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The Graphical layout of the Aleph 16 Acquisitions Desktop Client
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Logging On to Aleph

· Using the Start Menu: Log in using Start>Programs>Aleph  menu choice.  Select the module you wish and click once.  The Aleph Username and Password Dialog box will appear on your screen. Enter your personal username & password, though we are using “Train/Train” today in order to have all permissions enabled.
-Or-

· Create a desktop icon for the module or modules of your choice on your desktop:

1. Highlight a module from the Aleph  menu

2. Right click with your mouse.  A menu will appear.

3. Select Create Shortcut from the menu.

4. A copy of the module icon will appear in the Aleph  menu.

5. Drag the icon onto your desktop.  You can rename the icon by clicking once on the icon name and typing in another name, such as "Aleph Acquisitions".

Once you have created the icon on your desktop, you can double click on the icon to bring up the Aleph Username and Password Dialog box.

1.
The Modules of the Aleph Desktop Client

· Number of Modules: 

The five modules are:

Acquisitions 

Cataloging 

Circulation 

ALEPHADM 

Interlibrary Loan 

	Version 16 Module Location
	 Icon

	Acquisitions
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	ALEPHADM
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	Cataloging
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	Circulation
	[image: image5.png]




	Interlibrary Loan
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1.1
Layout of the Aleph 16 Acquisitions Module
Title Bar: Name of Module, Version, Library and Server Information

Menu Bar: Main menu options: Aleph, View, Utilities, Orders, Services & Help.  

Serials bar: If you enter a search here, the result will display on the Serials Tab.  You can search by BIB title, ISSN, etc.  

Order bar: If you enter a search here, the result will display on the Order Tab.  You can search by Order No., BIB title, ISBN, etc.  

Invoice bar: The Invoice bar allows you to search for an invoice by a vendor code-invoice number combination, or to create a new invoice by entering a vendor code and new invoice number.

Upper Pane: Search options or records in lists, (e.g. Order List, Items List, Check-In List, etc.)

Horizontal Split Bar: You can make the upper or lower pane larger based on moving this bar.  Note that there is no keyboard equivalent for the horizontal bar.  You must use the mouse to adjust the size of Upper and Lower panes.  Once you select the size of each pane, however, this will remain persistent until you change it.

Lower Pane: The Lower Pane displays specific information about whatever is highlighted in the Upper Pane. For example, if an Order List is displaying in the Upper Pane, the Order information about the order highlighted in the Order List will display in the Lower Pane.

Operations (or Object) Bar: By clicking on one of the icons, you can open up another module such as Cataloguing or Circulation.  

· Opens Module, Does not Push: Note that you cannot use the icons on the Operations bar to push a title into another module. 
· Other icons on the Operations Bar: The bar also displays the icons to change your password/log in information and the library and languages icons.  The orange X [image: image7.png]


 will close Aleph completely.  
Vertical Split Bar: You can make the navigation pane larger or smaller by moving this.  You must use the mouse to adjust the size of the Navigation pane.  Once you select the size of the pane this will remain persistent until you change it.

Navigation Pane: This pane lists functions available on a particular tab and consists of Root (higher level) and Nodes (lower levels).

· Root: Specific function on a tab. 

· Nodes: Individual function below the Root.
Functional and Overview radio buttons:  Functional is the default. The Overview button is used if you want to move to another client and take the record you are working on with you.
Main Tabs: Tabs that indicate specific functional areas within a module. 

In Acquisitions, there are six tabs: 

· Order tab [image: image8.png]


: This tab is used for placing orders and recording monograph and standing order arrivals and claims.

· Invoice Tab [image: image9.png]


: This tab is used to review invoice information.

· Administration Tab [image: image10.png]


: This tab is used to create vendor records and budget records.

· Order Index Tab [image: image11.png]


: This tab is used for searching for orders using the Order Index.

· Serials Tab [image: image12.png]


: This tab is used for processing serials receipts and serials claiming.

· Search Tab [image: image13.png]


: This tab is used to find bibliographic records.

Upper, Lower, and Navigation Panes: You can tell which pane is ACTIVE  by looking for a red outline around the pane.
Options on the Order List tab:
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Options on the Invoice tab:
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Options on the Administration tab:
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Options on the Order Search tab:
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Options on the Serials Tab:
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Options on the Search tab:
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