc tag in this screen:

specifically the barcode tag. As seen in the example below, more tags can be defined for an export
to different systems, however for the PRC Listmaker only the barcode is required.

4. Inthe Tag No and Subfield columns enter the tag number that Barcode will go in (see Note

below on choosing a tag if one is not already entered):

88 \arc Import Definitions - STAFF at Chelsea Library (UM DB v5.3) =] @ |5
Main  Application
F3 Update F5 Query
Import ltems Impaort Orders Export ltems Export Orders
Description TagNo | Subfield Starting Length -
Paosition (zero for
unlimited)

Accession Year Co945 | a a8 2

Barcode

Call Mumber

Call Mumber Prefix

Call Mumber Shelving Control Mumber
Call Number Suffix

Catalog Reference Mo

Circ Status of ltem

Floor Location

Form Code
Form Description
Loan Type Code

Loan Type Description

Location Code
Location Description =

| NUR

Please Note: The Marc Tag does not need to be defined on the Authority > MarcTags screen to be
used in the Export. Usually a 9xx Tag is chosen as this is reserved as these are the Local Defined Tags.
For example 945i or 998a are good choices.

5. Click the F3 Update button when complete
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Export the Records from Amlib

1. Go to Main > Authorities > Authorities — the Authorities screen will display
2. From the menu, select Application > MarcExport — the Marc Export screen will display

3. Enter the following parameters:

a. (1) Choose the Marc Export type: select Bibliographic Export from Stockitem File

&q Marc Export - STAFF at Chelsea Library EI = @
Main Application

F1 Clear

4. Choose the Marc Export type:

|Bibliographic Export from Stockitem File j

Authority Export from Authority File
2. |Bibliographic Export from Catalog File

Bibliographic Export from Stockitem File

b. (2) Change any options specific to the selected export type: select Write each Marc
record on a separate line in the Export File

@-q Marc Export - STAFF at Chelsea Library EI =l @

Main  Application

F1 Clear

4. Choose the Marc Export type:

|Bib|iographic Export from Stockitem File j
2. Change any options specific to the selected export type:
Option Value
Export the existing Stockitem data within each Catalog I
Export the Cross References for the Authorities in each Catalog I~
Write each Marc record on a separate line in the Export File ¥

c. Leave (3) blank

d. (4) Select the Saved File to use in the export: click the Saved File... button — the
Stockitem Saved Query Results screen will display:

Stockitemn Saved Query Results @

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

Sot @+ Asc  ( Desc Operator: |STAFF j
Details Allow other Qty Last File -
operators to Updated Mo
access this file

[(YM)
Premiers Reading Challenge Y
CLICKVIEW JP 2/8 Y .6

:02/08/2011 6:46:37FPM ¢ 3130

e. Highlight the Premiers Reading Challenge file and click the F9 Select button

4, Select the Saved File to use in the export:
|Premiers Reading Challenge
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f.  (5) Ensure the Marc radio button is selected:

5. Choose the File & Folder to save the records in format & Marc © XML ( Cats Only )

| Save As...

g. Click the Save As... button — Marc File — Save As... screen will display:

&-1 Marc File - Save As... @

@'\:jv| .« Work Files » Testing » Saved Files - |¢,| | Search Saved Files j el l

Organize « Mew folder == ?

¢ Favorites [ Documents libra ry Arangeby: Folder ~
Bl Desktop Saved Files !
4. Downloads

m
»

. MName
= Recent Places
Mo items match your search.
- Libraries
3 Documents
rJ'- Music
= Pictures

B Videos

% Homegroup | <1 LLI#

File name: PRCListmakerFile

Save as type: | Marc File (*.mrc) v]

= Hide Folders [ swe || conce |

h. Select a drive to save the file to, create a file name (for example:
PRCListmakerFile)and click the Save button

@q Marc Export - STAFF at Chelsea Library EI
Main  Application

F1 Clear F3 Start

4. Choose the Marc Export type:

|Bibliographic Export from Stockitem File j
2. Change any options specific to the selected export type:
QOption Value
Export the existing Stockitem data within each Catalog I~
Export the Cross References for the Authorities in each Catalog I~
Write each Marc record on a separate line in the Export File v
3. TolInclude the Amlib Cat Ref in an exported catalogue record enter a Tag No here : ,_

(This tag is always added to the exported catalogue record. This will result in another
occurence of this tag number on the exported catalogue record if a tag of this type
already exists on the database record. )

4_ Select the Saved File to use in the export:
|Premier5 Reading Challenge Saved File...

B. Choose the File & Folder to save the records in format & Marc ¢ XML ( Cats Only )

| C:\Users\prenticj\Documents\Work Files\Testing\Saved Files\PRCListmakerFile.mrc

6. Press the 'F3 Start’ button to export the Marc records.

HUM
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4. Select the F3 Start button — an Export processing prompt will display:

Export

Exporting Stockitem Records...

Processing Record: 24
of 5240

5. When complete, a prompt with the following message will display: XXX records from the
‘PREMIERS READING CHALLENGE’ Saved File have been exported.

Done @

@Ol 5186 records from the 'PREMIERS READING CHALLENGE' Saved File

\ L ! have been exported.

6. Click the OK button

PRC Listmaker

Download and install the PRC Listmaker client (this example uses the S.A. PRC Listmaker):

1. Launch the PRC Listmaker client

5| Premier's Reading Challenge Listmaker 2011.2 El = @
File Arrange Help

D Title Author Call number Level

2. From the menu, select File > Compare — the Compare Library Data screen will display:

7| Compare Library Data @

Select format of data to be checked

Bookmark data

@ MARC format data [Amlib)

0K ] | Cancel
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3. Select MARC format data (Amlib) and click the OK button

4. Navigate to the saved .mrc file, select it and click the Open button

Open =)
Look in: | Saved Files - & ¥ B E~

MName

PRCListmakerFile.mrc

4 [l [
File name: PRCListmakerFile mrc
Files of type: | MRC Files - | | Cancel |

5. A prompt with the following message will display: Do you want to tag the matched records
in the data?

Tag MARC Data (23]

l .  Doyouwant to tag the matched records in your data?

[ Yes ] | No | | Cancel

6. Click the Yes button — the file will then be scanned:

Scanning library catalogue file [24%]

Scanning MARC file, comparing against Premier's Reading Challenge

- [ Cancel |

7. The result list will display when complete:

2 Premier's Reading Challenge Listmaker 2011.2 ol =@
File Arrange Help
D Title. Author Call number Level
1079 As | Grew Older ABDULLA, lan 3 -
895  Mrs Honey's Hat ADAMS, Pam 1
1586 Pigs and Honey ADAMS, Jeanie 2
1454 Little Women ALCOTT, Louisa May 3
5442 The Book of Three ALEXANDER, Lloyd 3
127 MrArchimedes Bath ALLEN, Pamela 1
125 Who Sank the Boat? ALLEN, Pamela 1
2952 Specky Magee ARENA, Felice JFARE 3
3098 Little Brather BAILLIE. Allan 3
1581 Peter Pan BARRIE, J. M 3
1224 The Discovery of Dragons BASE, Graeme 3
1211 Deenie BLUME, Judy 3
805 | Know an Old Lady BONNE, Rose 1
1414 Jane Eyre BRONTE, Charlotte 3
1265 The Farseekers CARMODY. Isobelle 323.914 3
1544 Obemewtyn CARMODY. Isobelle 823 3
1055 _Alice's Adventures in Wonderland CARROLL, Lewis 3
15263 Through the Looking Glass CARROLL, Lewis 3
2249 Prince Cinders COLE. Babette 1
1173 Charlie and the Chocolate Factary DAHL. Reald 3
393 Fantastic Mr Fox DAHL. Reald 2
471 The Magic Finger DAHL. Reald 2 |-
Level-All levels  Sorted by- author  List: 119 books available
Categories: All categories
[ Details | [ Printlist | [ RecpYe2 | [ Yi3-¥i5 | [ Yr6-¥r9 | [ Alllevels | [ Exit

8. Click the Exit button — an output.mrc file of tagged items will have been created in the same
folder that the export file was saved to
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Importing the PRC output file into Amlib

The PRC Listmaker Compare process will produce a file called output.mrc which needs to be
imported into Amlib.

1. Launch the Amlib client

2. Go to Main > Authorities > MarcTakeUp — the Marc Import screen will display:

By Marc Import - STAFF at Chelsea Library EI = @
Main  Application  Window
F1 Open | | |
File: Record No:
Tag | Ind | Ind | Sub Subfield -

No | 1 | 2 Field Data
LUpdate |

I [k

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

8 Open =
@le . ® Work Files » Testing » Saved Files - |4?| Search 5 iles ,OI
Organize « New folder 0l @

't Favorites Documents library Amange by:  Folder ~
P Desktop Saved Files B
& Downloads L Mame -
15 Recent Places
| output.mrc
Librari PRCListmakerFile.mrc
=l Libraries =
3 Documents
rJ'- Music
=/ Pictures
B videos
#& Homegroup
1M My Computer ][ < LL1 P
File name: output.mrc - [Common Mare Files v]
[ Open |vl ’ Cancel ]
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4. Browse to where the output.mrc file is saved, select the file and click the Open button — the
Marc Import — Open screen will display:

Marc Import - Cpen @

Marc Options
Only load Marc records containing:

" Authority Data

Update the database without viewing
the Marc records.

[~ Open and Update

Load Range
v All " Range

Start Reading From 1

Max Records to Read | 9999

OK | Cancel ‘

5. Complete the options as follows:

a. Marc Options = Bibliographic Data

b. Open and Update = unticked

c. LoadRange =All

6. Click on the OK button —the Bibliographic Options window will display, showing how many

records are in the file (matched items from the PRC Listmaker):

Bibliographic Options @
Marc Details ltem Defaults
We think the file contains US ltems Please specify default values for each
item in the fields below
Total Bibliographic records 142 Form Type ,r
Total Authority records 0 Location |CHELSEA

Lib Group | LIBRARY

Stats Code
Floar Loc
Process

" Full Catalogue & Stockitem data
" Brief Catalogue & Qrder data

When displaying the records show: Item Prices

f* Alltags in the file Min. Price of anitem | 50.00

" Onlytags defined in Amlib

Appreciate items by | 0.00%

Mew Catalogue Security Level 0 u

Mew Authorities Security Level 0 -

OK | Cancel |
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7. Ensure the defaults are selected as above:
a. Each Bibliographic record contains: Catalogue data only

b. When displaying the records show: All tags in the file

8. Click the OK button —the Update Options — Open and Update screen will display:

Update Options - Open and Update @
Cat Options ltem Options
When an incoming Catalogue is matched with When an existing Catalogue is replaced
an existing Catalogue all existing Stockitems:

" Display an IGNORE/REPLACE message ® T e

" Keep the existing Record ie NO UPDATE ) A ek fenm B Cakaloge

" AddAuthorities but Replace Mon-Authorities
L Fpas i
f+ Replace the existing Catalogue:

[~ Replace all tags EXCEPT:

v Are refreshed except lines:
eg. 156

g

Don't delete the following tags from the Please choose the location to use when
existing catalogue eg. 650,700 matching an order

| (= T
Dontimport the following tags from the r

incoming catalogue eg. 650,700

OK | Cancel |

9. Ensure that the Update Options are set as follows:

a. When an incoming Catalogue is matched with an existing Catalogue: Replace the

existing Catalogue

b. When an existing Catalogue is replaced all existing Stockitems: Are refreshed except

lines: 6

10. Click the OK button — the Marc Import screen will display:

By Marc Import - STAFF at Chelsea Library EI = @
Main Application  Window
F1 Open | F2 Save F3 Update F4 Delete F5 Report F9 > | F10 :-:-|
File: C:\Users\prenticj\Documents\Work Files\Testing\Saved Files\output.mrc Record No: 1
Tag |Ind | Ind| Sub Subfield o
No | 1 | 2 |Field Data Insert
000 a :01939nam a2200217 4500
082 a (DVD
100 a iLewis, C. S. _Upaate |
100 q i(Clive Staples),
100 d 118981963 Delete |
245 4 a *The Chronicles of Marnia - The Lion, the Witch and the Wardrobe
245 4 b i(Full Screen Edition) (2003) e
Ty
245 4 h (DVD
260 a
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11. Click the F3 Update button — the Saved Files — Open and Update screen will display:

Saved Files - Open and Update @
Saved Files

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

Catalogues |F'RC Browse...

Authorities | PRC Browse...

Stockitems |

i

OK | Cancel

12. Type the names of the files into which all the newly created Catalogues and/or Authorities
will be saved. If you do not want to check new items — for example: Authorities, do not enter
a filename.

13. Click on the OK button — an Update processing prompt will display:

Update

Updating MARC Data...

14. Once complete, a prompt will display with the following message: Record Numbers X to XXX
have been Updated.

Update @

[0} Record Mumbers 1 to 142 have been Updated.

15. Click the OK button

The import of the tagged PRC records is now complete.
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Tagged Catalogue and Stockitem Records

1. Viewing the records in the Catalogue module shows that the asterisk is added to the title
and the level is added as a 490 Series tag to the record:

& Catalog - STAFF at Chelsea Library EI =l @

Main Application Catalogue XReferences File

F1 Clear | Duplicate F3 Update F4 Delete F5 Query F6 Table FT << F& < |

Marsden, John, 1950-
*Take my word for it : Lisa's journal / John Marsden. e ||| tere

Sydney : Pan Macmillan, 1992,

YA MARS Holdings

Security 0 Group |LIBRARY STAFF WD
STAFF 08/082011
Opac View Restriction (Y/N): [N Previous Queries J J J J J
Tag | 1 2 Data AGro *
020 978-0-7329-0765-5 : $19.95 LIBR ﬂ ﬂ
100 Marsden, John, 1950- LIBR —
245 0 *Take my word for it : Lisa's journal / John Marsden. LIBR .
260 Sydney : Pan Macmillan, 1992. Replace

300 113 p. ; 23 cm.

B
s

: : ‘PRC 6.9
500 For children. Delete
500 CIP confirmed. 1l
1 p

2. Viewing the item in the Stockitem module also shows the asterisk (*) and a PRC series entry:

" Stockiter - STAFF at Chelsea Library =] ® ===
Main  Application Item XReferences File
FiClear | F2insert| F3update| F4Delete | F5Query F7 << Fo< | | |
Query Via

T ltem  Cat ™ Keyword [ Any

Previous Queries J J J J J

Item No |0035952?B Cat Ref No 36557

< Title _@ my word for it : Lisa's journal / John Marsden.

Author| Marsden, John, 1950-

Pufli dney : Pan Macmillan, 1992.
Series/ISBN| PRC 6.9 1992

Subject
Call Number| YA MARS J BK [Call Set
Description

Copy No ! Convert |

Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/Source
30 IE\??Nr; W Loan Type Opac? |T Alert m Process | |

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

Group |LIBRARY

ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: 0
OnlLoan N Due OnOrder M Res 0 Seq Set 7Size
0 1] 200
Last Modified  08/08/2011 11:56:09 PN by STAFF lssues 0
Publisher MUK
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STOCKITEM MAINTENANCE

Add a New Item

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

for example: a piece of equipment.

1. Launch the Amlib client

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

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

you to choose a Form Type for the new Stockitem:

MNew Stockitem

Please choose a Form Type
for the new Stockitem

Form Description =
DVl : Digital ¥ideo
EBK Ebooks
Equipment
LH | Local History
NP : Newspapers Special L
PA  Pamphlets
PDF : PDF File
PE : Periodicals
PPT | PowerPoint Presentati

RE

Reference o

4. Select the Form Type (for example: EQ — Equipment) and click the OK button —the

Stockitem screen will enter creation mode (with Form code selected):

" Stockitem - STAFF at Chelsea Library =] 2 [
Main Application Jtern XReferences File
F1 Clear | F2 Insert | F5 Query | | |
Query Via
ttem No “ —E e “ Item © Cat  Keyword [ Any
Previous Queries J J J J J
Equipment
Model No
Manufacturer
Description
Subject
Call Number ([Fom]ea [ranser
st | Copy No / Convert |
Location

Perm |CHELSEA

For Loan
(YIN)

Received |10/08/2011 ﬂﬂlzl
- I

Temp |CHELSEA

W Loan Type Opac? |T Alertm
Accessioned

Floor |

Origin/ Source

Process |

|
—

Current Cost
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5. Add the required details

@ Stockitem - STAFF at Chelsea Library =] ® ]
Main Application [tem XReferences File
F1 Clear | F2 Insert | F5 Query | | |
Query Via
™ Item T Cat & Keyword I Any
Item No | Cat Ref No

Previous Queries J J J J J

Equipment| iPad2
Model No| 123456789
Manufacturer| Apple

Description

Subject
Call Number| IPAD12 EQ [ Form |EQ [ call Set]PHIL
beeiiin | Copy No / Convert |
Location
Perm |CHELSEA Temp |CHELSEA Floor | Origin/ Source

For IE‘\??Nr; |? Loan Type Opac? |T Alert m Process | |

Received |10/08/2011 ﬂ ﬂ EI Accessioned Current Cost

Group |
ILL Library: ILL Ren: ILL Due: ITEMTYPE: N MEMOS: ©
On Loan Due On Order Res Seq Set 7?Size
0 1] 200
Last Modified by Issues 0
Date item originally accessioned NUM

6. Click the F2 Insert button when complete

7. If you haven’t wanded in a barcode, a prompt will display requesting if you would like to
insert a system-generated Barcode:

Mo Barcode E3

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

Stockitem @

| The Itern has been Inserted.

9. Click the OK button

The stockitem has been created.
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Copies/Duplicates Items
To enter copies of the same catalogue item:

1. Launch the Amlib client
2. Go to Main > Stockltems > Stockitem — the Stockitem screen will display
3. Search for the item to copy (duplicate) using F5 Query

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

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

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

Stockitem @

{0} The Item has been Inserted.

11. Click the OK button

The duplicate stockitem has been created.
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Alter the Field Names Displayed for a Particular Stockitem Form Type

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.

1. Launch the Amlib client

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

& Form Codes - STAFF at Chelsea Library EI =] @
Main Application  Window
F1 New | F2 Insert F3 Save F4 Delete F5 Query F6 Print F7 Loan F8 Validtn F9 Display |
Form Description Allow Floating Cat Def e
Loan ? Defined
Cl Community Information N N
CR CD ROMs N N
DVI Digital Video N N
EBK :Ebooks it N
Equipment e
LH Local History N N
NP  Newspapers Special Lib's N N

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

pice [ [

Farm ’W

Tag
ooo

Leader information

Description

001

Control number

0oa

Fixed Length Data Elements

010

LC Control Number

020

ISBN

022

138N

Stock Display Tags @
F3 Save | F& Query
Label Tags to Display -
Line 1 Title 245
Line 2 Author 100 110 700
Line 3 Publisher 260
Line 4 Series/ISBMN {490 830 440 020
Line & Subject 650 651 600
Line 6 Call Number :082 089 099 934 =

Touse 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 indicatar

Ediion [260 [c Volume [490 [v

** NOTE: You can use these parameters for another form code by entering that form code here.
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4. Adjust as per the following example:

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

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

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

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

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

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

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

Line 1 Equipment 245

Line 2 Model Mo 300

Line 3 Manufacturer :260 710

Line 4 Description 500

Line 5 Subject 650 651 600

Line & Call Mumber :984 082 =

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

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

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

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

7. Click the F3 Update button to save changes

@ Stockitem - STAFF at Chelsea Library =] = =

Main Application [tem XReferences File

FiClear | F2insert| F3update| F4Delete | F5Query | | |

Query Via
™ Item © Cat * Keyword [ Any

Previous Queries J J J J J

Item No |STOC KO00369780B Cat Ref No

Equipment| iPad2
Model No| 123456789
Manufacturer| Apple

Description

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

Copy No | Convert |

I mmmélme
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APPENDICES

Appendix1: Setting Up the Option for Export from Stockitem File

In order to have the option to export records from a stockitem file, the export item definitions
should be filled in. Log out of the Authority module and then back in and you should have the export
from stockitem option available in box one of the export screen.

Q Marc Import Definitions - STAFF at Chelsea Library EI = @

Main  Application
F3 Update F5 Query

Import ltems ‘ Import Orders Export tems Export Orders

Description Tag Mo Subfield Starting Length -
Position (zero for
unlimited)

Accession Year 945 a 38 2
Barcode 945 i i} i}
Call Number

Call Number Prefix

Call Number Shelving Control Number
Call Number Suffix

Catalog Reference Mo

Circ Status of ltem

Floor Location

Form Code

Form Description
Loan Type Code
Loan Type Description
Location Code

Location Description =

NUK
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Appendix 2: Check Digits

If you change your barcodes at any time or introduce a new type of barcode, you will need to add a

line to your check digits, so the system recognises the new barcode as being valid.

1. Launch the Amlib client

2. Go to Main > Installation > Supervisor

3. From the menu, select LibraryMenu > CheckDigits — the Check-digit Calculations screen will

display:
S5 Check-digit Calculations - STAFF at Chelsea Library (=] @ |23
Main  LibraryMenu
F1 New | F2 Insert F3 Save F4 Delete F5 Query F6& Test
Gllem  CBomower  Pressis | Thelendngmduelngcoume o
Barcode # - Indicates any numeric character
| 7- Indilc:ates any alphabetic cljaracter
& - Indicates any alphanumeric character
(Item Weights Use as Cd Leading Trailing Length| Mod -
(Bjorr Left to Right comma Depending Chars Chars
separated list on remainder
B B# i 4 0
I # #H 4 0
I &# i 5 0
B B# it 5 0
I HiHE it 6 0
B 1,21,21 0123456789 | 7 10
I 11,128,64,32,16,8,4,2 01234567890 9 11
B 1,2+1,2+1,2+ 1,2+ 0123456789 ] 10
I EEEREER BEEEER 12 0
B 288888 888888 12 0
I 2888888 B888888 14 0
B 1,2+,1,2+1,2+1,2+1,2+ 1,2+ 6789012345 2 14 10
NUK

4. Click the F1 New button to create a new line

Columns 2 and 3 are optional. As a minimum you must specify:

e If the barcode is for items () or borrowers (B) — if it is to be used for both, you will need to

create two lines — one for each.

e Leading characters and trailing characters — you can use these to indicate a barcode prefix or

suffix that is the same for every barcode e.g. AL102. Otherwise you can just use the &

symbol (see the legend at the top right of the screen). The system adds together the leading

and trailing characters to make up the total length of the barcode. At the most basic level,

you can just count the number of digits in the barcode and divide roughly between the

leading and trailing columns

Last Updated: 9 August 2011

Version: 5.3

Date of Version: 9 August 2011

Page 126



School Tasks in Amlib

= Check-digit Calculations - STAFF at Chelsea Library
Main  LibraryMenu

e | romsert| 2 seve | raneite

The leading and trailing columns can be a combination of
& ltem " Borrower t:rt:i: tl:'ie alphanumfric charac‘legrs and the following symbaols:
Barcode # - Indicates any numeric character
I ? - Indicates any alphabetic character
& - Indicates any alphanumeric character
{Iitem Weights Use as Cd Trailing Length _H.Qd/
{B)orr Left to Right comma Depending Chars ar.
separated list on remainder

5. Click the F3 Save button when complete

6. To test a barcode, use the test box in the top left corner, select either Item or Borrower,

then scan the barcode into the box and click the F6 Test button

=4 Check-digit Calculations - STAFF at Chelsea Library
Main  LibraryMenu
F1 New F2 Insert F3 Save F4 Delete F5 Query F6 Test
| he leading and trailing columns can be a combination of
e P F&
& Item Borrower to rt::fthe alNhanumeric characters and the following symbols:
Barcode # JIndicates any numeric character
I - Indicates any alphabetic character
< & - Indicates any alphanumeric character
em i se as eading railing eng
it i Cd Lead Traill Length| Mod
(B)orr Left to Right comma Depending Chars Chars
separated list on remainder

For more information, press Ctrl-H from your check digits window.
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