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Introduction

Purpose

Contents

ADVANCE Circulation isasophisticated item-specificinventory tracking
system. It can be used to track the status/availability of all itemsin the
system, including the identification of borrowers and temporary loca-
tions. It is also used as an inventory tool, and can produce a number of
management reports and statistics on use of the collection.

The Circulation User’s Guide explains how to use the Circulation
Module.

Chapter 2 of this guide provides a brief overview of the Circulation
Module, and includes a function/menu map.

Chapters 3 discusses patron registration, added borrowers, transaction
update, second screen definition and housebound patron history.

Chapter 4 explains checkout, its options and exceptions.

Chapter 5 discusses checkin, fines, fines payment, checkin dates and
times, and item status query.

Chapter 6 deals with holds, recalls and traces.
Chapter 7 explains the methods for placing recalls.
Chapter 8 discusses renewals.

Chapter 9 deals with accounts receivable and how to access the online
cash register.

Chapter 10 explains how to use the Reserve Book Room.

Chapter 11 describes item control.
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Chapter 1: Introduction

Other Documentation

Appendix A provides general instructions on accessing screens and
editing fieldsin ADVANCE.

Appendix B provides atable of Edit Functions.

Appendix C describes Materials Booking.

Appendix D isageneral ADVANCE glossary.

Appendix E discusses the optional, Inter-Library Loan add-on product.

Consult other guides for related information:

» The Circulation Management Guide describes how to set up and
customi ze the Circulation Module.

e The Utilities Management Guide describes general ADVANCE setup
and management: port definitions, access control, the background
processing calendar, the Report Writer, and so on.

Typographical Conventions

Generic Examples

1-2

Two specid text styles are used in this guide:

1. The screen identifiers, the text that you can enter, and screen
messages are in a monospace font style. Examples: “ORDA”, “Y”,
“REG’,“Itemon tenporary hold by staff”.

2. The names of screen fields and options, and cross-references to
section or manual titles, areinitalics. Examples: “UNIT COST”,
“Exit”, “see Handling Subscriptions”.

Angle brackets around the name of a key mean press the key. For
example, “<ENTER>" means press (or pressing) the ENTER key.

Because system behaviour can betailored by the library’s system
managers to meet local needs, the screens and options shown in this
document may not match exactly the ones at your library.

Some sampl e screens may be shown shorter than they actually are. This
occurs when blank lines have been del eted to reduce space requirements.

Circulation User’s Guide (September 2000)



Overview

The ADVANCE Circulation system supports the foll owing major func-
tions:

Checkout

Checkin

Holds, recalls and traces

Patron record management

Item status and action control

Fine management and accounts receivable

Reserve book room
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Chapter 2: Overview

Circulation Functions

Handling Time Inputs

2-2

The basic functions of the ADVANCE Circulation system areitem
checkout, checkin, holds, recals, and renewals. Because most of these
functions take place at the circulation desk, they are the most heavily
used and visible functions of the ADVANCE Library System.

At the heart of all basic circulation functions are circulation policies,
which include loan periods based upon patron and collection groups,
fine palicies, maximum number of items checked out, recalled, on hold,
and renewed, and patron exception conditions. All these parameters are
defined by the library through the procedures found in Circulation
Management Guide, and are applied in al standard circulation transac-
tions.

All standard circulation functions invol ve both patrons and items.
Patrons and items may be identified either by reading their barcodes or
through browsing. Standard online catal ogue searches can be done from
checkout, checkin, holds, and recalls. The date and time change option
for checkout, checkin, and recalls allows ad hoc handling of exceptional
situations.

Statistical data on all standard circulation functions are automatically
tracked by the system. Circulation notices are generated based upon
criteriadefined in set up. Transaction blocks, partial and whole, both
financial and message-type, are continually updated when the patronis
served. The validity and integrity of the patron record are checked
according to pre-defined codes each time a transaction is processed.

Throughout the system, enter the time in the 24 hour format. If your
system has been set up to convert the time to the 12 hour format using
AM and PM, this will be done automatically.

When entering time, the following points should be kept in mind.

* When asingle digit is entered, the system reads the digit as minutes
and adds the minutes to the base time of 12:00 AM. For example, if
you enter 9 (assuming 9:00 am), then the actual time displayed is
12:09 am.

* Whentwo digits are entered, the system reads the 2 digits as minutes
and adds the minutes to the base time of 12:00 am. For example, 99
isread as 99 minutes and is converted to 01:39am.
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Circulation Functions

e The system reads 3 or 4 digits as hours. If you enter 930, it is
converted to 9:30am and 100 is converted to 1:00am.

e Thereisan edit-check for the 24 hour clock. The system will display
the following error message if you enter invalid information — for
example, if 777 was entered:

***Time cannot be | ess than 00:00 or greater than 23:59.
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Chapter 2: Overview

Circulation Menu
MM ADVANCE Master Menu
Cl RC Circulation Master Menu

GCM General Circulation Menu

CCM  Circulation Codes Menu
CCCM  Circulation Configuration Codes
CCT Circulation Control Table
COCT  Checkout Control Table
CMEM  Membership Control Table
CHRT Hold/Recall/Trace Control
SCCT Sdf-Check Control Table
CPI CK Pick List Control Table
CHOLD Holds Control
CHLDC Holds control codes
CHLDC Holds Reports control codes
CHSHELF Hold Shelf Messages
CQUAL Quadlifier Codes
CPCC Checkout Port Control
Cl PC Checkin Port Control
CPH Hold Port Control
CPBF Block/Fine Description Codes

CLPM Loan Periods Menu
CHSM Holding Setup Menu

CH C
CHCS
CHCC
CHPC
CHNC
CDPT

Institution Codes
Sublocation/Building Codes
Collection Codes

Cal# Prefix Codes

Class Number Codes
Default Price Tag

CLCM Library Calendars

CCC  Circulation Codes

CCGC Materid Group Codes
CPC  Patron Type Codes

CPGC Patron Group Codes

MBP  Materials Booking Patterns
CBLM Build Loan Matrix

CPLM  Print Loan Matrix

COPM  Output Production Menu
CNCT  General Notice Controls
CNTC Notice Type Codes

2-4 Circulation User’s Guide (September 2000)



Circulation Menu

SCM
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C cMm

CLVI S

CCMC  Contact Method Codes

CNC  Notice Codes

COPC  Output Prod. Codes

COPG  Output Prod. Charges

CNHD Notice Headers

CNFC  Notice Print Format Codes

Cl SFC Notice Print Information Source Code
COPS  Notice Production Sequences

COPN  Notice Headers by Location

Cl HP  Holiday Periods by Ingtitiution

Payment Collection Menu

CPFC Fund Codes

CPFB Fund/Transaction Codes
CPRL Register Location Codes
CPRP Register/Port Codes
CPTC Payment Type Codes
CRHD Receipt Header
CFRULE Fine Rules

Item Control Codes Menu

as Item Status Control Codes

Cl SC Item Status Calendar Codes

Cl A Item Action Control Codes

Cl SC Item Action Calendar Codes

CSAC Statug/Action Calendar Access Codes

General Codes Menu

CTC  Transaction Codes

CHC  Hold Codes

CRC  Recal Codes

CADM  Administration Stop Messages
SMAI L Sendmail Path

LViS Codes
CLVT LViS Control Times
CLVL LViS Contact Language Codes

Standard Circulation Menu

COUT  Checkout

CIN  Checkin

PHONER Telephone Renewals
HRT Holds by patron
CHQ  Hold Queue by Title
CREL Recal

VB Materials Booking



Chapter 2: Overview

PCM  Patron Control Menu

CPR  Patron Registration

CTU  Transaction Update

CAR  Accounts Receivable

CPSS  Patron Second Screen Definition
HPH  Housebound Patron History
MEMGRP Patron Membership Groups
PAC  Patron Address Control

PAD  Patron Address Descriptions
CRPM  Reset Patron Memberships

ICM  Item Control Menu

CEH
CEHD
CAHD
CHWF
CCA
CCS
PHYI
CLPD
CLPC
CFHC

Edit Holdings

Holdings Default Definitions
Action on Holdings Deletion
Holdings Maintenance Functions
Change Actions

Change Status

Physical Inventory Control

Last Access Patron History Display
Last Access Patron History Clear
Flagged Hold Cancellations

OCM  Output Control Menu

OCP  Caendar Processor
CRR  Register Reports
OVR  Voice Processing Utilities

Cl LL ILL Maintenance
Cl RE Request Entry/Update
CI CS ILL OPACI/CAT Setup
Cl RTE Request Template Editor
Cl RT Request Types
Cl LC Supplying Library Codes
CAPD AVISO Patron Download

RCM RBR Circulation Menu

CRSM  Reserve Setup Menu
CRLC Temporary Location Codes
CRBNI Add aNew Instructor Record
CRBNC Add aNew Course Record
CRBI  Rebuild RBR Indexes
CRBC Check RBR File Consistency

CREM Reserve Processing Main Menu
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Circulation Menu

CRLM Move ltemsinto RBR
CRUM Move Itemsout of RBR

CRM Circulation Reporting Menu

CCR  System Reports
Patron Registration Reports
Patron Accounting Reports
Patron Blocks Reports
Physical Inventory Reports
Checkout and Statug/Action Reports
Holds and Booking Picklists/Alerts
Reserve Book Room Reports
Circulation Checkin Statistics
Circulation Recall Statistics
Circulation Checkout Statistics
Circulation Renewal Statistics
Circulation Hold Statistics
Physical Inventory Reports

RW Report Writer

CRGC Report Group Codes

RPC  Report Prompt Codes

CBM Circulation Backup Menu

LBFCM Live to Backup File Creation Menu
CFPA  Create Full Abbrev. Patron
CFPE Create Full Abbrev. Pieces
DAFT Dump Abbrev. Filesto Tape

CBLF Load Tape Files from Backup

BLU  Backupto Live Update

CBCT Circulation Backup Control Table

CBFC Clear Backup & Report Files

CCRB Reports Menu

CPFM Circulation Purge FilesMenu
CPPR  Patron File Purge Report
CPPD Patron File Purge
CPMBP Materials Booking Pattern Deletion
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Chapter 2: Overview

UTIL Utility Menu

UTLM Import/Export Menu
UPI M Patron Importing Menu
UPI R Import Patron Records
U PR Index Patron Records
DVPF  Define Valid Patron Fields
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Patron Registration

This chapter discusses:

Patron Registration

Added Borrowers

Second Patron Screen Definition

Patron Address Control and Descriptions
Patron Blocks Transaction Update
Housebound Patron History.

Permissions Editing, adding, and deleting patron records and patron blocks requires
the appropriate level of user permissions. For acompletelist of al circu-
lation permissions, see the appendix, User Permissions.
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Chapter 3: Patron Registration

Register New Patron

To register a new patron in the system database, select the PATRON
CONTROL MENU( PCM) from the GENERAL CIRCULATION MENU.

~

DD MW YYYY Geac ADVANCE Li brary System (#. ##) I PP
HH: MM Your Library Nane

GENERAL CI RCULATI ON MENU

1. CCM Circul ation Codes Menu
2. SCM Standard Circul ati on Menu
3. PCM Patron Control Menu
4. ICM Item Control Menu
5. OCM Qutput Control Menu
Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Hel p.

Press <ENTER> to return to previous |evel

Select the PATRON REG STRATI ON( CPR)  screen from the PATRON
CONTROL MENU.
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Register New Patron

DD MWM YYYY Geac ADVANCE Library System (#. ##) I PP
HH: MM Your Library Name

PATRON CONTROL MENU

1. CPR Patron Regi stration
2. CTU Transacti on Update
3. CAR Accounts Receivabl e

4. CPSS Pat ron Second Screen Definition
5. HPH Housebound Patron History
6. MEMGRP Patron Menbership G oups

7. PAC Pat ron Address Control
8. PAD Pat ron Address Descri ptions

9. CRPM Reset Patron Menber shi ps
Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Hel p.

Press <ENTER> to return to previous |evel

N | y,

Patron ID

The PATRON REGISTRATION screen appears. Enter Nfor New patron at the
Pat r on | D prompt, or enter anew barcode.

PATRON REG STRATI ON

Enter Patron Nane or Barcode:

If you enter anew barcode, see Assigning New Barcodes on page 3-11.
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Chapter 3: Patron Registration

Registration Screen

After you have entered the N ( new patron), a blank PATRON REGISTRA-
TION screen appears. Select the Line by Line option. Enter patron’s name
inthe format Last name, First initial, Second initial.

The Name, Address and Patron Code fields are required and cannot be
left blank. If you try to skip required fields, the message:

An entry is required at the nane field.

appears. To omit datain required fields enter two blank spaces.

/ PATRON REG STRATI ON \
Qut st andi ng charges : 12.50
Pat ron Barcode..: 20000002004343 Last Update: 02/19/96
ad Barcode.....: 20000002003232, - 102948 Last Trans.: 02/14/96
1. Nane (Last, F M: Carter, Bruce Regi stered : 08/04/95
2. Address.1.......: 123 Box 17
Johnson’ s Landi ng

3. Zip/Postal Code.: PURCELL, B.C N3R5t8
4. Phone Nunber(s).: 111-2222
5. Address 2.......:
6. Zip/ Postal Code.: 14. Password...: ####
7. Personal ID.....: s 15. Hone Inst..:
8. ID Type.........: SSN 16. Home Subl..:
9. Patron Code.....: S-Student 17. Housebound (Y/N) ? : N

10. Expiration Date.: 31 MAY 1999

11. Comments........:

12. Rte. Recipient..: N 18. Std. Contact Method : Enmil

13. Rte. Location...: 19. Hol. Contact Method : Mail
Opt i ons:

# line Line by line Added borrowers Del ete File Updat e bar code
Second screen Itemlist Bl ocks di spl ay Addr esses Exi t ? help
. J

Registration Field Descriptions

Patron Barcode

3-4

Contains the barcode attached to this patron record. A negative sign
meansthat the number is system-assigned. Thisassignment occurs when
area barcode number has not yet been provided. Use the Update
Barcode option to assign areal barcode.
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Register New Patron

Old Barcode

Last Update

Last Trans.

Registered

Name (Last, F M)

2. Address

3. Zip/Postal Code

Appears when you have used the Update Barcode option. This previous
number can be either the system-assigned negative number or an old real
barcode. (See Current Patron on page 3-13 for an example.)

Contains the date of the most recent changes to this patron’s record.

Containsthe date of the most recent transactions for this patron’srecord.
A transaction could be an item checked in or out, or afine payment.

Indicates the date the patron first registered on the system.

Required. Enter last name first, followed by a comma. Then enter the
first and middle names.

Required. Enter street and apartment address only. Two lines can be
used.

Allows you to enter an American zip code or a Canadian postal code.
When completed, the system displays the city and state/province.

12: 18PM CI TY - STATE/ PROVI NCE - ZI P/ POSTAL CODE EDI T DDMWM YY
Zi p/ Postal Code : V3P 4X
Gty
St at e/ Provi nce
Country
*** Record not found for V3P 4X
Do you want to create a new record (Y/N)?

If the zip/postal code is not found in the system database, the CITY -
STATE/PROVINCE - ZIP/POSTAL CODE EDIT screen appears. (Canadian
postal code is used as an example.)
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Chapter 3: Patron Registration

4. Phone Number

5. Address 2

6. Zip/Postal Code

7. Personal ID

8. ID type

9. Patron code

10. Expiration Date

11. Comments

3-6

Answering Y, producesthemessage: Do you want to create a new
record (Y/ N)? and movesthe cursor to the City field. Enter the appro-
priate information. When the third field is completed, the option line

appears:
Opti ons:
# line Del ete File Exi t ? help

File and the Exit returns you to the original Patron Registration screen.

Enter the patron’s tel ephone number. Parts of the phone number, i.e. area
code and digits are separated by hyphens; multiple phone numbers are
separated by commas.

Useif your patron has multiple addresses, such as an office or campus
address and ahome address. If patrons have more than two addresses,
use the Addresses option to access them.

Attached to field 5. Enter the patron’s second postal or zip code.

This number is unique to the patron and can be any number, such as
driver’'slicence, social insurance number, social security number, credit
card number, student number, faculty number, etc. L etters can be
included.

The Personal 1D number is an alternate to the patron’s name or barcode
number. You can enter this number, preceded by | D=, at the Ent er
Patron Nanme or Barcode: prompt.

Describes the number entered in the Personal ID field. For example, you
could enter SSN, SIN, or VISA card number.

Required. Designates the patron type. These codes are previously
defined.

This date will be automatically calculated and entered by the system
using the conditions assigned to each patron type. You may change the
system-assigned patron expiration date by overwriting the date shown.

Provides space for notes about each patron record.

Circulation User’s Guide (September 2000)



Register New Patron

12.

13.

14.

15.

16.

17.

Rte. Recipient

Rte. Location

Password

Home Inst.

Home Subl.

Housebound

Enables you to indicate that this patron receives items from arouting
list. Enter Y, to enable this patron to receive routing items. If this patron
should not receive routed items, enter N. The system defaultsto N.
Routing lists are created and maintained in the Serials Control module.
The lists permit routing of issues of periodicals.

When apatron is deleted, you must also delete the patron’s name from
the various routing lists of which the patron was part.

Thisfield is used together withthe Rt e.  Reci pi ent. : field. When
you specify that the patron will receive routed items, you must specify a
department location for the patron.

Use this field when a password is required to allow the patron to place
holds. The patron will be able to use this password for placing Patron
Holds in oPacC.

Provides the patron with ahome institution. This institution is used for
routing items when the patron places holds. The system displays the

I nstitution associated with the terminal where the patron is registering.
This, or an aternate institution, can be entered.

Provides the patron with a home sublocation. This sublocation is used
for routing items when the patron places holds. The system displays the
Subl ocation associated with the terminal where the patron isregistering.
This, or an alternate sublocation, can be entered into thisfield. Neither
field 15, nor 16, are automatically entered with the default associated
with the terminal.

Used to keep track of all the materials borrowed by this patron. This
field isintended for the control of materials selected on behalf of house-
bound patrons. If you answer Y, the system displays the PATRON REGIS-
TRATION (HOUSEBOUND PATRON) Screen.
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Chapter 3: Patron Registration

CPR - PATRON REG STRATI ON ( HOUSEBOUND PATRON) MEM
Pat ron Bar code: - 000058 Acker man, Susan
1. Volunteer/staff nane doing the service : Jones, Alfred
2. Frequency of delivery © Weekly
3. Pick up location . Northeast Branch
4. Date of last delivery :
5. Note lines : 10
Opti ons:
# line Line by line Accept Exi t ? help

18. Std. Contact
Method

19. Hol. Contact
Method

Thefields on this screen are for information only. Field 5 allows access
to a notes window containing the number of linesindicated (up to 500
lines).

If you use the Exit option you will leave the patron record without
saving any changes. Use the Accept option to return to the Patron
Registration screen. There you can either Fileto save changes or
Exittoleavethepatronrecor dwithout savingany changes.

In order to track materials borrowed for Housebound Patrons the Keep
Patron History field inthe Ci r cul ati on Cont rol Tabl e ( CCT) must
also be answered YES. Thistable isfound in the CONFIGURATION CODES
MENU (CCCM under the CIRCULATION CODES MENU (CCM). See House-
bound Patron History Menu.

Enter a contact method code for the standard method of sending notices
to the patron.

Enter a contact method code for the method of sending noticesto the
patron during the holdiay period.
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Second Screen - Patron Registration

This screen contains 12 to 15 fields. Thefirst two fields prompt for email
address and fax number. The third field prompts for ILL permissions for
the patron (available if the customer has ILL installed). The fourth and
fifth fields (formerly on the First Screen) prompt for LViSlanguage code
and contact time. The last 10 fields are the library’s second screen fields
as set up in Patron Second Screen Definition (CPSS).

N

Patron I D : 20000002003232 Carter, Bruce

©NOOA®WN R

. Favourite format..............:
. Birthday date.................:
. Not defined...................:
. Not defined...................:
. Not defined...................:

Opt i ons:
# line Line by line Accept Exi t ? help

~

PATRON REGQ STRATI ON - SECOND SCREEN

email address.................:
fax number........... ... ... ..

LViS lang. code...............:
LViS Contact Time.............:
Department....................:
New added field...............:
Country of origin.............:
Nuneric field.................:
Description of patron.........:

/

1. email address

2. fax number

Enter an email addressthat usesan at sign, @, or exclamation point, !, as
a separator between characters. For example, the system accepts:

bi | | @onpany. comor machi ne! bi | |

Thisfield is used by AVISO for downloading patron information only. It
is not used within ADVANCE.

Text field. Enter afax number.

Thisfield isused by AvISO for downloading patron information only. It
is not used within ADVANCE.
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3. Allow ILL

4. LViS lang. code

5. LViS Contact Time

Determines accessto ILL.
ILL access defaults to the setting in the Patron Type Code table.

Allows ILL accessto the patron even if ILL permission has not been
granted by the patron’s Patron Type Code.

DeniesILL accessto the patron even if ILL permission has been granted
by the patron’s Patron Type Code.

Displaysonly if thelibrary hasthe LViS add-on which permitstelephone
contact with patrons. Enter avalid code or ?? to browse alist of codes.

Displays only if the library hasthe LViS add-on. The field indicates the
patron’s preferred time for voice contact. Enter avalid code or ??to
browse alist of codes.

-

NoahkwdPE

LVi S Contact Tine

Nunber of records : 7

Code

Description of code
No Voice contact
Mor ni ng

Af t er noon

Eveni ng

Ni ght

Any tinme

Sunday

J

Fields 6-15

3-10

Thesefields are library definable using the Patron Second Screen Defini-
tion (CPSS).
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Assigning New Barcodes

When completed, enter File. The system returns you to theinitia regis-
tration screen.

Enter Patron

PATRON REG STRATI ON

Narme or Barcode:

You may assign a new patron barcode to a new patron or assign a new
barcode to an existing patron.

If you are prepared to assign a new barcode, retrieve the new patron
record and enter Update barcode. This option could also have been used
before you filed the new patron record.

Wand a barcode from a new patron library card or enter avalid new
barcode using your workstation keyboard.

Current Patron Barcode..: -1006609 Weston, James
Enter new patron barcode: 20000003003377

Circulation User’s Guide

<ENTER> Or <RETURN KEY > entersthe new barcode into the system. The
system links the patron record with the barcode.

If you do not want to assign a barcode at this time, <ENTER> and the
system will re-file your new patron without assigning a barcode. The
patron will be automatically assigned a negative barcode number: for
example, -1006615. The negative barcode is atemporary barcode used
by the system until areal barcode ID number can be assigned.

You may assign this patron a barcode at a future date by doing a Search
on the patron’s name or the negative barcode assigned by the system.
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New Barcode

If you enter a new barcode at theinitial prompt on the Patron Registra-
tion screen, the message:

The record 29999000032657 is missing fromthe PATRON
file :
Do you want to create a newrecord (YN? __

appears. Answering N returns you to the initial patron registration
prompt.

However, if you want to continue with the new barcode, answer Y. The
system displays a blank patron registration screen, see Registration
Screen on page 3-4.

Searching for Patrons by Name

3-12

AttheEnter Patron Name or Barcode: prompt, typeall or part of
apatron’s name. If an exact match is not found, a browse list of patrons
whose name closely matches your entry appears.

Two different types of browse lists can be set up. Use the Circulation
Control Table (CCT) to select the type of display.

e Threelines per patron. Displays name, address, barcode, and phone
number. Displays five records per screen.

e Oneline per patron. Displays name and barcode. Displaysten
records per screen.

When you select a patron from the browse list, the patron registration
screen appears and you can update the record as explained in the
previous sections.

When you file or exit the patron record you are returned to the browse
list. You can:

» select another patron to update
» enter anew search by choosing N

e exitto the menu by typing E.
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Current Patron

Enter the patron’s barcode number, at the Ent er Pat ron Nane or
Bar code: prompt, if you need to update a current patron’s record for
some reason (e.g., the patron’s address has changed due to amove). The
system displays the patron registration screen for that patron.

[ PATRON REG STRATI ON \
Qut st andi ng charges : 12.50
Pat ron Barcode..: 20000002004343 Last Update: 02/19/96
ad Barcode.....: 20000002003232, - 102948 Last Trans.: 02/14/96
1. Nane (Last, F M: Carter, Bruce Regi stered : 08/04/95
2. Address.1.......: 123 box 17
Johnson’ s Landi ng
3. Zip/Postal Code.: PURCELL, B.C N3R5t8
4. Phone Nunber(s).: 111-2222
5. Address 2.......:
6. Zip/ Postal Code.: 14. Password...: ####
7. Personal ID.....: s 15. Hone Inst..:
8. ID Type.........: SSN 16. Home Subl..:
9. Patron Code.....: S- St udent 17. Housebound (Y/N) ? : N
10. Expiration Date.: 31 MAY 1999
11. Comments........:
12. Rte. Recipient..: N 18. Std. Contact Method :
13. Rte. Location...: 19. Hol. Contact Method :
Opti ons:
# line Line by line Added borrowers Del ete File Updat e bar code
Second screen Itemlist Bl ocks di spl ay Pay charges Wi ve charge
Addr esses Exi t ? help
\ J

Entering a Name

Circulation User’s Guide (September 2000)

You can retrieve any current patron by entering a complete name or part
of anameat theEnt er Patron Name or Barcode: prompt. If
you entered the patron’s complete name asit exists in the system’s data-
base, the appropriate Patron Registration screen will be displayed imme-
diately.

If you entered part of the patron’s name, the system presents a browse
list. The second list item is the system’s best match of the partial patron
name entered. Select the patron sought from the browse list. (Refer to
Searching.)

The appropriate PATRON REGISTRATION SCreen appears.
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Returnto Search  |f you use the browse feature to search for a patron and retrieve their
patron record, when you File or Exit you are returned to the browse list.
Select the New Search option to return to the Patron Registration screen
Enter Patron Nane or Barcode prompt. Select Exit to return
to amenu.

Entering an ID  You can retrieve a current patron by entering a complete ID number at
theEnt er Patron Name or Bar code: prompt. You must prefacethe
search with | D=, and then enter the ID number exactly asit appears on
the record. The system does not offer a browse search for ID numbers.

Entering LST  You can retrieve the last patron accessed in Circulation by entering LST
attheEnter Patron Nanme or Barcode: prompt.
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Changing Passwords

To remove an existing password, select the Password field and type #.
(The number of masking characters might not correspond to the number
of charactersin the password.) Select File. To enter a new password,
select the Password field, type the new password and select File.

Whether patrons require passwords is determined by the set up parame-
tersin OPAC Port Control (OPC) table on the ONLINE SEARCH SETUP
menul.
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Added Borrowers

3-16

An Added Borrower is someone the patron wants added to his’her User
ID (e.g., achild or professor’s assistant). This option only works when
the system has been set up to give the patron this privilege.

1. Select the Added borrower option on the PATRON REGISTRATION
screen. The PATRON REGISTRATION SCreen appears.

PATRON REGQ STRATI ON
Pat ron Barcode..: 20000002001173 Last Update: 01/15/92
Last Trans.:
<< | NSTI TUTI ONAL or ADDED BORROWER >>
1. Gold, Jody Ann 7586378
Options:
Add item Delete # Forward Backwar d File Exi t ? help

2. If the patron does not have this privilege, a message similar to the
following displaysin place of the screen options:
No Additional Borrowers may be added to a Student
patron.

3. Select Add it emto add aname.
4. The system prompts:

Borrower’s Nane or Barcode:

Thisisafreetext field. Datafrom thisfield displays in parentheses next
to the name of the registered user when items are being checked out by
the added borrower. It will also display on all notices sent to theregis-
tered user.
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The added borrower does not need a patron record in the system (i.e.,
with his’her own barcode and patron record), therefore a barcode
number is not needed in thisfield. If the added borrower isalso a patron
(for example a graduate student who is also an added borrower for a
faculty member), a barcode number in this field will provide useful
information to connect the two records.

5. Onthe next line the system prompts:

Borrower’s I D and I D Type:

6. Thisisafreetext field which allows you to enter an ID number and
type which will correctly identify the added borrower. Further infor-
mation might include an address or telephone number for the added
borrower. Thisinformation could be used by library staff who need
to contact the added borrower directly.

7. Then the system will give afinal prompt:

Are you sure this is correct Y/ N?

Answer Y if correct.

8. The system adds the name to the list of the Added Borrowers at the
top of the screen.

9. The system again displays the message:

Borrower’s Nane or Barcode:

10. <ENTER> to return to the option line. Alternatively, enter the name or
barcode of more Additional Borrowers and repeat the previous steps.

11. Filethe added names and return to the PATRON REGISTRATION SCreen.

12. To view al the Added Borrowers, select the option again. All the
additional borrowers, old and new, are displayed.
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3-18

PATRON REG STRATI ON
Pat ron Barcode..: 2000043269561 Last Update: 04/14/93
Last Trans.: 04/04/93
<< | NSTI TUTI ONAL or ADDED BORROVWER >>
1. Ackerman, Susan 999864321- SSN
2. Wlson, Francis N4452677 - Calif Driver’'s Lic.
Added borrowers can also be added at checkout. When the barcode or
name of patron with Added Borrower privilegesis entered during the
Checkout ( COUT) process the system provides alist of current added
borrowers and provides options as indicated on the CIRCULATION
CHECKOUT screen.
12: 47PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Name or Barcode : -000043 Jordan, WIliam
Bl ocks : 0 Fines : 27.00 Itens out : 18 Holds : 3
<< | NSTI TUTI ONAL or ADDED BORROWER >>
1. Ackerman, Susan 999864321- SSN
2. Mlligan, Jean 999837600- SSN
3. WIlson, Francis N4452677 - California Driver’s
Opti ons:
Add item Retrieve # Del ete # For war d Backwar d File Exi t
? help

A new added borrower can be created by selecting the Add item option,
or acurrent added borrower can be deleted by selecting the Delete #
option. By choosing Exit, the system will return to the Item prompt and

Circulation User’s Guide (September 2000)



Current Patron

continue with checkouts to the registered patron. The Retrieve # option
allows checkouts to the sel ected added borrower.

Asitems are checked out the added borrower’s name appearsin paren-
theses next to the name of the registered patron.

12: 47PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nane or Barcode : -000043 Jordan, WIIiam (Ackerman, Susan)
Bl ocks : 0 Fines : 27.00 Items out : 18 Holds : 3
| TEM TITLE DUE
1.
3-19
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Item List

Selecting the Itemlist option on the PATRON REGISTRATION screen allows
staff to display alist of current checkouts as well aslost items. While it
is not possible to perform the functions available from a patron list in
checkout, (e.g. create Lost items, Claim returns, Renew items, add notes,
and access Full checkout details), this provides useful information on a
patron’s current status. Selecting the line # of an individual checked out
item displays the full pieces record, however, no updates can be
performed from PATRON REGISTRATION.
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Blocks Display

Selecting the Blocks display option on the PATRON REGISTRATION Screen

allows staff to display alist of current blocks on the patron record.

\_

02: 43pm

Enter Patron nane or barcode

#. #
1

1
2

1

3

R WN P

4
Opti ons
Toggl e

PATRON BLOCKS

PATRON TRANSACTI ONS
*** ADM NI STRATI VE HOLD ***
Maxi mum Qut st andi ng debt exceeded
*** Lost Books ***
The fauna of Krakatau, 1883-1933
*** Qverdue |tems ***
Geflugelte worte
NYU hol di ngs test: Biochimca et biophys
Fourier series and boundary val ue proble
The Politics of regulation

*** late Return Fines ***

29999000557788 SM TH, BECKY

Bar codes Accept paynent Add item On/off display
Del # range (#. #) Forwar d Backwar d Exi t

? help

DD MW YY

DATE

02-16-00

06-01- 99
08-17-99
11-23-99
11-23-99

Page #

~

For details, see Transaction Update on page 3-31.
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Quick Fine Payment

If your terminal allows quick fine payment, and the patron owes any
fines, selecting the Pay fines option on the PATRON REGISTRATION Screen
allows staff to accept payment from the patron. The FAST FINE PAYMENT
screen appears.

DD MW YY Geac ADVANCE Library System (#. ##) DEFAULT AU
HH: SS
FAST FI NE PAYMENT
Pat ron bar code : 29999000557788
Patron nane : SM TH, BECKY
Pat ron address : 11 VI STA DRI VE
Anmount : 115. 00 ("#" to quit)

To pay the full amount, <ENTER>. To pay a partial amount instead,
change the amount and then <ENTER>. The system confirms payment
and then, if set to do so, prompts you for printing a receipt.

Otherwise, enter # and <ENTER> to exit without paying any amount.
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Quick Fine Waiving

If your terminal allows quick fine waiving, and the patron owes any
fines, selecting the Waive fines option on the PATRON REGISTRATION
screen allows staff to waive payment from the patron. The FAST FINE
PAYMENT SCreen appears.

DD MW YY Geac ADVANCE Library System (#. ##) DEFAULT AU
HH: SS
FAST FI NE PAYMENT
Pat ron bar code : 29999000557788
Patron nane : SM TH, BECKY
Pat ron address : 11 VI STA DRI VE
Anmount : 115. 00 ("#" to quit)

To waive the full amount, <ENTER>. To waive a partial amount instead,
change the amount and then <ENTER>. The system confirms payment
and then, if set to do so, prompts you for printing a receipt.

Otherwise, enter # and <ENTER> to exit without waiving any amount.
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Addresses
If you have set up the system to allow more than two addresses per
patron, you can sel ect the Addresses option on the PATRON REGISTRATION
screen to display, edit, or delete addresses. The PATRON ADDRESSES
Screen appears.
PATRON ADDRESSES
Patron Barcode : 29999000557788
Nane : SM TH, BECKY
1. 11 Vista Drive L3R 9T8
2. Ofice 325
Devon Physi cs Buil di ng K6T 3R3
3.
Opti ons: Enter specified |ine nunber
# line Accept Delete # Exi t ? help

To edit an address, select # line and enter the address number. After you
edit an address, the system prompts you to edit the postal or zip code as
well.

To clear any address except Address 1, alsong with its postal/zip code,
select the Delete # option.

Select the Accept option to file your changes before exiting the screen.
You must also select the File option on the PATRON REGISTRATION Screen.
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Patron Second Screen Definition

You can define up to ten extrafields for registering patrons. These fields
provide extrainformation about patrons for reports. These extrafields
can be edit-checked.

Select Patron Second Screen Definition (CPSS) on the PATRON CONTROL
MENU.

-

DD MWM 19YY
HH: MM

Opti ons:

# line Exi t ? help

Geac ADVANCE Li brary System (#. ##) I PP
Your Library Nane

SECOND PATRON SCREEN DEFI NI TI ON

AGE GROUP

ZI P CODE

PARENT/ GUARDI AN NANVE

HI GH SCHOOL ATTENDED
MAJOR FOR STUDI ES

DI SABI LI TY

PREFERRED READI NG MATERI AL
Not defined

Not defi ned

Not defined

COX®NDTRAWNE

=

J

When patron records are imported into the ADVANCE system database
from another automated system, information can be loaded into the
fields defined on SECOND PATRON SCREEN DEFINITION. Patron records
areloaded using the MARC records importing utility found on the
UTILITY MENU (UTI L). Usethel nport/ Export Menu (UTLM to
import patron records. See “Importing Patron Records’, Circulation
Management Guide.

Enter afield’'s line number to define or update a field on the SECOND
PATRON SCREEN DEFINITION screen. Theterm Not def i ned indicates
the unused fields.
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N

DD MW YYYY Geac ADVANCE Library System (#. ##) i PP

HH: MM Your Library Nane

SECOND PATRON SCREEN DEFI NI TI ON

1. Field Description.........................: AGE GROUP

2. Fieldlength............................... b

3. Mandatory (1=Yes, O=No)...................: O

4. File verification ( Filename*codes id )...: CODES*KBSTATS

5. Pattern match .............. ... ... .......:

6. Dictionary name for reports...............: ACGE

7. Dictionary heading........................: ACE

8. Report field width........................: 60

9. Helpnessage..............................: Enter patron’s statistic+
Opti ons:
? help # line Line by line Del ete File Exi t

1. Field Description

2. Field length

3. Mandatory

4. File verification

5. Pattern match

3-26

Enter afree text description or title for the field.
Enter the length of thefield in characters.
Entering a0 or a 1 indicates whether or not the field is required.

Enter an unique identifier that can be used for file verification. If you
enter acode selected from atable, (e.g. ageranges), thisfield determines
the code table to be used. (Code tables must be previously defined.)
Thiswill also permit you to select a code by entering ?? for alist of
acceptable codes. The system administrator can work with Geac support
staff to create and edit these tables.

Enter the pattern of al phabetic and/or numeric characters, if required, for
thisfield. Use numbers and the letters, A for aphabetic and/or N for
numeric, to represent the pattern. For example, the pattern 2A 6N2A
represents the pattern for the entry PA 123456CB. Using OA enablesthe
use of any number of aphabetic characters.
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6. Dictionary name for

reports

7. Dictionary heading

8. Report field width

9. Help message

Enter a unique name for use by the Report Writer system.
Enter the heading as you would like to see it in reports.

Enter a number representing the number of columns thisfield will need
on areport. For example, entering 60 will produce areport that is 60
columns wide.

Enter a message that will help a user understand what kind of informa-
tion should be entered in the field. The message will be displayed at the
bottom of the screen when the cursor isin thisfield.

Patron Second Screen in Patron Registration

If the library has defined Second Screen fields (see Second Screen -
Patron Registration on page 3-9), information is entered by selecting the
Second Screen option on the main PATRON REGISTRATION Screen.

N

DD MW YYYY Geac ADVANCE Li brary System (#. ##)
HH: MM Your Library Name
PATRON REGQ STRATI ON - SECOND SCREEN
Patron ID: -000043 Jones, C audia
1. AGE GROUP. . ...
2. ZIPCODE. ...t
3. PARENT/ GUARDI AN NAME. . ........:
4. H GH SCHOOL ATTENDED. .........:
5 MAJOR FOR STUDIES.............:
6. DISABILITY......... ... ... .....:
7. PREFERRED READI NG MATERIAL. ...:
8. Not defined...................:
9. Not defined...................:
10. Not defined...................:
Opt i ons:
# line Line by line Accept Exi t ? help

When you select afield by its line number, the instructions will depend
on how the field was defined by the system administrator. In the
following example, Field 1 - AGE GROUP, the message, and the codes to
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be selected were defined by the library. These can correspond to statis-
tical reports required by the library administration. Second screen fields
can also be information-only fields for data not included in the standard
first screen, such as parent/guardian name.

Enter patron’s statistical group or ??for list from which to choose

Cod

©X®NoGOrWNE
)
)

Opt i ons
? help

-

Nunber of records : 7

e

# line Print Forwar d Backwar d Search junp Exi t

STATI STI CAL CODES

Description of code

Five to ten years old

Ten to fifteen years old

Fifteen to nineteen years old
Twenty to twenty-five years old
Twenty-six to thirty-five years old
Thirty-six to forty-five years old
Forty-six to fifty-five years old
Fifty-six to seventy years old

Over seventy

J

3-28

After acode hasbeen selected, it will be added to the Patron Registration
Second Screen. Once all appropriate fields on the Second Screen have
been completed, it is necessary to select Accept in order to file the addi-
tions and changes.

If you use the Exit option you will leave the patron record without
saving any changes. Use the Accept option to return to the Patron
Registration screen. There you can either Fileto save changes or
Exit to leave the patron record without saving any changes.
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Patron Address Control and Descriptions

Patron Address

You can define up to ten addresses for registering patrons, and define the
descriptions (labels) that are shown for these addresses on the PATRON
REGISTRATION screen.

Control
Select Patron Address Control (PAC) on the PATRON CONTROL MENU.

PATRON ADDRESS CONTROL
PATRON ADDRESS CONTROL CODE : PAT. ADDR. CTRL
1. Maxi mum nunber of addresses per patron (2 - 10) : 2
2. Maxi mum nunber of |ines per address (2 - 10) 2
3. Mandatory addresses 1
Opti ons:
? help # line Line by line Print Exi t

1. Maximum num
addresses per
patron

2. Maximum num

Use the # line or Line by line option to enter information about patron
addresses.

berof  Enter the maximum number of addresses (2 to 10) that can be stored for
each patron.

berof  Enter the maximum number of lines of information (2 to 10) that can be

lines per address stored for each address.

3. Mandatory
addresses

Specify which addresses are mandatory when registering apatron. Usea
comma between mandatory address numbers —for example, enter 1, 2
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to indicate that staff must enter both address 1 and address 2 when regis-
tering a patron. Use a slash between optional mandatory address
numbers — for example, enter 1/ 2 to indicate that staff must enter
address 1 or address 2 (or both) when registering a patron. Another
example: enter 1/ 2, 3/ 4/ 5 toindicate that staff must enter at least one
of thefirst two addresses and at least one of the |ast three addresses.

Leave thisfield blank if no address information is required.

Patron Address Descriptions

Select Patron Address Descriptions (PAD) on the PATRON CONTROL
MENU.

ComNoOa~wNE

=

Opti ons:
? help

\_

PATRON ADDRESS CONTROL CCDE : PAT. ADDR. DEFS
Description of address #1 : Address 1
Description of address #2 : Address 2
Description of address #3
Description of address #4

Description of address #5

Description of address #6

Description of address #7

Description of address #8

Description of address #9

Description of address #10

# line Line by line Print Exit

PATRON ADDRESS DEFI NI TI ON

J

Description of address
#

3-30

Usethe#line or Line by line option to enter |abelsfor the patron address
fields.

Enter afield label for the patron address for display on the PATRON
REGISTRATION screen. Note that the registration screen displays 15
characters per line.
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Transaction Update

You can change directly some of the blocks attached to apatron’srecord.
Enter CTU, on the PATRON CONTROL MENU to use the Transaction Update
option.

02: 11PM

Enter Patron

Cl RCULATI ON TRANSACTI ON UPDATE

name or barcode :

Circulation User’s Guide

From the CIRCULATION TRANSACTION UPDATE screen you can display the
blocks attached to a patron’s record. Some of these blocks can be modi-
fied at this point, though not all. Some blocks cannot be modified
because they are important to the library’s record keeping. For example,
ablock caused by an item being overdue cannot be modified until the
item is checked in; you cannot override the checkin system unless you
have specific authority.

Transaction Update is accessed whenever the Block option is used on the
checkout screens or whenever a patron record with blocks attached is
accessed anywhere within the Circulation system. Any options used here
can be used at all other points from which the patron blocks record is
accessed.

When you enter a patron’s name, barcode, ID number, or enter LST to
retrieve the patron accessed in Circul ation, the PATRON BLOCK S screen

displays.
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02: 15PM PATRON BLOCKS DD MW YY

Enter Patron nanme or barcode : 20000002001234 PATRON, JANE

# # PATRON TRANSACTI ONS AMT. CNT DATE
1 *** ADM NI STRATI VE HOLD ***
1 Maxi mum Qut st andi ng debt exceeded 195. 00 04-12-93
2 Maxi mum Over due |tenms Exceeded 18 01-19-93
2 *** Qverdue ltens ***
1 Wei ssenborn’s Honeric life 04-13-93
2 Christmas at Thonpson Hall : a mid-Victo 04-13-93
3 Cranford 04-13-93
4 Spiral and wormgearing; a treatise on't 04-13-93
Opti ons:

Toggl e barcodes Accept paynent Add item On/off display Page #
Del # range (#.#) For war d Backwar d Exi t ? help

. J

The screen presents al the blocks attached to that patron’s record. If
there are no blocks, the following message appears:

*oxx THI' S TRANSACTI ON RECORD | S EMPTY!

On/Off Blocks  Appliesto Materials Booking.
Display

Block Types

Blocks are defined by the system administrator/circul ation supervisor
during circulation setup. Blocks are controlled in the TRANSACTION
CODES (CTC) table, which is accessed from the GENERAL CODESMENU
( CGCM), under the CIRCULATION CODES MENU ( CCM).

Among the features that can be controlled are:

*  Whether or not the block has charges associated with it
If the staff can add the block manually

If the staff can delete, or override, the block

If itisafull or partial block
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When afull block isimposed on a patron, no further checkout transac-
tions are alowed until the problem is resolved. The following list shows
some examples of full blocks:

» administrative hold,
e expired card,
e delinquent.

Most of the other blocks are partial blocks. Partial blocks inform
patrons about their outstanding transactions or status (e.g., fines owed,
items held, items overdue, messages), and do not prevent item checkout.

02: 15PM PATRON BLOCKS DD MW YY
Enter Patron nane or barcode : 20000002001234 PATRON, JANE
Number of records : 23
Code Description of code
1.1 ADM NI STRATI VE HOLD
2. 10 Messages
3. 11 Item Waiting from Hol d
4. 14 Late Return Fines
5. 2 Lost Books
6. 25 Danaged Book
7. 3 Cl ai med Returned
8. 30 Lost Card
9. 35 LATE FI NES
10. 4 Mai | Returned
11. 5 Charges (Future use)
Options:
? help # line Print Forwar d Backwar d Search junp Exi t

Charge-  Charge-controlled blocks (blocks with fines attached) cannot be manu-
Controlled  ally deleted. You must use cTu and either pay or waive the fine to
Blocks  remove the administrative hold. If you attempt to usetheDel # range
(D. #. #) option on blocks that have charges attached, this message

displays:

This Bl ock cannot be manual ly del eted. Pl ease press
<ENTER> :

Circulation User’s Guide (September 2000) 3-33



Chapter 3: Patron Registration

These type of blocks are automatically removed or deleted by going
through the accept payment process (AP) and waiving or paying the
entire charge. Selecting the accept payment option displays the accounts
receivable screen:

04: 01PM ACCOUNTS RECEI VABLE DD MW YY
1_Cl RC9
2999957611980 Smith, Yvonne 618- 820- 4555
4381 Orchard Lane
BOSTON, MCA 14116
Descri ption Code |nvoice/Date Due.date Ret.date Due Pai d
Scottish jests and anecdot RL 04/ 13/ 93 04/ 04/ 93 04/13/93 10. 00
I nvoi ce Production Charge PRO  04/14/93 2.00
French chansons and dances LB 04/ 14/ 93 04/ 07/ 93 25.00
** LAST SCREEN ** 37.00 0. 00
Opti ons:
Dol | ar anount Partial paynent Backwar d For war d ? help Exi t

See Accounts Recelvable on page 9-1.

Adding Patron Blocks

Enter Add it em(A) at the options prompt to add a block to the
patron’s record. The following prompt appears:

Enter bl ock type code :

Entering a double question mark (??) produces abrowse list.
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02: 37PM

Number
Code

FPOO®XNOOR®WNE
N
a

o

Opti ons:
? help # 1

-

PATRON BLOCKS

Enter Patron nane or barcode : 20000002001234 PATRON JANE

of records : 23
Description of code

ADM NI STRATI VE HOLD
Messages

Item Waiting from Hol d
Late Return Fines
Lost Books

Damaged Book

Cl ai mred Returned
Lost Card

LATE FI NES

Mai | Returned
Charges (Future use)

i ne Print For war d Backwar d Search junp

DD MW YY

Enter Barcode or
Description

Circulation User’s Guide

Select the block type by entering a line number.

The browse list step can be avoided if you enter the exact block type

code instead of double question marks.

Enter the piece barcode or a description at the prompt PATRON BLOCKS
screen. The exampleisfor the Mai | Ret ur ned code.

(September 2000)
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s

PATRON BLOCKS
Enter Patron nane or barcode : 20000002001234 PATRON JANE
#. # PATRON TRANSACTI ONS AMT. CNT DATE
3 *** Delinquent fines *** 10- 25-92
5 *** Damaged Book ***
1 Total Due 15. 00 10- 25-92
6 *** |ost Card ***
1 Lost her card. 10- 25-92
7 *** |Lost Books ***
1 Thunder head, a novel 25.00 10-22-92
Enter |tem Barcode or Bl ock description :
** Mail Returned

<eNTER> following the description of the block and the system will add
the block and information to the patron’s block screen.

If the block type has a charge associated with it, example: a damaged
book, enter the barcode of the damaged book at the prompt:

Enter Item Barcode or Bl ock description :

When you enter the barcode, the system displays the title to which the
barcode is assigned. When the block has a fine attached (for example, in
the case of a damaged book), the system prompts you for the cost. You
can change the defaulted amount or accept by <ENTER>.

Enter charge amount : 15.00
** Damaged Book The Cyprus triangle

When the block is actually filed, thetitle of the damaged book will no
longer display - just the block and the amount. Each damaged book
block is added together. If the maximum fine amount is exceeded, the
system adds an administrative hold to the patron’s record. The message
attached will say that the maximum fine amount has been exceeded.
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When you select the Accept payment option, you can view the details of
the damaged book blocks. These details include the title of the damaged
book(s) and the amount charged for each. The accept payment option
allows you to accept full or partial payments or to waive afine. If a
damaged book fine/chargeis compl etely waived, then the damaged book
block is automatically removed. The administrative hold may also be
removed, but only if there are no other blocks that would cause an
administrative hold.

Deleting Patron Blocks

If the block is not one that isrelated to charges, then you can delete the
block by selecting the Del # range (#.#) option. Examples would be
messages |eft for patrons, or Mail Returned blocks.

Del # range (#.#)  On the following screen, patron blocks are divided into three groups by
category: Lost Books, Mail Returned; and L ate Return Fines. The group
number appearsin the upper left corner of thelist of blocks. Each occur-
rence of ablock islisted within that category of blocks. For example,
there are five occurrences of late return finesin group 3. To allow you to
select oneitem (Graphic arts manual) from thislist you need to select the
Del # range (#.#) option and enter 3.4 (the group block number, period,
the individual block number). If you enter just the block group number
the system replaces the option line and prompts for the individual block
number.

Overdue Itens
Options: (?) or Block # :

You cannot enter alist of numbers separated by commas or hyphens to
indicate arange of blocks.

Page #  Allowsyou to specify apage number. Select this option and enter a page
number.
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4 )

PATRON BLOCKS
Enter Patron name or barcode : 2999900052 SULLI VAN, SAM
#.# PATRON TRANSACTI ONS AMT. CNT DATE
1 *** | ost Books ***
1 Mauri ac 21.30 06-07- 96
2 *** Mail Returned ***
1 NO FORWARDI NG ADDRESS 02-12-97
2 NO FORWARDI NG ADDRESS 02-12-97
3 *** late Return Fines ***
1 Current controversies in cardiovascul ar 25.00 06-07- 96
2 War production in 1944 15. 00 08-22-96
3 The bl ood of his servants 13.50 08-27-96
4 Graphic arts nmanual 25.00 02-11-97
5 Lewis Morris, Ango-Anerican statesnan, c 25.00 02-11-97
Opti ons:
Toggl e Barcodes Accept paynent Add item On/off display Page #
Del # range (#.#) For war d Backwar d Exit ? help

. J
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Housebound Patron History

You can maintain alist of items that have been borrowed (checked out)
by a housebound patron. These lists can be displayed and cleared
through the Housebound Patron History option.

Enter HPH, on the PATRON CONTROL MENU to use the Housebound Patron
History option. The screen HOUSEBOUND PATRON HISTORY MENU

appears.

DD MWM YYYY
HH MM

Enter the nunber of your selection and press <ENTER>

Geac ADVANCE Library System (#. ##) XXXXX  YY
Your Library Nane

HOUSEBOUND PATRON HI STORY MENU

1. CHBD Checkout History Display

2. CHBC Checkout History C ear

or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel :

Housebound Patron History Display

The CHBD option enables you to find out what items have been borrowed
by a housebound patron. The system keeps track of these items only if
the Keep Patron History field is answered Yes in the CIRCULATION
CONTROL TABLE (CCT), and if the Housebound field in the patron’sregis-
tration record is answered Yes.

HOUSEBOUND PATRON HISTORY DISPLAY appears after CHBD is selected.
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3-40

DD MWM YYYY
HH: MM

Enter Patron Nane or Barcode:

Geac ADVANCE Li brary System (#. ##) I PP
Your Library nane

HOUSEBOUND PATRON HI STORY DI SPLAY

Enter a patron name, or patron barcode, or full patron ID, or LST (to
retrieve the last patron accessed in Circulation). If you do not identify a
housebound patron the system prompts:
No checkout history for patron, press <return>:
If you do identify a housebound patron, the system displays the HOUSE-
BOUND PATRON CHECKOUT HISTORY screen, listing theitems borrowed by
the patron since they became a housebound patron, or since the list was
last cleared.
HOUSEBOUND PATRON CHECKOUT HI STORY
Pat ron: 20000002003377 SM TH, YVONNE Page 1
Sort by date (Descending)
Nunber of Records Retrieved: 3
AUTHOR TITLE DATE
1. Justin, Margaret M Problens in home living 04-14-93
2. Gardner, Erle Stanl+ This is mnurder 04-14-93
3. James, P. D. I nnocent bl ood 04-14-93
** lLast screen **
Opti ons:
Sort Print ? help Exit

The default sort sequence is by checkout date. Use the Sort option to
change the display sequence. The system prompts:

Sort the list by <A>uthor/<T>itl e/ <S>ubject/<D>ate
(Descendi ng)
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HOUSEBOUND PATRON CHECKOUT HI STORY
Patron: 20000002003377 SM TH, YVONNE Page 1
Sort by author
Nunber of Records Retrieved: 3
AUTHOR TITLE DATE
1. Gardner, Erle Stanl+ This is nurder 04- 14-93
2. Janmes, P. D I nnocent bl ood 04-14-93
3. Justin, Margaret M Probl ens in hone living 04- 14-93
Sort by title
Nunmber of Records Retrieved: 3
AUTHOR TI TLE DATE
1. Janmes, P. D I nnocent bl ood 04-14-93
2. Justin, Margaret M Probl ens in hone |iving 04- 14-93
3. Gardner, Erle Stanl+ This is nurder 04- 14- 93
Sort by subj ect
Nunber of Records Retrieved: 3
AUTHOR SUBJECT DATE
1. Gardner, Erle Stanl+ 04-14-93
2. Janmes, P. D 04-14-93
3. Justin, Margaret M Donesti c econony 04-14-93
Use the Print option to print the list in the current display sequence.
PRI NT HOUSEBOUND PATRON CHECKOUT HI STORY
Pl ease type in a heading you would like on the printout.
This will identify the printout as being yours...
Ent er your nane/ heading :
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Enter a heading for the report and <ENTER>. <ENTER> again to send the
report to the system printer, or select Exi t and <ENTER> to exit without
printing.
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Thereport is 132 columns wide, and displays the author, title, subject
and checkout date information for the patron’s complete list, sorted in
the current display sequence.

Housebound Patron History Clear
The HOUSEBOUND PATRON HISTORY CLEAR (CHBC) function enables you
todeleteall or part of theitem list for one, or al, housebound patrons. To
access the function enter CHBC at any Circulation Menu, or select it from
the HOUSEBOUND PATRON HISTORY MENU (HPH).

DD MW YYYY Geac ADVANCE Library System (#. ##) I PP
HH: MM Your Library Name
HOUSEBOUND PATRON CHECKOUT HI STORY CLEAR
(1) Al patrons
(2) Selective patron
Enter selection, or (E)xit :

Select 1 to clear thelists for al patrons, or 2 to clear thelist for one
particular patron.

If you select 2, the system prompts:
Enter Patron Nane or Barcode:

| dentify a patron by barcode, name, or ID, or use LST to retrieve the last
accessed patron in Circulation. If you identify a housebound patron, the
system displays a screen similar to the HOUSEBOUND PATRON HISTORY
DISPLAY screen, except for a Delete option.

If you answer 1 to clear all patron lists, or answer 2 and select a patron
and then select the Delete option to clear a specific patron’slist, the
system displays the HOUSEBOUND PATRON CHECKOUT HISTORY CLEAR
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screen. For aspecific patron clear, the screen shows the patron barcode.
If the all patron option was selected the system will display the note

*khkkkkkkx A” parons********

in the same place on the screen.

DD MW YYYY Geac ADVANCE Library System (#. ##) I PP
HH: MM Your Library Name

HOUSEBOUND PATRON CHECKOUT HI STORY CLEAR

Patron I D = 20000002003377

(1) Cear by date
(2) Cdear by nunmber of checkout itens

Enter selection, or (E)xit :

- J

Answer 1 to clear the list(s) by checkout date, or 2 to clear the list(s) by
number of items.

If you answer 1, the system prompts:

Enter a date such that all checkout histories prior to
this date will be cleared.

Enter date or <cr> for ALL histories :

If you answer 2, the system prompts:

Ent er nunber of | atest checkout records to be kept for
a patron :

Leavethefield blank to clear the complete list(s), or enter the number of
most recently borrowed items to keep.

In either case the system then prompts:
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*** Patron checkout history will be cleared except for
the latest X records ***

Are you sure ? (Y/'N)
X represent the number you entered in the preceding prompt.

Answer Y to clear theitems, or Nto cancel the clearing. If you are
clearing all patron lists, the system exits the function with the message,

Checkout history not cleared, press <cr> to continue.

If you are clearing a particular patron’s list, the system returnsto the
Enter Patron Name or Barcode prompt.
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Checkout isthe central function of the Circulation system (module). It is
also the largest function, with avariety of options covering all aspects of
checking out library items.

This chapter discusses:

Theinitial screen of Checkout.

Checkout options that are available before a patron is identified.
Checking out items.

Checkout optionsthat are available at the Checkout screen.
Exception conditions at checkout.

Checkout functions are controlled by the parameters such asloan
periods. These parameters are defined and discussed in the Circula-
tion Management Guide.

Telephone Renewal Service (PHONER).
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Initial Checkout Screen

Theinitial checkout screen below is reached by entering COUT for
CHECKOUT, from the STANDARD CIRCULATION MENU.

HH: MM Cl RCULATI ON CHECKOUT DD MW YYYY

Enter Patron Nane or Barcode :

Entering a single question mark (?) will cause the system to display all
valid options.

VALI D OPTI ONS
1) Enter Patron Nane.
2) Enter Patron Barcode.

3) Enter |D=Patron Personal |D.

4) Enter CD to change the checkout date and/or tinme
for all Items checked out until returning to the nenu.

5) Enter DUE to change the due date of all Itenms checked
out until returning to the menu.

6) Enter NEWto register a new patron.
7) Enter DT to toggle between detailed and sinple display.

Pl ease press <ENTER> to continue:

- /

You can return to the previous screen by <eNTER> without selecting an
option.
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Patron Name

When the patron does not provide an 1D number, enter the patron’s name
in the format last name, first name at the prompt Ent er Pat r on
Name or Barcode.

There is no need to enter awhole name; even with a partial name, the
automatic browsing function can identify a patron who is registered in
the system. The system displaysits best possible match of the name you
entered on line number 2.

You may enter LST to access the last patron retrieved in Circulation.

Use the line number command (Line #) to select the appropriate name.

\_

HH: MM

Enter Patron Nane or Barcode : SM TH

Cl RCULATI ON CHECKOUT DD MW YYYY

1. SMLEY, WLLIAME 20000002003138
2. SMTH, AW JOANNA 20000002004002
3. SM TH, ARTHUR LAl RD 20000002009125
4. SM TH, BRADLEY G 20000002003162
5. SMTH, BRETT WLLIAM 20000002004046
6. SM TH, CHRI STOPHER FREENVAN 20000002002468
7. SMTH, CINDY LEE 20000002004282
8. SM TH, CLAYTON NOALI N 20000002008542
9. SMTH, CYNTH A RENEE 20000002003900
10. SM TH, DANI EL ERNEST 20000002003115
Options: _
? help # Line Backwar d For war d New Sear ch Exi t Search Junp

J

If you require maximum checkout speed, you can bypass the browsing
feature by entering the patron’s name exactly asit isin the system’'s data-
base. The system will find the patron’s barcode and display it with the
patron’s name without presenting a browse list.

If you have made an error in your entry, the following message is
displayed:
This is an invalid barcode/ check digit...press <ENTER>.
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Patron Barcode

Enter the patron’s barcode when a patron provides his’her 1D card with a
barcode. Barcodes can be entered either with abarcode reader wand or a
laser scanner wand or the barcode can be manually entered.

12: 09PM

Enter Patron

Cl RCULATI ON CHECKOUT DD MW YY

Nane or Barcode : 20000002003138

/

Update
Message

Patron Personal ID

Under some conditions the following update status message appears:

Patron record | ast updated on MM DD YY
Pl ease press <ENTER> :

This message will appear before the completion of patron identification
if the patron’s record has not been updated recently. The library can
control how often this message appearsin the Pat r on G oup Codes
(CPC) field Frequency to check patron. See the Circulation Manage-
ment Guide.

If a patron cannot provide his’her 1D card, the patron’s Per sonal | D
number can be manually entered at the prompt. The patron’s Per sonal

I D number is taken from the Personal ID field on the PATRON REGISTRA-
TION screen. Thisfield contains a unique combination of |etters and
numbers associated with the patron. The Personal ID number can be the
patron’s driver’s license number, social insurance number, social secu-
rity number, or any other al phanumeric sequence unique to a particular
patron. When the ID isentered, it must beginwith | D= and it must be an
exact match on the ID number in the patron’s record. No browse screen
isprovided for an ID number entry.

Circulation User’s Guide (September 2000)



Initial Checkout Screen

12: 09PM

Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Name or Barcode : |D=SM T-1234-5678-1234

Added Borrowers

If you have made an error in your entry, the message displays:
Personal | D not found. Press <ENTER>. _

<ENTER> will redisplay the patron prompt. Try re-entering the ID
number.

An added borrower is someone the patron wants added to his/her patron
record (i.e., achild, or aprofessor’s assistant). This option is only avail-
able when the system has been set up to give the Patron Type the privi-
lege of additional borrowers. See Circulation Management Guide: Loan
Periods.

Generally Added borrowers are attached to a patron’s record during the
Patron Registration process. (See Patron Registration on page 3-1.)
However, Added borrowers can also be attached at the point of checkout.
When the barcode or name of patron with Added Borrower privilegesis
entered during the Checkout processthe system providesalist of current
Added borrowers.
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12: 47PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Nane or Barcode : -000043 Jordan, WIIliam
Bl ocks : 0O Fines : 27.00 Itens out : 18 Holds : 3

<< INSTI TUTI ONAL or ADDED BORROVER >>

1. Ackerman, Susan 999864321- SSN

2. Mlligan, Jean 999837600- SSN

3. WIson, Francis N4452677 - California Driver’s
Opti ons:

Add item Retrieve # Del ete # For war d Backwar d File Exi t
? help

J

A new added borrower can be created by selecting the Add item option,
or a current added borrower can be deleted by selecting the Delete #
option. By choosing Exi t , the system will return to the Item prompt and
continue with checkouts to the registered patron. The Retrieve # option
allows checkouts to the sel ected added borrower.

Asitems are checked out the added borrower’s name appearsin paren-
theses next to the name of the registered patron.

12: 47PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Nane or Barcode : -000043 Jordan, WIIiam (Ackerman, Susan)
Bl ocks : 0 Fines : 27.00 Items out : 18 Holds : 3

| TEM TITLE DUE
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Change Date/Time

Added borrowers do not need to be registered in the system (i.e., they do
not have to have separate patron records and barcodes). The name of the
added borrower will display on all notices sent to the registered patron,
however all checkouts and obligations are the responsibility of the regis-
tered patron and remained attached to that record.

Entering CD, for Change Date, at the Checkout Pat r on prompt,
enables you to change temporarily the checkout date and/or time for
items to be checked out. Entering CD at the Patron prompt produces the
CIRCULATION CHECKOUT Screen.

12: 09PM

Enter Patron Nane or Barcode : CD

Checkout Date :

Cl RCULATI ON CHECKOUT DD MW YY

J

Thefirst line of the screen displays the default checkout date and time.
Thisisthe current system date and time at the moment of checkout.
Enter anew date from the past or in the future at the Checkout Dat e
prompt. This prompt appears on the next line:

Checkout Tine :

Enter the new time. When the new time is entered, the new checkout
date and timewill be shown on thefirst line of the screen surrounded by
parentheses.

Circulation User’s Guide (September 2000) 4-7



Chapter 4: Checkout

(12: 00PM)

Enter Patron Nane or Barcode :

Cl RCULATI ON CHECKOUT (DD MW YY)

J

Change Due Date

4-8

Session Due
Dates

If the Change Date option is used before the patron ID or nameis
entered, the date and time parameters are changed for the duration of the
checkout session (i.e., until checkout is exited).

If the Change Date option is executed after the patron ID has been
entered, the parameters are changed only for the next item checked out.

If the DUE option is used before the Change Date option, the due date
entered takes priority. This due date priority will mean the new checkout
time will be governed by the new due date. For example, the checkout
date cannot be later than the due date.

You can change the due date for items to be checked out by entering
DUE, at the Patron prompt. Normally, the due date for agivenitem s
calculated automatically by the system based upon pre-defined policy
criteria. These criteria are governed by the holding institution, subloca-
tion, the collection type, and the patron category.

The DUE command is used when it is necessary to override the default
due dates. Entering a new due date is similar to the step required by
option 4, Change Date, except that the prompts look slightly different.

Checkout Due Date : 15 NOV 92

Checkout Due Tine :

If the DUE option is executed prior to identifying the patron, the new due
date will remain in effect until a new checkout session is begun (i.e.,
when the present checkout session is ended).
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N

12: 00PM

Enter Patron Nane or Barcode :

Cl RCULATI ON CHECKOUT DD MW YY

Due Date : 11/20/92 Due Tine : 12: 00AM

/

Single Iltem Due

If the DUE option is executed after the patron is entered, the new due

-

Dates  date appliesto the next transaction or single item only.
10: 03AM Cl RCULATI ON CHECKOUT (DD MW YY)
Enter Patron Name or Barcode : -000043 Smith, Marcia E.
Bl ocks : 4 Fines : 10.00 Itens out : 1 Holds : O
Due Date : 04/05/93 Due Tine :
| TEM TI TLE DUE
1.

Register New Patron

When you have entered the item which required the new due date, the
system will return to using the automatic due date setting policy.

You can register a new patron by entering NEW(or just N), at the Patron
prompt.
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12: 00PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Name or Barcode : NEW

Enter Patron name - Surnane, Firstname

- J

Enter the patron’s name in the order indicated. A blank patron registra-
tion screen appears with a system-assigned negative patron barcode
number.

PATRON REG STRATI ON

Patron Barcode..: -000054 Last Update:

Last Trans.:

1. Nane (Last, F M: Janes, Nancy Regi stered :
2. Address.........:

3. Zipl/Postal Code.:

4. Phone Nunber(s).:

5. Address 2.......:

6. Zip/ Postal Code.: 14. Password. . .:

7. Personal ID.....: 15. Hone Inst..:

8. ID Type.........: 16. Home Subl..:

9. Patron Code.....: -

10. Expiration Date.: 17. Housebound (Y/N) ? : N
11. Comments........:

12. Rte. Recipient..: N
13. Rte. Location...:

Options: _

# line Line by line Added borrowers Del ete File Updat e bar code
Second screen Itemlist Exi t ? help

You must make entriesin fields 2, 7, 9, 15, and 16. Other fields can be
completed at another time, along with updating the barcode.
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The system will automatically calculate and enter an Expiration Date at
field 10. You can override the expiration date by over-writing the
system’s calculated date.

At alater date, you can search for this patron using the negative barcode,
but you must include the negative sign (-) for a successful search.

Use the file option to save the new patron record and return to the
checkout screen.

Displaying Checkout Details

You can switch between two different Checkout screen displays by
entering DT, at the Patron prompt:

» adetailed display of checked out items, including the item’sttitle, or
« asmpledisplay of checked out items.

Either of these two displays appear on the CIRCULATION CHECKOUT
screen as you enter item barcodes. The first screen shows the smple

display.

04: 11PM

Enter Patron Nane or Barcode : 20000002003377 Smith, Yvonne

Blocks : 1 Fines : $19.00 Itens out : 2 Holds : 1
| TEM DUE

1. 01234567890 01-06-91 09: 00PM

2. 01234567341 01-02-91 11: 00PM

Cl RCULATI ON CHECKOUT DD MW YY

The second screen isthe detailed display. This screen includes the
checked out item'’stitle.
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04: 11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nane or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Items out : O Holds : 1
| TEM TITLE DUE
1. 01234567890 St ages and stages to Saturn 01-06-93
09: 00PM
2. 01234567341 Journey North 01-02-93
11: OOPM

The system administrator/circulation supervisor can establish the
detailed, or smple, display as a system wide default in the CIRCULATION
CONTROL TABLE (CCT), under the CONFIGURATION CODES MENU (CCCM).
Each operator can, however, change the current default display using the
methods described.
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Patron Status Line

When a patron’sidentification information is displayed, the system will
automatically display a statusline. The patron’s status line isimmedi-
ately under the patron’s barcode number and name. Thisline indicates
the status of a patron’s record for Blocks, Fines, Items out, and Holds.
The status line is intended as a convenience by providing a summary of
the key parts of a patron record.

04:11PM Cl RCULATI ON CHECKOUT DD MW YY \
Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Items out : O Holds : 1
| TEM DUE
1 _
- J

To get complete information, enter a question mark (?) to display the
Checkout options. These options will enable you to display detailed
information about each of the statuslineitems. See Checkout Optionson
page 4-16.
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Checking Out Items

Iltem Barcode

Checking out items can begin when you have a patron name displayed
after one of the following conditionsis met:

» A valid patron barcode is wanded or keyed in.

» A patron ID code is entered.

» A patron name is identified through searching the patron database.
» A patron’s nameis correctly entered.

e LST isentered to retrieve the last accessed patron.

At this point you are ready to check out items.

The simplest way to Checkout itemsisto enter the item barcode by
wanding or keying the barcode’s number using your workstation's
keyboard. Entering the item barcode is the most common method for
checking out items. As the barcode is entered, the system will display
theitem’s barcode and each item’s due dates and times.

04:11PM Cl RCULATI ON CHECKOUT DD MW YY \
Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Items out : O Holds : 1
| TEM DUE
1 39999000127758 09-06-93 09: 00PM
2
\ J

4-14

Continue entering barcodes for all items to be checked out. When all
itemsfor the current patron are entered, <ENTER> and the system returns
to theinitial checkout prompt.

When the barcode for an item already checked out is entered, the system
either displays an error message or suggests a further action. If the item
is checked out to another patron, it must be checked in before it can be
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checked out again. If the item is checked out to the same patron, the
system displays the following message:

This Itemis currently checked out to this patron. Renew
Iten? (Y/'N) :

Choose Y or N.

Circulation User’s Guide (September 2000) 4-15



Chapter 4: Checkout

Checkout Options

There are a number of options available at the Checkout item prompt.
Entering a single question mark (?) displays a help screen.

1) Enter item barcode to checkout an Item to this patron.

2) Enter SEARCH to search and retrieve Itemfromthe database.

3) Enter CD to change the checkout date/tinme for only the next
transaction.

4) Enter DUE to change the due date/tinme for only the next
transaction.

5) Enter ITEMor LIST to display all the Itens checked out
by this patron.
6) Enter Hto display all holds placed by this patron.

7) Enter BLOCKS to display all patron transactions.

Press <ENTER> to conti nue:

\_ J

Scroll-up the screen to view the entire message.

8) Enter PATRON to display/edit the patron’s record.
9) Enter INto check in an Item

10) Enter NOTE to enter a checkout note for the last item
checked out.

11) Enter AP to accept a fine paynent.

12) Enter a patron barcode to continue checkout function
under anot her patron.

Press <ENTER> to conti nue:

- J
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Search Item
When barcodes are obliterated or unreadable, or if you are not using
barcodes in a particul ar situation, SEARCH enables you to search the
database and retrieve items for checkout.

After searching the Online Catal ogue, you must use the Retrieve number
(R#) optionto retrieveitemsfor checkout. The Retrieve (R) optionisnot
avalid checkout option.

Change Date/Time

Entering CD changes the checkout date and time for the next item to be
checked out.

04: 11PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Nane or Barcode : 20000002003377 Smith, Yvonne

Blocks : 1 Fines : $19.00 Itens out : O Holds : 1
| TEM DUE
1. 01234567890 01-06-91 09: 00PM
2. 01234567341 01-02-91 11: 00PM
3. CD

Checkout Date :

- J

Note the difference between the CD option at this point in the checkout
process and the Change Date option at the patron prompt.

At the patron prompt CD option changes the checkout date and time for
all transactions for that patron’s session. On the screen above, the CD
option changes the checkout date and time for only the next item to be
checked out.
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Change Due Date

Display Items

4-18

DUE operates in the same way as CD, except that the command DUE
changes the due date and time instead of the checkout date and time.

DUE is effective only for the next item to be checked out.

Entering | T, 1 TEM or LI ST at the Checkout Item prompt displays all
the items currently checked out to the patron. This display will include
theitems call numbers, titles, and due dates, and special statuses or
conditions.

This command is always available from Checkout, even for delinquent
or expired patrons. The system will not allow the checkout of itemsto
these patrons.

If thecommand | T, | TEM or LI ST isentered, the CIRCULATION
CHECKOUT screen is displayed.

-

04:11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
| TEMS CHECKED OUT by Smith, Yvonne 2 of 2 displayed
Num Cal | nunber Notices Title Dat e due
1) CAM2 DF89 . C6 0 Les institations mlitarires R22 APR 93
2) CAM2 QC16.E5 S32 1979 1 Ei nstein for Beginners *DUE* 10 Apr 93
Options: _
Not e # ? help # line Renew |ine(s)# Renew al | Claimreturn #
Lost item # Backwar d For war d Print Exi t Full details #

The column Notices indicates the number of notices produced by the
system for thisitem/patron.

Under Date due the system displays the due date/ time of theitem. If the
item has been renewed, the Due date will be prefixed with R. Note that
thisisthe new due date, not the date of therenewal. If theitem hasanote
associated with it will be indicated by a* N*. Overdue items are indi-
cated by the word *DUE*.
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You have a number of options or actions available, see Table 4.1.

Fast Fine Payment

If your terminal is set to alow quick fine payment, you can enter the
command PAY at the Checkout Item prompt. The FAST FINE

PAYMENT screen appears.
DD MW YY Geac ADVANCE Library System (#. ##) DEFAULT AU
HH: SS
FAST FI NE PAYMENT
Pat ron bar code 1 29999000557788
Pat ron nane : SM TH, BECKY
Pat ron address : 11 VI STA DRI VE
Amount @ 115. 00 ("#" to quit)

To pay the full amount, <ENTER>. To pay a partial amount instead,
change the amount and then <ENTER>. The system confirms payment
and then, if set to do so, prompts you for printing areceipt.

Otherwise, enter # and <ENTER> to exit without paying any amount.
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Fast Fine Waiving

If your terminal is set to allow quick fine waiving, you can enter the
command WAIVE at the Checkout Item prompt'. The FAST FINE

PAYMENT screen appears.
DD MW YY Geac ADVANCE Library System (#. ##) DEFAULT AU
HH: SS
FAST FI NE PAYMENT
Pat ron bar code : 29999000557788
Pat ron nane : SM TH, BECKY
Pat ron address : 11 VI STA DRI VE
Anmount : 115. 00 ("#" to quit)

To waive the full amount, <ENTER>. To waive a partial amount instead,
change the amount and then <ENTER>. The system confirms payment
and then, if set to do so, prompts you for printing a receipt.

Otherwise, enter # and <ENTER> to exit without waiving any amount.
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Checkout Screen Options

Checkout Screen Options

Option

Command

Description

?help

Displays a help screen if available.

#line

Provides a detailed item record when the line number is entered.

Backward

Displays the previous page or screen.

Claim return #

CR#

Creates astatus of Claimed Returned of theitem indicated by theline
number.

Exit

Exits from the screen displayed and returns to the previous menu
screen.

Forward

Displays the next page or screen.

Displays alist of Lost Items. The system can be set up to remove
itemsfrom thelist if they have been found and checked in; otherwise
the entries will be retained until the library decides to delete them
(note, however, that full details of such transactions are no longer
available). This screen ismarked as ITEMS CHECKED OUT AND
LOST. (See example 1)

Full details #

Produces a screen with full details of the checkout record. Thisis
particularly useful as a support tool for the system administrator and
Geac. However, it is useful in allowing you to look at aNOTE
without going into the Note Update process. The Full Details option
isavailable for current checkouts, as well as lost books (unless the
lost book has been checked in as noted above), (See example 2.)

Lost item #

L.B. #

When an item is marked as lost, a charge may be calculated and it
appears in the Patron Blocks display.

In addition, such items are removed from thelist of Items Checked
Out and added to the Items Checked Out and Lost list. Such items are
displayed as continuation screens of the Items Checkout Display.

Such items remain on the list regardless of whether the charges for
such items have been paid or, depending on how the system is set up,
whether they have been found and checked in. Thelist isan historical
one indicating that at some point (regardless of present conditions)
theitem waslost. These items can be manually removed by using the
Delete option on the Items Checked Out and Lost display.
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Checkout Screen Options

Option Command Description

Note # N. # Adds anote to the item record indicated by the line number, e.g. item
damaged, piece missing, etc. This note will display during, and be
retained after, a Renewal. The noteis also accessible from the Full

details screen.
Print PRT Prints the displayed screen on an attached screen printer.
Renew all R Renews all items listed for this patron.
Renew line(s) # | RN. # Renews the item on the line selected. To renew more than one item

enter the line numbers separated by commas or arange of line
numbers separated by a dash. For example, enter 1,2,4 or 1-4 or
1, 3-4.

Example 1: ltems Checked Out and Lost
Use the Forward option to display alist of items checked out and lost.

10: 07AM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron name or barcode : 29999000111222 MACROY, RON
| TEMS CHECKED OUT AND LOST by MaclLeod, Diana 2 of 2 displayed
Num Cal | nunber Notices Title Dat e due
1) CAML SB352 . N726 Starting early vegetable and f 31 JAN 94
0 Nissley, Charles Hebron Billed as Lost
2) CAMR GV837 .Gr8 The aquatic art book of water *LOST | TEM
1 «@undling, Beulah, ed No details avail
Opti ons:
? help # line Backwar d For war d Delete # Exi t Full details #

- J
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Example 2: Full Details
Use the Full Details option to display the full details screen.

/Item 1 39999000112436 \
Title : Scottish jests and anecdotes
Author : Chanbers, Robert, 1802-1871, ed
Por t . MEM User ID: MEM Dat e : 12 APR 93 12:15
Agency : AU Subloc : CAMB Renewal s: 1
CO key : CO*P3* GEN1* DCGC
Due © 22 APR 93 12:15 Grace : 22 APR 93 13:15
Char ge : 25.00
Next ntc : CND 21 APR 93
Noti ces :
Dat es :
Not es : 04-11-93 03:22PM Scottish jests and anecdotes}patron reported item
| ost.
. J
Recall If the item has been recalled, a Recall field is shown below the Grace

field. The Recall field shows the date and time the item was recalled and,
in parenthesis, the original due date.
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Placing or Displaying Hol

ds

Entering HOLDS displays the HOLDS PROCESSING screen. It is also
possible to place ahold on atitle or item for the patron at this point. See
Holds, Recalls or Traces on page 6-1.

DD MW 19YY
14: 09

Geac ADVANCE Library System (#. ##) I ppP

Your

Li brary Nane

HOLDS PROCESSI NG

Enter Patron Nane or Barcode : -000043 McLaughlin, Marjorie E.

Blocks : 1 Fines : $25.00 Itens out : 2 Holds : 2

Enter command :

- Type in a statenment to search the database

- Type 'S to get to the OPAC search screen

- Type "B to check the patrons bl ocks

- Type "IT or '"LIST to view checked out itens

- Type 'P to update the patron record
- Type "SH to show the holds for this patron
- Type '?" for a nore detailed help screen
Invoking the Show Holds option will display al holds for the current
patron.
02: 11PM HOLDS BY PATRON DD MW YY
PATRON BARCODE: -000043
PATRON NAME: McLaughlin, Marjorie E. TOTAL NUMBER OF HOLDS: 2
TYPE CALLNQ BARCODE TI TLE/ AUTHOR STATUS ACTI ON
1. 7T Good and mad woren : the his+
Mat t hews, Jill Julius
2. T Gone to earth
Webb, Mary d adys (Meredit+
Opti ons:
Queue display # # line Cancel hold # Cancel all Exi t ? help

-

J/
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Display Blocks
Entering BLOCKS at the Checkout Item prompt displays all patron trans-
action blocks for the current patron ID.
14:24 PATRON BLOCKS DD MW 19YY

\_

Enter Patron nane or barcode : 20000002003377 SM TH, YVONNE

#o# PATRON TRANSACTI ONS AMT. CNT  DATE
1 *** JtemWaiting fromHold ***

1 New book march 16th 09-19-90
2 *** Late Return Fines ***

1 Hurmbug; the art of PT Barnum 16. 50 08-22-90

** LAST SCREEN **

Opti ons:

Toggl e bargodes Accept paynent Add item On/off display Page #

Del # range

(#. #) For war d Backwar d Exi t ?hel p

J

Blocks may be partial or full. Blocks are defined by the library during
circulation setup. Administrative hold, expired card, delinquent, etc. are
full blocks. Most are partial blocks.

Use the Toggle barcodes option to show or hideitem barcode numbersin
front of thetitles on this screen.

Examples of common blocks are displayed on the CIRCULATION TRANS-
ACTION Screen.
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s

1

10
11
14

N OrWN R
N

Nunber of records = 16
Codes

Cl RCULATI ON TRANSACTI ON

Description of codes

ADM NI STRATI VE HOLD
Messages

Item Wi ting

Late Return Fines
Lost Books
Damaged Book

Cl ai med Ret ur ned
Lost Card

Mai | Returned
Char ges

Overdue Itens
Expired Card

Fam |y Bl ock

J

Display Patron Record

4-26

When afull block isimposed on a patron, no further checkout transac-
tions are allowed until the problem is fixed. Your system may be set up
to override an ADMINISTRATIVE HOLD.

Partial blocks inform patrons about their outstanding transactions or
status (e.g., fines owed, items held, items overdue, messages), and do not
prevent item checkout.

By entering PATRON on the PATRON REGISTRATION Screen you can update
the patron record during checkout.

The most frequently changed field is expiration date. When the default
expiration dateis reached, the system does not allow the patron to check
materials out. The date must be updated from this screen.

If apatron has afull block against their Patron ID, the message <FULL
BLOCK> is displayed beside the patron barcode at the top centre of the
screen.
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~

PATRON REG STRATI ON
Patron Barcode..: -000043 <FULL BLOCK> Last Update: 04/11/93
Last Trans.: 04/12/93
1. Nane (Last, F M: MPherson, Sharon E. Regi stered : 04/06/93
2. Address.........: 1234 Shady Lane
3. Zip/Postal Code.: SAN DI EGO, CA 92116
4. Phone Nunber(s).: 616-321-5678
5. Address 2.......:
6. Zip/ Postal Code.: 14. Password...: #####
7. Personal ID.....: 445891212 15. Hone Inst..: AU-University of Qualit
8. ID Type.........: SSN 16. Home Subl..: CAML-Main University Li
9. Patron Code.....: G Gaduate Stud
10. Expiration Date 01 JAN 1999 17. Housebound (Y/N) ? : N
11. Comments........:
12. Rte. Recipient..: N
13. Rte. Location...:
Opti ons:
# line Line by line Added borrowers Del ete File Updat e bar code
Second screen Itemlist Exi t ? help
To make changes, use the optional commands at the bottom of the
screen. See Patron Registration on page 3-1.
You have a number of options or actions available, see Table 4.2.
Patron Registration Options
Option Command Description

?help ? Displays a help screen if available.

#line # Moves the cursor to the line indicated by the entered line
number, where you can enter new information or edit existing
information.

Added borrowers AB Adds other borrowers to a patron’s record; for example, a
patron’s child, or afaculty members assistant.

Delete DEL Deletes the patron record only if al outstanding transactions are
cleared.

Exit E Exits from the screen currently displayed, and returnsto the
previoudly displayed screen.
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Patron Registration Options

Option Command Description

File Fl Updates the system’ s database with the changes or additions
made during the current editing session. The File option must be
used if you want to save changes made during an editing session.

Item list Provides access to items currently checked out, and to items
checked out and lost, asnoted inthel T, | TEM LI ST
options. Note, however, that not all of the update options are
available from this prompt.

Lineby line L Movesthe cursor lineby line, starting at the first numbered field.
Use this option when you need to change more than one or two
lines of the patron record.

Second screen S Accesses the second screen of the patron’ s record.

Update Barcode UB Provides access to a screen where the patron can have a new
barcode assigned or a current barcode changed.

Checkin Item
Entering | Nalows you to check initems from the checkout screen. This
option is particularly useful when unwanted items are checked out for
some reason. Using the | N option enables you to check in the unwanted
itemsimmediately.

You canalsousel N to check in an item that was previously checked
out. The | N option eliminates the need for moving back and forth
between screenswithin the Circulation system. You can easily accessthe
checkin screen while you are doing checkout.

Entering | N at the checkout screen prompt will produces the Checkin
screen. The screen functions exactly the same way the Checkin screen
functions from the Checkin option.
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Note

01: 03PM

Command or |tem barcode:

~

Cl RCULATI ON CHECKI N DD MW YY
Charging Fines : Yes

Anount: $

/

Wand or enter the barcode of the item to be checked in. The system will
automatically update all related files.

This Checkin screen accesses the same functions as the Checkin screen
found within the STANDARD CIRCULATION MENU option of the same
name. This means al of theinformation in Checkin is applicable within
the | N option of Checkout.

Entering NOTE on the Checkout screen allows you to attach notes to
items being checked out. For example, if abook has spine damage when
it is being checked out, a note can be added to the item record. The note
would be available at checkin to protect the patron from being charged
therepair cost.

Open a note window by entering NOTE on the next line below the item
that requires a note. Attaching a note to a Checkout item can only be
done with the most recently checked out item.
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04:11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Items out : 1 Holds : 1
| TEM DUE

1 39999000127758 09-11-92 11: 00PM

2 NOTE
# 09-08-93 04: 31PM Einstein for beginners #
# #
# This book has spi ne damage. #
# #
# #
# #

4-30

The system automatically provides the date and time the note window
was created, and the name of the attached checkout item. This informa-
tionis provided at the first line of the window.

The note window is afree text field, which means any kind of informa-
tion can be entered. Edit and add notes by using the commands found in
Appendix B, Window Edit Commands. Exit the note window by entering
Escape E. When exiting a note window, the following message will

appear:
Do you want to save changes to note (Y/N? _

Enter your response. Either aY or aNwill close the note window and
return you to the Checkout screen. Answering Y, saves the note by filing
it. Answering N, deletes the note.

Notes can also be added subsequent to checkout from the Note # option
on the patron’sitem list. See theIT, ITEM, LIST.
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Accept Fine Payment
You can accept a fine payment for the patron while checking out items
by entering AP( ACCOUNTS PAYABLE), on the checkout screen.
02: 54PM ACCOUNTS RECEI VABLE DD MW YY
1_ClI RCO
-000043 McPher son, Sharyn E. 216- 852- 0909
4754 Vi sta Lane
SAN DI EGO, CA 92116
Description Code |Invoice/Date Due.date Ret.date Due Pai d
Scottish jests and anecdot RL 04/ 12/ 93 03/11/93 04/12/93 25.00
Scottish jests and anecdot LB 04/ 12/ 93 25.00
** LAST SCREEN ** 50. 00 0. 00
Opti ons:
Dol | ar anount Partial paynment Print |ast receipt Backwar d For war d
? help Exit

- J

See Fine Payment on page 9-8.

Next Patron Barcode

Entering new Patron Barcode at an item checkout prompt on the
checkout screen, allows you to select another patron from the checkout
screen. This procedure saves returning to the original patron 1D prompt.

To use this option, enter another patron’s barcode, instead of an item
barcode, at the checkout prompt. The new patron barcode will cause the
system to switch to that patron’s record. All items subsequently checked
out, will be charged against the new patron’s record.

Displaying Checkout Details

Entering DT, at the patron name or barcode prompt, enables you to
switch between two different checkout screen displays. The choices are:

» adetailed display of checked out items, including the item’s title, or
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« asmpledisplay of checked out items.

Either of these two displays appear on the CIRCULATION CHECKOUT
screen as you enter item barcodes.

Simple Display

04:11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nanme or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Itens out : 2 Holds : 1
| TEM DUE
1. 01234567890 01-06-91 09: 00PM
2. 01234567341 01-02-91 11: OOPM
3. _
Note the difference between the two types of displays. The detailed
display screen includes the checked out item’s title.
04:11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nane or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Items out : O Holds : 1
| TEM TI TLE DUE
1. 01234567890 St ages and stages to Saturn 01-06-93
09: 00PM
2. 01234567341 Command of the | anguage 01-02-93
11: 00PM

The system administrator/circulation supervisor can establish either the
detailed or simple display as a system wide default in the CIRCULATION
CONTROL TABLE ( CCT), under the CONFIGURATION CODESMENU ( CCCM).
Each operator can change the current default display using the methods
described.
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Fast Add
Fast Add is available if your library has been set up to use this function.

Fast Add allowslibrariesto circulate material s of various formats which
will never be catalogued. Enter FA at theitem prompt to display the Fast
Add Type screen. Select atype of material from the list. The EXISTING
FAST ADDS screen appears, displaying the barcode of the piece (selected
by ADVANCE). Update the temporary title field, and the Circ Code field.
File to checkout the Fast Add piece.

Note: Fast Add Types are defined by using the FAT keyword at the
ADVANCE MAIN MENU.

Entering LST  If you enter Fast Add (FA) at the Command or | t emBar code prompt
on the Checkin screen, the Ent er Pat r on Nane or Bar code
prompt appears. Enter LST to display any Fast Add items for the last
patron accessed in Patron Registration (CPR), Checkout (COUT), etc.
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Checkout Exceptions
There are a number of exception conditions that may arise when
checking out items. The following are the most important:

Item already checked out to another patron

Item already checked out to current patron

Item is overdue

Item recalled

Checkout/renewal limits exceeded

Loan period changed due to holds

No loan period attached to the item

Item not catalogued or linked

© © N o g b~ W DN P

Wrong location

10. Original port checkin

11. Expired patron record / administrative hold
12. Serid Identifier

Strategies for handling each condition are provided.
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Already Checked Out to Different Patron

Occasionally, patrons ask to check out items that are already checked
out. This may happen when an item was not properly checked in to the
system and was reshelved. When the system detects that the item is
checked out already, this message is displayed:

N

04: 11PM

Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1

| TEM

1 30000007121

The Item "30000007121" is checked out to (Patron Nane)
Checkin the item Y/ N?

Cl RCULATI ON CHECKOUT DD MW YY

Fines : $19.00 Items out : O Holds : 1

DUE

/

Alternatively, if there are special statuses attached to the item, the excep-
tion message may read:

The Current Status for the itemis: In Transit
This item may NOT be checked out... Press <ENTER>:

In either case, <ENTER> to acknowledge the exception message and
return to Item prompt. The conditions which will prevent checkout of
an item are controlled by the system administrator/circul ation supervisor
fromthel tem St at us Control Codes (Cl S)intheltem Control
Codes Menu (CI CM) under Gi rcul ati on Codes Menu ( CCM.
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Checked Out to Current Patron

When a patron triesto check out an item that is already checked out, the
transaction istreated asarenewal. The system promptsfor confirmation.

\_

03: 48PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nane or Barcode : 20000002004002 SM TH, AWY JOANNA
Blocks : 1 Fines : 0.00 Items out : 3 Holds : O
| TEM TITLE DUE
1. 39999000114647 Peter and the wol f, op. 67

This itemis currently checked out to this patron on 12 APR 93 at 15:48

Renew Item (Y/N) ?

J

4-36

Answer Y to renew. The system recal culates the due date and updates
related checkout transaction records, just asin aregular checkout.

Answering N produces no changes to any conditions associated with the
item and returns the cursor to the Item prompt.
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Overdue Iltem

When a patron tries to check out an item that is overdue the system
prompts for confirmation.

03: 41PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Nane or Barcode : 20000002004002 SM TH, AWY JOANNA

Bl ocks : 1 Fines : 0.00 Items out : 3 Holds : O
| TEM TI TLE DUE
1. 39999000114647 Peter and the wol f, op. 67

This Itemis OVERDUE and nust be checked in. Checkin and Renew ? (Y/N) :

N /

Answer Y, to checkin the item and renew. The system cal cul ates the asso-
ciated overdue charges.

Answer Nto abort the transaction.

Iltem Recalled

Patrons may try to check out items that have been recalled. If the recall
was placed by another patron, the following message is displayed:

The Item "(item barcode)" is checked out to (Patron nane).
Checkin the item Y/ N?

The system does not allow recalled items to be checked out to patrons
other than those who placed the recalls. If the operator proceeds with the
checkin the following message is displayed:

This itemwas recalled by the library. Please enter Y
to continue.

The operator is advised of pending action:
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Pendi ng Actions --> On Hol d/ PATRON JAMES, W LFRED
MARTI N Phone 7545464

Addr ess 604 MCNARY HALL
Please enter Y to continue.

In the unusual case where theitem was recalled by the same patron, the
message that appears will depend upon how the Item Satus Control
Table (c1s) has been defined.

NOTE: See the Circulation Management Guide for more information
about the cistable.

If the cIs setup enables checkout under these conditions, this message
appears:

This Itemis currently checked out to this patron.
Renew Iten? (Y/N) _

If the IS setup disables checkout under these conditions, the message
displayedis:

Current status = Recalled
Renewal not allowed. Do you want to checkin?

(YIN o

Enter Y to checkin the recalled item. The system updates the related
notice, statistics, and transaction files.

If N isentered, the cursor returnsto the Item prompt.

Checkout/Renewal Limits Exceeded
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The system alows you to set limits on the

e maximum number of items a patron can checkout at one time

e maximum number of itemsin apatron’s possession

e maximum number of times specific items can be renewed.

If the first limit is exceeded the system displays the following message:
Limt of XX GENL itens just checked out to this
patron. Continue Y/ N?

If the second limit is exceeded the system displays the following
message:
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Overriding Holds

Too many itens for this Patron G oup/Grc Code.
Conti nue Y/ N?

If the third limit is exceed the system displays the following message:

Maxi mum renewal s for this item have been reached.

No override of thislimit is offered.

The system administrator/circulation supervisor can establish these
limits in PATRON GROUP CODES (CPGC) accessed through LOAN PERIODS
MENU (CLPM) under the CONFIGURATION CODESMENU ( CCM In the
PATRON GROUP CODES (CPCC), these limits can be set at both the Patron
Type and Circulation Codes levels. See Circulation Management Guide.

Patrons may try to check out itemsthat are on hold. If anitem ison hold
for another patron, the system displays a message.

04: 11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
Bl ocks : Fines : $19.00 Items out : 1 Holds : 1
| TEM DUE
1 30000007297
I tem "30000007297" is held for another patron.

No Loan Period

The override option is no longer available.

Some library materials may not be allowed to circulate: e.g., reference,
periodicals, maps. In circulation setup, the loan periods for the non-
circulating collections are set to zero days or hours. However, this setup
may be overridden at checkout.
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04: 11PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne
Blocks : 1 Fines : $19.00 Items out : O Holds : 1

| TEM DUE

1. 123456789

This Item has no | oan period.
Do you wi sh to check out this Iten? (YN : _

J/

This message can also indicate that the original setup for the checkout
item was incomplete. The circulation code for this item type was not
attached to the patron group code.

Enter N to continue checking out other items. Enter Y to override and
check out the item. The system administrator will need to complete the
setup, but answering Y at this point allows the item to be checked out on
this occasion. The system will prompt for additional information:

Pl ease enter a use period code :
Valid entries: (Qontinuous, (D)ays, (Hours, (Minu
tes

Enter the unit of the new loan period. Note that both C and M mean
minutes. Enter the length of the new loan period at next prompt:

Nuneric value : 1 - 9999
Pl ease enter use period units :

The system asks for confirmation of the due date:

Loan period : D28 Date Due : 02 AUG 1988 Due
Time : 09: 00PM

Do you wish to override this due date? (Y/ N

(A) bort)

<ENTER> or N to use the date shown, A to abort checking the item out, or
Y to repeat the above process. This process must be repeated each time
items with no loan periods are checked out. To compl ete the setup and

Circulation User’s Guide (September 2000)



Checkout Exceptions

Item Not Catalogued

prevent the no | oan peri ods message from appearing, seethe Circu-
lation Management Guide.

System Administrator: Consult the setup procedures under the Circula-
tion Codes Menu (CCM): Loan Periods Menu (CLPM); Circulation Codes
(CCC); and Patron Group Codes (CPGC).

When items presented for checkout are not catalogued or have no bibli-
ographic record, a brief bibliographic record must be created to permit
an itemto circulate. The creation of brief bibliographic recordsiscalled
conver sion-on-the-fly.

Conversion-on-the-fly permits in-demand items to circulate immedi-
ately, without going through the formal cataloguing process. The
conversion-on-the-fly record will typically contain the item title,
publisher, publication date and call number but can contain anything
deemed necessary by your library.

Thisrecord isintended to provide enough information to identify the
item, while limiting the amount of information you must enter at
checkout. The conversion-on-the-fly item can only circulate once. When
theitem is checked in, a message appears on the screen stating that the
item isto be sent to cataloguing. There, the item record is completed to
enable the item to be circulated a second time.

When an item barcode without a bibliographic record is entered at the
checkout working screen, the system will automatically display ascreen
for Conversion on the Fly.
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CONVERSI ON ON THE FLY
ltem D : 30000000011
1) Format Type : BK
2) Sublocation : ALII
3) Collection : __
4) Circ Code : GENL
Conversion on the fly is used to create

brief Bibliographic and Itemrecords. However,

a Bibliographic record may al ready exist and

need only be linked to an Itemrecord with the

Item | D di spl ayed above. Both conversion on the

fly and linking can be performed fromthis screen.

Opti ons:
? help # Line Sear ch Li nk Cont i nue Exit
Line #  Enables modifications of the numbered lines on the above screen.
Search Link  Enables access to the online catalogue search function and links to
existing records.
Continue  Enables you to proceed with the Conversion-on-the-Fly function.
? help  Displays help messages provided by the system manager, if there are
messages for this screen.
Exit  Stops the Conversion-on-the-Fly function and returns you to the
previous checkout screen.
Search Link When you enter a new barcode number at the checkout prompt, the

4-42

CONVERSION ON THE FLY screen appears. If you use Search Link to
search the Online Catalogue, you can select:

* Retrieve to obtain the holdings record, and create a new piece with
the new barcode you entered.

» Retrieve#to obtain the bibliographic record, and replace the barcode
with the new barcode you entered.

NOTE: See the Online Catalogue Guide for information about
searching.
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Continuing

Search Link can be used when the new item is an additional copy of an
existing title or when the item exists in the library but has not been
linked to its MARC record (that is, when the library has not completed its
conversion to ADVANCE).

The Search Link option can be used when Conversion-on-the-Fly is
invoked by a new barcode. The Search Link process helps to prevent
duplicate records. However, you may find it easier to fix duplicate
records than to find incorrectly-linked Pieces records.

When you have determined that there are no existing records available
for linking, invoke the Conversion-on-the-Fly work screen by entering
the Cont i nue option. At least one of the fields, most often thetitlefield,
must befilled in.

CONVERS|I ON ON THE FLY
Item D : 30000000011
1) Format Type : BK
2) Sublocation : ALI
3) Collection : __
4) Circ Code : GENL
1) Author/editor
2) Title The coming of world crisis
3) Pub. or copyright date : 1980
4) Call nunber FX45

Cataloguing the
Item

Circulation User’s Guide

The screen or template layout for Conversion-on-the-Fly is customized
by your cataloguing supervisor.

When information has been entered in each field, <ENTER> and the
following options appears:

Opt i ons:
? help # line Li ne by Line Backwar d File Exi t
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UsetheFi | e command to save the temporary bibliographic record and
check the item out. The system automatically returns to the checkout

N

item prompt.

04:11PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne

Blocks : 1 Fines : $19.00 Items out : 1 Holds : 1

| TEM DUE

1. 01234567890 01-06-91 09: 00PM

2. 01234567341 01-02-91 11: OOPM

Loan period : D28 Date Due : 02 JAN 1993 Due Tine : 11:00PM

Do you wish to override this due date? (YN (Abort) : _

The system will ask you to confirm the loan period for the converted
item. Answer Y, N, or Ato abort. The appearance of the message is
dependent on definitionsmadein Pat ron G- oup Codes (CPGC) in the
Loans Period Menu (CPLM.

Wrong Location
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Items in the ADVANCE system can be designated for checkout only in
specific locations. This may be done at institution, sublocation, and
collection levels. For example, aspecial collection can be set up to allow
materialsto be checked out only at theterminal in the special collections
room, or itemsin abranch library may be allowed to be checked out only
at the circulation counter in that library.

When itemsin agiven collection, sublocation, or institution are set up to
be checked out only at their respective locations, and when patrons come
to check out items that do not belong to that collection, sublocation, or
institution, a message is displayed:

**% NOT ALLONED TO CHECKOUT FROM THI' S LOCATI ON ***
Checkout at: HU LIBRARY, University Canpus #1
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Original Port Checkin

The second line indicates the appropriate checkout location for the item.
<Enter> to acknowledge the message and return to the item prompt.

Sometimes the library will want items returned to the original checkout
location. For example, if videotapes are checked out, the library may
require the patron to check in the tapes at the videotape counter. When
this restriction has been used at checkout, the system will display the
following message when the item is checked in at another terminal:

*** RETURNI NG TO | NCORRECT PORT ***
Port Num: (current port numnber)
Return To : (authorized checkin ports)

When this message occurs, the patron must return the item to the
terminal wherethe original checkout occurred. <ENTER> to acknowledge
the message and return to the checkout function.

Expired Patron Record / Administrative hold

Each time a patron barcode is entered, the system automatically checks
the patron’s record. If the patron’srecord is expired, a message is
displayed at the bottom of the Checkout screen.

\_

04: 11PM

Bl ocks :

Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nanme or Barcode : 20000002003377 Smith, Yvonne
Fines : $19.00 Itenms out : O Holds : 1
DUE

| TEM

This patron card expired on: 13 APR 93, and nust be renewed.
Enter (P)atron update or <ENTER> to exit :

J

Any attempt to use the expired patron record will result in the following
message:

[ NO Checkout or renewal all owed]
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Enter PATRON, to update the patron information. The PATRON REGISTRA-
TION SCreen appears.

Update the expiration date. Enter the line number of the Expi rati on
Dat e field (i.e., 10) and enter the new date.

PATRON REG STRATI ON
Patron Barcode..: 20000002003377 Last Update: 04/12/93
Last Trans.: 04/12/93
1. Nane (Last, F M: Smith, Yvonne Regi stered : 04/06/93
2. Address.........: 4321 Mra Mesa Lane

3. Zip/Postal Code.: SAN DIEGO, CA 95666

4. Phone Nunber(s).: 212-777-1234

5. Address 2.......:

6. Zip/ Postal Code.: 14. Password...: #####

7. Personal ID.....: 7654321 15. Hone Inst..: AU ADVANCE University
8. ID Type.........: SSN 16. Home Subl..: CAML-Main University Li
9. Patron Code.....: G Gaduate Stud 17. Housebound (Y/N) ? : N

10. Expiration Date.: 12 APR 1993

11. Comments........:

12. Rte. Recipient..: N
13. Rte. Location...:

Opti ons:
# line Line by line Added borrowers Del ete File Updat e bar code
Second screen Itemlist Exi t ? help

After you have updated the expiration date, entering Fi | e will update
the system’s database and return you to the checkout screen.

If the patron is on administrative hold the following message displays:

This patron is on administrative hold. Do you wish to
override? (Y/'N

The ability to override the administrative hold will depend on the author-
ization level of the operator as previously defined in circulation setup,
see the Circulation Management Guide.

Serial Identifier

The SERI AL | DENTI FI ER prompt appears when you attempt to check
out an item that hasthe Pl acehol der flag set to Y, on the Holdings
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Display screen. The placeholder flag allows items that do not have
barcodes to be checked out.

The primary purpose of the SERI AL | DENTI FI ER functionisfor circu-
lation control of serial itemsthat have not been bound or barcoded. Your
library may allow patrons to borrow the unbound issues of periodicals,
but may have a policy of not barcoding individual issues of its periodi-
cals.

Circulation control of unbound unbarcoded issues can be done by
assigning temporary barcodes to individual magazines. Temporary
barcodes are assigned by setting the placeholder flag to yes on a serial
item’s HOLDI NGS DI SPLAY screen. The placeholder flag isintended for
use with serial items, but is applicable to any item that requires atempo-
rary barcode.

There are two ways to take advantage of the SERI AL | DENTI FI ER
function. You can:

» Temporarily assign real barcodes, or,
» Allow the system to assign negative or “N” barcodes.
The method you use will depend upon your library’s policy.

This screen is an example of a Holdings Display screen with field 15)
Pl acehol der flagsettoyes. Settheflagtoyesby entering Y at the 15)
Pl acehol der field.
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-

[ HOLDI NGS DI SPLAY Local Control Nunber: 10027177
St at us : Avail able Format : SE
Title : Journal of aquariculture
Aut hor
Updated By : Master Pat ron Last out:

Update Date: 04/12/93 05:18PM Due Date: Created :3/07/92
I nventory Due Tine: Circ Cnt:
1) Barcode :39999000121070 Owming Data : AU, ALII,,, SH151
2) Institution : AU = ADVANCE University 11) Pend. Action :
3) Bldg/subloc : ALIl = Music Library 12) Circ Code
4) Col |l ection . DOCs 13) Statistics
5) Call# Prefix : 14) Actual Cost : $
6) Call Number : SH151 .J87 15) Pl aceholder : Y
7) Copy Number : c.1
8) Vol ume\Part# : Current PO#
9) Cal | #Suffix Serial Identifier: Vol. 1, iss.2
10) Preserve not:
Opti ons:
? help # line Line by line Circ usage Print Bi nding entry
Card Print St at us Del ete File Exi t Addi tional paraneters

J

Setting the Pl acehol der flagto Y, on non-serial items, will cause the

Serial Identifier prompt to appear. You can use thisfield for special
information or you can edit the Holdings Display screen and set the

placeholder flag to no.

Temporary Real Barcodes

If your library policy requires the use of temporary real barcodes, you
will need to do the following:

Set up item records for as many temporary barcodes as a serial item

may require.

Set the Pl acehol der flag to yes on each of the item’s Holdings

Display.

Set the temporary barcodes, at the circulation desk, in such away

that you can quickly obtain the barcodes during the checkout
process. These barcodes will be specific to the particular serial copy

Set.

The number of barcodes assigned will depend on how popular the maga-

zineiswith your patrons. Infrequently-borrowed magazine copy sets
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may have only one temporary barcode. At the other extreme, frequently-
borrowed items may have many temporary barcodes.

The advantage of using temporary barcodes is that they can be associ-
ated with the copy set and not attached to the individual copy set items.
For example, your library may assign 14 temporary barcodes to the
Equinox magazine subscription (even though there are only six issues a
year for this periodical). Thislarge number of barcodes would be
employed if thereis ahigh circulation volume for this periodical and a
number of copies of each issue.

As new issues comein, the older issues can be withdrawn from circula-
tion. No new barcodes need to be assigned, because the temporary
barcode can be assigned to any issue, old or new. The same 14 barcodes
can be used for years, accommodating new issues as well asold issues.

Enter the barcode by wanding or by hand entering the barcode number.
If the barcode has been already used for a checkout, the system will
display a message saying that the item has been checked out. Wand your
collection of temporary barcodes until you find an unused code. When
you find an open barcode, the system will prompt you with the message
on the Circulation Checkout screen.

12: 41PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron Name or Barcode : 20000002003377 Smith, Yvonne

Bl ocks : 1 Fines : $19.00 Itens out : O Holds : 1
| TEM DUE DATE
1 39999000345362

SERI AL | DENTI FI ER:

- /

Enter free text information about the magazine or serial item. Describe
the serial item as simply and accurately as possible. A serial might be
described:
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Vol .1, Issue 2, Mar. 1991

Theinformation entered at the Checkout screen’s SERI AL | DENTI FI ER
prompt can be seen in three places within the system.

At the SUWARY HOLDI NG DI SPLAY screen, under the BARCODE/
| SSUE NUMBER column.

At the lower right on the HOLDI NGS DI SPLAY screen, in the Ser i al
I dentifier field.

On the second line of an | TEMIisting on the checkout screen.

Onthel TEM TI TLE listing on the checkin screen.

When theitem is checked back into the library, the system automatically
deletesthe serial identifier. The temporary barcode will then be available
for checking out other items belonging to the copy set.

At some point, your library may withdraw the serial items from tempo-
rary circulation. The serial items may then be compiled and bound into a
volume and a permanent barcode attached.

System-Assigned Temporary Barcodes
If your require system-assigned temporary or negative barcodes:
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Set up HOLDI NGS DI SPLAY screens (holdings records) for as many
temporary barcodes as required. This means creating a number of
holdings records where you do not assign real barcodes. Instead, the
system will create negative barcodes when you usethe Fi | e
command. The system automatically creates barcodes for holdings
records that do not have barcodes entered at field 1, the Bar code
field. The system inserts negative or “N” barcodesin the Bar code
field (e.g., N10000983).

Set the PI acehol der flag to yes when you are setting up each of
the holdings records.

Onthe SUMVARY HOLDI NG DI SPLAY two examples of serial itemswith
negative barcodes are shown. Only serial item number oneis avail-
able for checkout.
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SUMVARY HOLDI NG DI SPLAY Local Control#: 10029903
TI TLE 1 EQUI NOX MAGAZI NE
CAMPUS : Acad LI BRARY : CAML COPY # : 1
Li brary hol ds:
vol . 130: no. 1001(1991: MAR) -
I ndex. -vol.130:no.(1991)
Last rec’d: / 03/07/91
BARCODE/ | SSUE NUMBER STATUS/ DATE
1 N10000612/Vol .2, Iss.1 In Library
2 N10000983/Vol .1, Iss.4 DUE: 04/08/91
** Last screen **

Opti ons:

Retrieve # # line Add pi ece Checkin history ? help Exi t

1. Enter the SEARCH on the Checkout screen.
Using a Negative . . .
Barcode 2. Searchfor the serial item title you require.
3. Retrievethe serial item.

When the retrieved serial item appears on the Checkout screen, the
SERI AL | DENTI FI ER prompt appears. Enter free text information
about the magazine or seria item. Describe the serial item assimply and
accurately as possible.

Vol .1, Issue 2, Mar. 1991
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s

-

St at us : Checked CQut Format : SE

Title EQUI NOX MAGAZI NE

Aut hor

Updated By : Librarian, Master Patron : ABBOTT, MARK RIC Last out: 03/25/91
Update Date: 03/25/91 11:16AM Due Date: 04/08/91 Created : 03/07/91
I nventory Due Tine: 11:00PM Circ Cnt: 3

1) Barcode : N10000983 Prior Locat

2) Institution : AU = ACADEM C LI BRARY 11) Pend. Action :

3) Bl dg/subl oc CAML = Academi c Librar 12) Circ Code

4) Coll ection DOCS 13) Statistics

5) Call# Prefix : 14) Actual Cost : $50.00

6) Call Nunmber : gg nt

7) Copy Nunber c. 1 15) Pl aceholder : Y

8) Volune/Part# : vol no Current PO# : 19902

9) Call# Suffix : reading room Serial ldentifier: Vol.1, +

10) Preserve Not:

Options:
? help # line
St at us Del ete

HOLDI NGS DI SPLAY Local Control Nunber: 10029903

Line by line Circ usage Print Binding entry
File Exit

J

Wh

en negative barcodes are used, the information entered at the

Checkout screen’s SERI AL | DENTI FI ER prompt can be seen in various
places within the system:

At the SUMVARY HOLDI NG DI SPLAY screen, under the BARCODE/
| SSUE NUMBER column.

At the lower right on the HOLDI NGS DI SPLAY screen, inthe Serii al
I dentifier field.

On the second line of achecked out | TEMIlisting on the Circulation
checkout screen.

Onthel TEM TI TLE listing on the checkin screen.
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Telephone Renewal Service (PHONER)

Theinitia telephone service checkout screen is reached by selecting
Telephone Renewals (PHONER) on the STANDARD CIRCULATION MENU.
Use this function if you are renewing an item for a patron who has
requested it via telephone.

HH: MM Cl RC. CHECKOUT ( PHONE) DD MW YYYY

Enter Patron Nane or Barcode:

This function is the same as Checkout (COUT) except that:
* Renewals are logged as renewal type Phone.

* Remote renewal limits are applied (assuming that the library has set
these in the Circulation Control table [CCT] and in Patron Group
Codes [CPGC] or Membership Codes [CPMC)).
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This chapter discusses how to:

Access the Checkin screen

Search and retrieve an item from the database

Change the checkin date and/or time for checkin session
Activate the detailed display of al items checked in
Reset the fine Amount field

Accept payment from the patron

Change Charging Finesfield

Item status query.
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Start Checkin

In-House Use Statistics

Checkin Screen

5-2

The only required input for Checkin is the item barcode. When an item

barcode is entered at the Checkin prompt, Cormand or
bar code:, the system:

Item

» Checksto determine whether the port (terminal) isavalid location
for checking in the item. If not, the system displays the correct loca-

tion for the item to be checked in.

» Checksto determine whether the incoming itemis overdue. If it is,
fines are assessed according to predefined rules. Meanwhile,

checkout, patron block, and notice files are updated.

e Checksfor hold/recall/trace. If the item is held/recalled/traced, the
system aerts you by sounding atone and displaying the item status

or pending actions.

» Updates Checkin statistics and related transaction files.

» If theitem has already been checked in, theitem’s status will be

displayed.

You can also check in items by searching the system’s database. See

Checkin Options on page 5-3.

In-house statistics for a piece are incremented any time apiece which is

not checked out is checked in. To view these statistics, select the Circ
Usage option on the Holdings Display screen, and select | for In-House

use.

The Checkin function can be invoked either by entering CI N from the

Standard Circulation Menu, or from the checkout screen by entering I N

command.

02: 19PM Cl RCULATI ON CHECKI N DD MW YY

Charging Fines :

Command or |tem barcode:
Amount: $

~

Yes

/
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Checkin Options

Entering a question mark (?), or HELP, displays the checkin options
screens.

HELP OPTI ONS FOR CHECKI N

1) Enter the item barcode nunber to be checked in.
2) Press <ENTER> to exit.
3) Enter S to search and retrieve an itemfromthe database.

4) Enter CD or BDT to change the checkin date and/or tine for
all items to be processed.

5) Enter D or DT to activate the detailed display of all itens
checked in. Entering this command agai n deactivates the
detail ed display.

Pl ease press <ENTER> to continue :

6) Enter Rto reset the fine "Amunt" to bl ank.
7) Enter AP to accept paynent fromthe patron.

8) Enter F to change "Charging Fines" fromYes to No
or fromNo to Yes.

9) Enter FA to checkin in Fast Add itens.

Pl ease press <ENTER> to conti nue:

- /

Barcode  Check initems by entering their barcodes at the Cormand or |tem
bar code: prompt. Barcodes can entered by scanning with a laser
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Exiting Checkin

Searching

Changing Dates
and Times

Displaying Item
Details

scanner, reader, or barwand. Barcodes can aso be manually entered by
keying in the barcode’s number.

<ENTER> t0 exit the Checkin screen when the cursor is at the Cormand
or |tem Barcode: prompt.

S alows you to search the database to find items to check in. Items are
selected by usingthe Ret ri eve nunber option (R. #).

Note that when searching the Online Catal ogue (OPAC), you must use
theRetri eve nunber (R #) option to retrieve items for checking in.
TheRetri eve (R) option isnot avalid Checkin option.

See Online Catalogue User’s Guide.

You can change the default Checkin date and time for the whole Checkin
session by entering CDor BDT at the Checkin prompt. The default date
and time is established by the system at the point of Checkin. Note that
the change will remain effective until the present Checkin sessionis
exited.

Within Checkin, CD means Change Date and BDT means Back Date
Time. These can be used interchangeably. The system will not accept a
date greater than today’s date.

CD might be used to check initemsreturned via the Book Drop. You may
need to check in these items with the previous day’s date.

Entering Dor DT will activatetheDet ai | ed Di spl ay Mode. This
mode will list each item subsequently checked in. Items checked in
during the current Checkin session, but before you entered this
command, will not appear onthelist. You can deactivatethe Det ai | ed
Di spl ay Mode by entering thiscommand again or exiting the session.
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02: 19PM

Nane :

| TEM

N

SM TH, BECKY -
Conmand or |tem barcode:

(Detailed Display Mde)

39999000127634

Pendi ng Actions — Route to: CAML, Return to Catal ogui ng
Pl ease enter "Y' to continue. Y

39999000127634 accept ed.

Cl RCULATI ON CHECKI N DD MW YY

Previ ous charges : 115.00
Charging Fines : Yes
This session : 5.00
Anmount: 5. 00

TITLE

W nter palace: decent into revolution

Reset Amount
Field

Accept Payment

Quick Fine
Payment

You can reset the Amount field to zero by entering R. When Ris
entered, zero is represented by a blank field.

Enter AP to accept payment from the patron. Thiswill cause the system
todisplay the Account s Recei vabl e screen. See Accounts Receiv-
able on page 9-1. Make a note of the patron(s) for whom you want to
accept fine payments. Account s Recei vabl e requiresyou to iden-
tify the patron by name, barcode, or ID number.

If your terminal allows quick fine payment, enter PAY after checking in
at least oneitem to the patron. The QUICK FINE PAYMENT screen

appears.
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DD MW YY Geac ADVANCE Library System (#. ##) DEFAULT AU
HH: SS
FAST FI NE PAYMENT
Pat ron bar code : 29999000557788
Patron nane : SM TH, BECKY
Pat ron address : 11 VI STA DRI VE
Amount : 115. 00 ("#" to quit)

To pay the full amount, <ENTER>. To pay a partial amount instead,
change the amount and then <ENTER>. The system confirms payment
and then, if set to do so, prompts you for printing a receipt.

Otherwise, enter # and <ENTER> to exit without paying any amount.

Quick Fine  If your terminal allows quick fine waiving, enter WAIVE after checking
Waiving  in at |east one item to the patron. The QUICK FINE PAYMENT screen

appears.
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DD MW YY Geac ADVANCE Library System (#. ##) DEFAULT AU
HH: SS
FAST FI NE PAYMENT
Pat ron bar code : 29999000557788
Patron nane : SM TH, BECKY
Pat ron address : 11 VI STA DRI VE
Amount : 115. 00 ("#" to quit)

To waive the full amount, <ENTER>. To waive a partial amount instead,
change the amount and then <ENTER>. The system confirms payment
and then, if set to do so, prompts you for printing a receipt.

Otherwise, enter # and <ENTER> to exit without waiving any amount.
Charging Fines  Entering F changesthe Char gi ng Fi nes field from Yes to No or from
No to Yes.

When this field shows a Yes, the system will check to seeif there are
fines due on each checkin item. When fines are found, the system will
display an appropriate message. You can pay fines as they appear or
defer the fines until alater date.

When thisfield shows a No, the system will check in each item and will
waive any fines against the patron.
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Checkin Information Messages

5-8

Messages and instructions appear at the bottom left of the ¢t RCULATI ON
CHECKI N screen. The messages provide you with information about what
the system is doing with an item’s checkin data. The messages and
instructions can appear individually, on asingle line at the bottom left of
the screen, or on more than oneline, in combination with other messages
and instructions.

Barcode  The system confirmsthat the item has been checked in by displaying the
Accepted  message, [barcode number] accept ed. This message means that the
system has recognized the barcode and has checked in the item. If you
do not see this message, the system has not accepted the item as
checked in.
\
01: 46pm Cl RCULATI ON CHECKI N DD MW YY
Nane : SM TH, BECKY - Previous charges : 115.00
Charging Fines : Yes
Command or |tem Barcode: This session : 5.00
Amount @ 5. 00
39999000123456 accept ed.
N\ J

Continue Prompt

If thereisan over duefine against an item, the amount of the fine will be
displayed in the Ampunt :  $ field if the Char gi ng Fi nes: field has
been set to Yes.

The fine can be paid at Checkin, by using the Accounts Payable option,
or the patron can pay the fine at Checkout.

The system provides the following Continue prompt if there are
messages caused by the checked in items.

Pl ease enter "Y' to continue.

Continue enables you to read the displayed message before further
processing. Reading the messagesis particularly important when further
processes clear the screen.
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If the checked in item causes no blocks when its barcode has been
entered, then the Continue prompt will not appear. Instead, the system
will display the Barcode Accepted message.

Overdue  When anitem is overdue in addition to having other statuses attached,
this message appears.
This Itemis overdue. Do you wish to apply this fine? (Y/N)

The Barcode Accepted message will appear bel ow this overdue message.
The money owing on each overdue fine will appear in the Amount :  $
field.

NOTE: The figure shown in the Amount field is not cumulative, it only
represents the fine amount for the item currently being checked in. Each
fine amount can be cleared, asit appears, by entering R at the command
or |t em Bar code prompt.

If you enter Y the system applies afine to the patron’s record.

If you enter N the system drops the fine and does not apply the fine to
the patron’s record.

Each fine, if not paid at Checkin, will be added to the patron’s Accounts
Receivable. Use the AP option to pay the fines at Checkin. Otherwise,
the fines may be paid at Checkout.

Clearing  When an item requires routing, the following message appears.
Route To

Pendi ng Action — route to CAM2.

The system automatically determines if the checkin item requires
routing by referring to the related setup tables. In the above example, a
cAM2 item has been checked in at cam1. Theitem will have a status of
On Rout e. Therouting informationis: Rout e t o CAM2. Thisinfor-
mation meanstheitem isnow inthelibrary system and isbeing routed to
the cam2 location.

Under these conditions, you can remove the routing status by checking
in the item a second time, after it has arrived at the correct sublocation
within the library system. You can perform the second checkin by
wanding the barcode again, or by re-entering the barcode number.

If the sublocation of the checkin terminal matches that of the item'’s
Route-to location, the St at us  will be automatically updatedto | n

Li br ary. The system will then clear the Pending Action Route to
status assigned at the original checkin sublocation.
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On Hold

Recalled

Traced

The following message appears when a checked in item has a hold
attached.

Pendi ng Actions --> On Hol d/ PATRON SM TH, AMY JOANNA Phone
752-8228 Address OXFORD HOUSE 511

Pl ease enter "Y' to continue.

Depending on your set up, an insert may be printed which can be placed
into the book asit is sent to the hold shelf.

If the hold pickup location is different than the checkin location (institu-
tion and/or sublocation), then the item needs to be routed. With routing,
the following message will appear:

Pendi ng Actions --> Route to: Branch 5, On Hol d/ PATRON SM TH,
AMY JOANNA Phone 752-8228 Address OXFORD HOUSE 511

Pl ease enter "Y' to continue.

The following message appears when a checked in item has been
recalled. If therecall also included a hold, the second message will also

display.

This itemwas recalled by the library. Please enter "Y' to
conti nue.

Pendi ng Actions --> On Hol d/ PATRON MACK, PATRI CK VI NSON
Phone 758-9620 Address 208 FI NLEY HALL

Pl ease enter "Y' to continue.

39999000101853 accept ed.

The following message appears when a checked in item has had a trace
placed on it. Since thisindicates that the item was declared missing, the
book’s status needs to be updated, or a patron advised if a hold had also
been placed.

This itemw Il satisfy a hold or booking.
However itemlisted as on search.
Enter Y to proceed, clearing this condition or Nto retain it

If you respond Y to proceed to the prompt above, the following message
appears:

This itemw Il satisfy a hold or booking.
Pendi ng Actions --> Route to: - , On Hol d/ PATRON VI NSON,
JOHN CRAI G Phone 726-9845 Address 1420 NW WORDEN Cl RCLE

Pl ease enter "Y" to continue.
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Not In System

Invalid Barcode

Already
Checked In

Circulation User’s Guide

If you respond N to the initial prompt above, the following message
appears:

Iltemis listed as on search. Do you want to renove the
trace ? (Y/N)

It is possible that the library’s policies require that supervisory staff
review the record before removing the missing/on search status. By
responding no to the first two prompts the condition of the record
remains intact pending further action.

When an item’s barcode is not in the system’s database, the message
Check Digit Programappearsand meansthat the system has recog-
nized the barcode as being valid but without an item record attached.

NOTE: The Check Digit Program checks every barcode entered. The
program makes a series of cal culations based on each barcode’s numeric
representation. These calculations can usually determine if the barcode
has been issued by the system.

Common reasons for this message are:

» the barcode has been entered incorrectly,

» theitemis missing from the database,

» theitem may not belong to the system.

Enter the barcode again when this message appears.

The Item "39999000123457" is NOT in the system
Pl ease try again.

When an item’s barcode is not recognized (validated) by the system’s
check digit program, amessage appears. This may occur for anumber of
reasons. abarcode is damaged or has deteriorated to the point whereitis
illegible to the barcode reader or wand; the barcode’s number was keyed
incorrectly. Re-enter the barcode.

The Item "3999900123457" has an invalid barcode.
Pl ease try again.

After anumber of tries, if the system will not accept the barcode, you
may be obliged to provide a new barcode for the item.

When achecked initem hasabarcodethat isidentical to abarcodeinthe
system'’s database, a message appears indicating that the item is not
currently checked out.
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Producing
Inserts

Missing

Lost Item Found

This Item "39999000333334" is al ready checked in.

This occurs when an item has been inadvertently wanded a second time,
after the item has been checked in. It can aso occur when an item has
missed the checkout process and the system does not know the item has
left the library.

All of the following statuses provide the option of printing an insert at
the point of checkin. This printout can be put into the book and used to
convey processing information, e.g. astheitem is placed on the hold
shelf.

The system administrator/circulation supervisor can determine which
conditions warrant inserts by means of the St at us Control (Cl S)or
Action Control (ClA)codes, foundintheltem Control Codes
Menu (ClI CM) under theCir cul ati on Codes Menu (CCM).

When a checked in item has a missing status attached, it means theitem
isnot in the library and has not been checked out to a patron.
This itemwas listed as missing. Please enter "Y' to

conti nue.

Anitem with the status of Lost Book in Checkout, has been subse-
quently found and returned to Checkin.

If theitem is overdue, aswell as Lost, the system displays the message:

Billed as Lost - $15.00
This itemis overdue. Do you wish to apply the fine (Y/N)?:

The dollar amount highlighted is the overdue fine, not the lost book
billed amount. If you enter Y, the system will attach the fine to the
patron’srecord. If you enter N, the system will waive the fine and not
attach it to the patron’s record.

Following the overdue message and your action, the system will then
alert you about the Lost Book status:

Item was marked as | ost by patron 20000200000000 : Snith,
Yvonne

Do you want to waive the replacenent charge now ? (Y/N)

Entering Y removes the replacement charge and, if this was the only
outstanding charge, automatically clears the patron’s Lost Book block.
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The system might be set up to automatically remove the item from the
ITEMSCHECKED OUT AND LOST list. If the system is set up to leave the
itemin thelist, the Full Details of the original checkout are still cleared.

Claimed  Claimed Return status message indicates that an item, with the barcode
Returned  39999000122157, is listed by the system as still checked out to a patron
with the barcode I D of 200000020008990, but that the patron has claimed
that the item has been returned. This situation can occur when items
have been returned to the library but have not gone through the checkin
procedure.

02: 46PM Cl RCULATI ON CHECKI N DD MW YY

Nane : SM TH, BECKY - Previous charges : 115.00
Charging Fines: Yes
Command or |tem Barcode: 39999000122157 This session : 5.00
Amount :

Item was clained returned by patron 20000002000899.
Do you want to renopve the block ? (Y/N)

- J

The second line of the message enables you to remove or maintain the
Claimed Returned block on this patron’s record.

Entering N will maintain the block on this patron’s record.

Entering Y removes the claimed returned block from the patron’s record
and modifies the message:

Item was clained returned by patron 20000002000899.
Do you want to renpve the block ? (YN Y

39999000122157 accept ed.

The message indicates that the item (barcode number 39999000122157),
associated with the Claimed Returned message, has been accepted.

If the item is overdue a message appears. The amount is the overdue
charge.

C ai med Returned - $10.00
This itemis overdue. Do you wish to apply the fine (YN ?:

Circulation User’s Guide (September 2000) 5-13



Chapter 5: Checkin

5-14

Whether or not the fine is applied to the patron’s record, the system
prompts:

Itemwas clained returned by patron -000043.
Do you want to renmove the block ? (Y/N)

Entering N maintains the block on this patron’s record.

EnteringaY removesthe claimed returned block from the patron’s
record and modifies:

Item was clainmed returned by patron -000043
Do you want to renmpve the block ? (Y/N) Y

39999000122157 accept ed.

Circulation  If a note was attached to an item at Checkout, the system will display
Notes  this noteimmediately when the item’s barcode is entered at Checkin.
02: 46PM Cl RCULATI ON CHECKI N DD MW YY
Name : SM TH, BECKY - Previous charges : 115.00
Charging Fines: Yes
Command or |tem Barcode: 39999000122157 This session : 5.00
Anmount :
*** NOTES: 04-05-91 03:20PM Intinate relations
Spi ne damaged at Checkout.
Do not charge repair costs at Checkin.
More of this note - press <RETURN> _

Only threelines are displayed at atime. Thefirst line of the note has the
date and time that the note was entered, along with the title of the item.
<RETURN> to scroll the note up. The system does not save the note for

re-display.
When the end of the note is reached, a message appears.
End of note - press <RETURN> _

At this point the whole note has been displayed. <RETURN> del etes the
note and returns you to the Checkin prompt. The noteisnot saved by the
system.
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Outstanding  After checking in itemsto a patron who owes charges, if you then
Charges  checkin an item for a different patron (at aterminal that allows quick

fine payment or quick fine waiving), the system displays areminder to
pay or waive the charges for the first patron.
Qut st andi ng charges of : 120.00 for previous borrower : SMTH, BECKY
Press <ENTER> to continue, or enter <PAY> to PAY, <WAIVE> to WAI VE :
You can enter PAY to accept payment, enter WAIVE to waive an
amount, or <ENTER> to continue without paying or waiving.
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Holds, Recalls or Traces

Introduction

This chapter discusses two options on the STANDARD CIRCULATION
MENU:

e Holds by Patron (HRT),and

e Hold Queue by Title (CHQ.
The related functions available through these menu options are:

e Holds

afacility for placing, editing or viewing the holdsfor apatron. This
feature can also be accessed from within the Checkout ( COUT) func-
tion.

* Recdls
used to obtain the early return of a currently checked out item.
» Traces

placed when an item has been checked in but cannot be found at its
designated location in the library.

» Check the Hold Queue Status

used to view or edit the current hold queue for a particular title.

Holdsisafacility for reserving itemsfor a patron. Whenever anitem on
hold is checked in, the system displays a message and alerts the operator.
Theitem isrouted to the hold shelf and the item status is changed from
checked out to on hold.

There are two types of holds:

* Titleholds
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When multiple copies of the sametitle are available from the library,
and any copy will meet the patron’s needs, atitle hold isplaced. Title
holds are usually preferable to item holds because they provide the
patron a greater chance of getting the requested title in atimely
manner.

e [tem holds

Requests for a specific copy are item holds. When only one copy of
atitleisheldinalibrary, thereisno real difference between item and
title holds.

Recall isused to request the early return of acurrently checked out item.
Theitem is usually needed within a short period of time. A recall notice
is produced and a new due date can be calculated. See Recalls on page 7-
1

Traces are performed for an item or title when the ADVANCE system
shows the item or title has been checked in but cannot be found at its
designated location in the library. The system generates a search list for
staff, and alerts Checkin and Checkout staff if they encounter the item.
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Placing Holds

To place ahold for a patron, enter HOLDS BY PATRON (HRT) from the
STANDARD CIRCULATION MENU. The HOLDS PROCESSING SCreen is

displayed.

DD MW YYYY Geac ADVANCE Library System (#. ##) e PP
HH: MM Your Library Nane

HOLDS PROCESSI NG

Enter Patron Nanme or Barcode:

- J

Scan or enter the patron barcode or enter the patron’s name in whole or
part to browse the patron file. You may enter the patron’s personal 1D
using the | D= command, however, the ID must be entered in full asit
appears in the patron’s record. No browse screen is offered for personal
ID. Alternately, you may enter LST to access the last patron retrieved in
Circulation.

For more information about browsing the patron file see Checkout on
page 4-1

After the patron barcode has been entered or a particular patron is
selected by browsing the patron file, the HOLDS PROCESSI NG screen is

displayed. (This screen, and all subsequent hold functions, is also acces-
sible from the Checkout [ COUT] function by using the Hcommand).
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Holds Processing Options

-

DD MWM YYYY
HH: MM

Enter Patron Nane or Barcode : 20000002003377 SM TH, YVONNE

Bl ocks :

Enter command :

- Type
- Type
- Type
- Type
- Type
- Type
- Type

in a statement to search the database
'S to get to the OPAC search screen
"B to check the patrons bl ocks

IT or

P’ to update the patron record

"SH to
7?2 for

0 Fi nes : $0.00 Itens out : 2 Holds : O

Geac ADVANCE Library System (#. ##) e PP
Your Library Nane

HOLDS PROCESSI NG

"LIST" to view checked out itens

show the holds for this patron
a nore detailed help screen

J

AttheEnt er command: prompt you may enter one of the following
options, or ? for a help screen.

If you know the title on which the patron wants to place a hold, enter
T= and the name of the book at the prompt. All other online cata-
logue search commands are also available from this prompt (e.g. A=
for author, S= for subject, etc.).

Enter S to producethe Online Catalogue search screen. See Online
Catalogue User’s Guide.

Enter B to accessthe patron’sblock record. If ablocks record exists,
you may accept payments, add new blocks and perform functions
justasyouwouldin Circul ati on Transacti on Updat e (CTU)
or Checkout (COUT).

Enter 1 T, | TEMOr LI ST to view alist of the patron’s current check-
outs, and/or Lost items. You cannot perform the functions available
fromsuch alistin Checkout (COUT), (e.g. you cannot declare an
item lost, nor renew it); thelist in HRT is for display only.

Enter P, or PATRON, to access the patron’s registration screen. All
update functions are available when the patron’s record is accessed
from HRT.

Enter SHto display the current holds for this patron.
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Placing Holds
AccesstheHol ds by Pat ron (HRT) function and identify apatron and
atitle as described.
BRI EF DI SPLAY
Nurmber of holdings : 1
AUTHOR :Tregear, Mary
TI TLE : Chinese art
SUBJECT :Art, Chinese
SERI ES :World of art;
LANGUAGE : ENCGLI SH
I nst Branch Loan Col l ection / Call nunber Status / Due date
1. Univ Mai n N7340 .T73 DUE: 04/30/93
** Last Screen **
Opti ons:
# item Full display Prior screen Extend search Sear ch copy Qut put
Retrieve MARC  Hol ds New sear ch ? help O der display

\_ J

By selecting the Retrieve option the system will present the HOLD DETAIL
SCREEN with bibliographic and patron data, and default hold parameters.
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s

DD MW YYYY Geac ADVANCE Library System (#. ##) I PP
HH: MM Your Library Nane

HOLD DETAI L SCREEN

Author : Tregear, Mary

Title : Chinese art

Patron : SNELLING JOHN CRAIG Id : 568625570 Bar :20000002003070
Address : 1420 NW WORDEN Cl RCLE Group : Faculty

Placed : 15 APR 1993 16: 47 Active : 15 APR 1993 16: 47

Expires : 14 APR 1994 23:59

Pi ckup : AU CAMB

Scope : ALL - ALL ITEMS I N SYSTEM Hol d code . HCD
Circ code: Hol d Level : 60
Not es :

Opti ons:

Commit hol d Exi t Dat e Pi ckup | ocation Hol d | evel Scope
Copy hol d Not es Activation info Hol d code Second screen ? help

- J

If al information is accurate, place the hold by selecting the Commit
hold option. This option will file a new hold, or file any changes you
make to an existing hold.

NOTE: Release 5 alows a patron to have more than one hold on atitle.
A warning isgiven when a staff member is placing a subsequent hold for
a patron.

*** Patron already has a hold on this title.
Continue (Y/N)?
Thisis not allowed when the hold is placed from OPAC (e.g. if your

library has selected the patron-placed holds feature).
Holds Detail Data Fields and Options

Author and Title These fields are retrieved from the selected bibliographic record.

Patron, Address, ID, These descriptions are retrieved from the patron record.
Barcode, and Group
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Placed

Expires

Active

Other fields

Filled

Routed

Lapses

Held

Iltem

The date and time the hold is placed. This defaults to the current date
and time.

The date and time the hold expires. If the hold has not been filled by
then, the system automatically cancelsit. For anew hold, thisfield
defaults to the expiry date or period defined in the Hol d Codes (CHC)
table. You can use the Dat e option to change the default date and time.

The date and time the hold will be activated. The system does not
attempt to fill the hold before this date and time. For a new hold, this
field defaults to the date and time the hold is placed. You can use the
Activation Info option to change the date and time, should the patron not
wish the hold activated until sometime in the future. Setting thisto a
future date gives the hold a condition of Pending.

The sample screen shows a hold which has not been filled. For holds for
which anitemisintransit, held, or which have lapsed or been cancelled,
the Expiresand Active dates are replaced by more relevant dates, e.g. the
Held date or the Lapse date for items on the hold shelf. If anitem has
been captured, its barcode is displayed beneath the Active date field.
Possible dternate date fields are:

The date and time the item was actually checked out to the patron. This
remains on the record only until the system completes the background
process to update all necessary files as defined by the system adminis-
trator (usually daily). See the Circulation Management Guide for more
information on the Qut put Pr oducti on Menu (OCM), Cal endar
Processor (OCP).

The date and time the item was routed to the pickup location at which
the hold will befilled.

The date and time when the hold will lapse from the hold shdlf, (i.e. if
the patron does not pick up the captured item). This length of timeis
calculated according to the library-set parameter in the Hol d Codes
(CHC) table. If no time period is set by the library (i.e., the field in the
Hold Codes table is blank), the system will default to alapse period of 7

days.
The date and time the item was captured to the hold shelf.

The item barcode displays when the pieceis routed, held or filled.
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Pickup
Scope
Systemwide
Copy specific
Scope
Hold Code
6-8

The Institution and Sublocation description of the place where the hold
isto be picked up by the patron. When theitem is checked in, the system
routes the item to this location. For new holds, the default can be the
patron’s home institution and sublocation (as defined in the patron
record). If no home ingtitution or sublocation is defined for the patron,
the port’sinstitution and sublocation can be used (i.e., where the hold is
placed). Alternatively, the default might be set to the location where the
hold is captured —thisdisplaysas ( Pi ckup wher e hel d) until the
item is captured. The default locations are defined in Hol d Por t

Cont r ol (CPH). Use the Pickup location option to change the default.

Defines what items can fulfil the hold. Use the Scope option to change
the default. The hold scope defines the locations of copies of atitle that
areto be considered when filling the hold. Copies that do not fall within
the scope will be ignored. Default datais defined in Hol d Por t
Control (CPH).

If any item, from any location in the system, can satisfy the hold then the
hold qualifier can be ALL, or “*". Thiswill be the default for libraries
that do not wish to use the full hold scope capabilities.

Item holds are treated as a special kind of hold scope, i.e. the Scope of
the hold is that one copy. Copy specific holds are not given priority over
title holds unless the Hold Levd is higher. Use the Copy hold option to
set acopy specific hold. Once the hold is committed the Scope field will
display the item barcode.

The library can define hold scopes using codes from atable, Qual i -
fier Codes (CQUAL), set up under the CONFIGURATION CODES MENU
(cceM. Typically this would be used to apply geographical limitsto the
hold, e.g. only items belonging to this branch, or this district can satisfy
the hold.

The Hold Code determines how long the item will remain on the hold
shelf onceit is captured for the patron (see lapsed holds) and which
notices are required for the item. A default code might be supplied from
the patron’s patron group. If the group does not have a default set up, a
default might be supplied from the port. Use the Hold code option to
change the default.
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Hold Level

Notes

Determines the priority for filling the hold. It can come from the Patron
Type code, (Pat r on Type Codes (CPC), found under the LOAN PERIODS
MENU [CLPM), or be set for the location (i.e. the port) using Hol d Por t
Cont r ol (CPH), found under the CONFIGURATION CODESMENU [CCCM).
The hold priority entered in CPC takes priority. If not defined in CPC, the
value from CPH s used.

Usethe Hold level option to set or change the hold’s defaullt priority; this
can change the hold's position in the queue. Alternately, you can use the
Move hold option at the Hold Queue Display inthe Hol d Queue by

Ti t 1 e (CHQ) function to change the hold's position in the queue. This
option can also change the hold's priority: the priority increasesif you
move the hold above a higher priority level, and decreasesif you moveit
below alower priority hold. See Holds Queue by Title on page 6-19.

Add any additional, freetext, information needed to processthishold for
the patron.
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Copy Holds, Traces and Recalls

Use the Copy hold option to accessthe PIECES SUMMARY (HOLDS) screen
to select a piece for a copy specific hold, or to place arecall, or trace on
an item. This screen will aso display information such as Institution,
location, Circulation Code, barcode number and status.

Pl ECES SUMVARY ( Hol ds)
CAMPUS LI BRARY CIRC CODE COLLECTI ON CALL NUMBER STATUS/ DUE DATE
1 Univ CAML 2 week AV |/SB458 . MB7 DUE: 04/22/93
** Last Screen **
Opti ons:
Retrieve # Prior screen Trace # Recal | # ? help

Traces and Recalls

6-10

Circulation Codes are shown for items that have them defined in their
pieces records.

The status column can show such values as:

e Onhold - on hold shelf for a patron.

* DUE: - due date for an item currently checked out.

* Recalled - items already recalled from the current borrower.
* Missing - items already on trace.

Usethe Retrieve# option to place a copy hold. The system returns you
to the HOLD DETAIL screen and shows the barcode in the Scope field:

Scope Copy hol d for 39999000101853

At that point you select the Conmi t  hol d option to place the copy hold.

The actions taken by the Trace # and Recall # options will vary with the
library’sset upintheHol d/ Recal | / Trace Control Tabl e (CHRT),
found in the CONFIGURATION CODES MENU (CCCM), under the CIRCULA-
TION CODES MENU (CCM). The choice is whether or not to have the
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system automatically place a copy level hold following the trace or a
recall of anitem.

Trace  Usethe Trace # option to place atrace on an item. Thiswill include the
item on asearch list for staff, and Checkin will display awarning if the
item barcode is entered or wanded. After selecting theitem to trace, the
system will display:

Trace placed on item Press <ENTER> to continue

after <eENTER> you will either return to the HOLD DETAIL SCREEN or
remain at the PIECES SUMMARY (HOLDS) screen. Prior screen returns you
to the HOLD DETAIL SCREEN.

If thelibrary has set the system to NOT automatically place ahold after a
trace, the HOLD DETAIL SCREEN will show atitle level hold in the Scope
field. If you Exit, the system will delete thetitle hold, but leave the trace
in effect. If you Commit the hold, the system will retain the title level
hold for the patron.

If the library has set YES to automatically place a hold after atrace, the
HOLD DETAIL SCREEN will show acopy level hold in the Scopefield. If
you Exi t , the system will delete the copy level hold, but leave the trace
in effect. If you Commit the hold, the system will retain the copy level
hold for the patron. If ahold is placed on atraced item, checkin will
provide informative messages and prompts.

Recall Usethe Recall # option to recall an item currently checked out. The
system will generate arecall notice for the current borrower. Depending
on parameters set for the patron type, the system will assign a new due
date which will print out the recall notice.

If thelibrary has set the system toNOT automatically place ahold after a
recall, the HOLD DETAIL SCREEN will show atitlelevel hold in the Scope
field. If you Exi t, the system will delete the title hold, but leave the
recall in effect. If you Conmi t the hold, the system will retain the title
level hold for the patron.

If the library has set YES to automatically place a hold after arecall, the
HOLD DETAIL SCREEN will show a copy level hold in the Scope field. If
you Exit, the system will delete the copy level hold, but |eave the recall
in effect. If you Commit the hold, the system will retain the copy level
hold for the patron.

Checkin will alert the operator to the recall and hold.
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Second Screen

From the HOLD DETAIL SCREEN Yyou can access a Second Screen which
shows most of the details associated with a given hold. For example,
while the HOLD DETAIL SCREEN shows the MOST relevant dates
concerning ahold, the HOLDSFULL DETAIL SCREEN showsSALL the dates.
In addition, it is used to set, or change, some of the less commonly used
Hold fields.

For example, if an item has been automatically recalled, the screen

shows three additional display-only fields below the Filled field: Recall
Item (barcode of therecalled item), Recalled (date and time the item was
recalled), and Recall Due (new due date and time for the recalled item).

N

DD MW YYYY Geac ADVANCE Library System (#. ##) e PP
HH: MM Your Library Nanme
HOLDS FULL DETAIL SCREEN

Author : Prebble, John, 1915-

Title : The Hi ghland cl earances

Patron : SNELLING JOHN CRAI G Id : 568625570 Bar :20000002003070
Pl aced 16 APR 93 13:28 At AU CAMB
Active 16 APR 93 13:28 Expiry 15 APR 94 23:59
Captured : Hel d

Lapses Filled

Hel d item

Pi ckup AU CAMB

Scope 15

Hol d code: HCD Priority : 75
Fill Rules :H Circ code : Aut ocancel : YES
Options: _

? help Prior screen Pi ckup | ocation Fill qualifier Aut ocancel

Cancel hold

Prior Screen

Fill Qualifier

6-12

Returns you to the Holds Details Screen

Parameters can be set on a hold that determine which holds are filled
first. These are known as Fill Qualifiers. By setting these you may
customize the holds function to suit your library. These Fill Qualifiers
are particularly useful in a multi-agency, or multi-library system where
books from several locations could satisfy holds.
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Autocancel

Defaults are established in Hol ds Control Codes (CHLDC), under the
Hol ds Cont rol (CHOLD) menu. Allowed values are:

e Blank: nofill qualifier.
e P: Pickup qudifier.

Holds with a P qualifier will take priority over other holds when the
current checkin location isthe same as the pickup location. Thisisto
prevent items being routed from one location to another and then
back again in order to satisfy holds.

* H: Home qudlifier.

Holdswith an H qualifier will take priority over other holdswhen the
current checkin location is the same as the patron’s home location.
When an item is checked in, patrons belonging to the same location
asthe item get priority.

 F: Fast Track.

Items of the appropriate Circulation Code will satisfy such holds
preferentially. Only when there are no further Fast Track holds will
suchitems be allowed tofill normal holds. Thereisno default setting
for Fast Track holds.

Once set, the special Fill Qualifierswill display under the TYPE field in
Hol d Queue (CHQ) by Title. Note that the qualifier will not display
when the hold queue statusis checked from Hol ds by Pat r on ( HRT) .

This option is used to determine whether a hold may be considered for
cancellation (as opposed to having a user-specified cancellation date).
The background program which updates holds information overnight,
can check to see if agiven hold cannot be filled (e.g. no copies exist
which can fill the hold). If the Autocancel flag in the individual hold
recordisset to 'y, and if the library has opted for the Flagged Hold
Cancellation, the system will produce areport. The library can inquire
on these unfillable holds and cancel them. Thisreport is accessed from
Fl agged Hol d Cancel | ati on (CFHC), inthel temControl (I CM
menu. | n certain cases thelibrary may wish to prevent certain holdsfrom
being automatically cancelled and reported by the system. In this case
the Autocancel field may be set to no.

Thisoption is set by an on/off toggle. Enter A (Aut ocancel ) to change
the field from yes to no, or no to yes.
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6-14

Note: if ahold cannot befilled at the time of hold placement, the system
will warn you, and allow you to stop placing the hold, or continue
anyway. If you continue anyway, the Autocancel flag isautomatically set
to No.

(See the Circulation Management Guide, CONFIGURATION CODES MENU
[CCCM, Hol ds Control [CHOLD] table, Hol ds Reports

[CHLDP] control codes, to determine whether or not the system should
produce such a report. See the Circulation Management Guide,

Qut put Control Menu[OCM, Cal endar Processor [OCP] for infor-
mation on production on the flagged hold cancellation list. See the
Flagged Hold Cancellation on page 11-60.

* Holds can be cancelled from the HOLDS FULL DETAIL SCREEN. For
information about other screens which permit cancelling of one, or
all holdsfor atitle, or a patron, see Holds by Patron on page 6-15.
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Holds by Patron

The SHcommand at theinitial holds screen will display all current holds
for the patron. From this screen you can cancel holds, display the hold
gueue for a particular title, and access the HOLD DETAI L SCREEN.

02: 36PM

\_

PATRON BARCCDE: 20000002003377
PATRON NAME: SM TH, YVONNE TOTAL NUMBER OF HOLDS: 3

TYPE CALLNQO' BARCODE TI TLE/ AUTHOR STATUS ACTI ON

AU CAM2 SPECN+ Chinese art: synbols and i ma+

Loehr, Max
39999000121596 Due 22 APR 93
2. T Japanese gar dens - Cancel l ed -
Mir phy, Wendy B.
3.1 AU ALI | SPECT+ The Japanese pottery handbook
Si npson, Penny
39999000121180 Recal | ed
Opti ons:
Queue display # # line Cancel hold # Cancel all Exi t ? help

HOLDS BY PATRON DD MW YY

Holds by Patron Data Fields

TYPE

Displays either aT for atitlelevel hold, or an1 for an item, or copy-
specific hold. If the hold is copy-specific the item barcode will display,
along with the sublocation and call number.

The specific condition of the hold is displayed on the first line of the
hold’'sdisplay, and is set off by hyphens, e.g.,- Cancel | ed -.These
conditions are listed below. These conditions are updated, changed or
removed regularly by the system’s background processor. In addition, if
the hold is copy-specific, or when a specific item has been captured for
the hold, the current status and action of that item are displayed (e.g., the
due date of a checked out item, or arecalled status). These are listed
under the sTATUS and ACTION columns, display without hyphens, and
will be on thelast line of the item’s display.
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STATUS/ACTION

Holds By Patron Options

Hold Queue Display

PR

6-16

Blank: the hold is still active.

e - Cancel | ed -: thepatron requested that the hold be cancelled, or
apre-set cancellation date has been reached.

e - Pending -: thehold'sactivation date is sometime in the future.

e - Lapsed -: theholdwasfilled and the item was placed on the
hold shelf, but the hold | apsed because the patron never picked up the
item.

* - Held -: theitem hasbeen captured to the hold shelf and is
awaiting pickup by a patron.

e - Filled -: ahelditem has been checked out to the patron.

Notethat, in placeof - Hel d -, thelibrary might have set the system
to show different statuses such as the following:

* - Pickup by [date] -: theitem hasbeen captured to the hold
shelf and is awaiting pickup by this patron.

e - Held until [date] -: theholdisstill active; the item has
been captured to the hold shelf and is awaiting pickup by another
patron.

Access the queue for a particular hold using Queue Di spl ay #.
(Note that this hold queue display, accessed from HRT, differs from the
hold queue display screen accessed fromHol d Queue by Title
(CHQ). See Holds Queue by Title on page 6-19).

Bibliographic data on this screen includes the LcN (Local Control
Number), title, author and call number. If item specific actions have been
taken theitem 1D will display, along with appropriate status and action
codes.

The priority level of the hold. The hold level determines the priority for
filling the hold. It can come from the Patron Type code, (Pat r on Type
Codes [CP(C], found under the Loan Peri ods Menu [CLPM), or be set
for thelocation (i.e. the port) using Hol d Port Control ( CPH), found
under the CONFIGURATION CODES MENU (CCCM). The priority level can
be changed from the Hol d Queue by Ti t | e (CHQ), Move hold function,
or by changing the Hold level when placing the hold. (See HOLD DETAIL
SCREEN).
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Patron barcode, name and patron group display, along with the date/time
the hold was placed, and the expiration date (if any).

04: 29PM HOLD QUEUE DI SPLAY DD MW YYYY
LCN.....: 10013100 I TEM | D: 39999000101853
TITLE...: Japanese gardens STATUS. : Recal |l ed

AUTHOR. . : Murphy, Wendy B.

CALL NO.: AU CAML A/ VSB+ ACTI ON. :

TYPE PR PATRON | D PATRON NAME GROUP HOLD DATE EXP. DATE

1. 7T 70 20000002000057 MACK, PATRI CK VI NSON P1 04-15-93 04-14-94
03:21PM  11:59PM

2.1 60  20000002003377 SM TH, YVONNE P1 04-15-93 04-14-94
03:23PM  11: 59PM
3.1 55  20000002003070 SNELLING JOHN CRAIG P2 04-16-93 04-15-94

03: 24PM  11: 59PM
4. T 55 20000002004852 JONES, BENJAM N EI NAR  P1 04-15-93 04-14-94
03: 24PM  11: 59PM

Opti ons:
# line Cancel hold # Cancel all For war d Backwar d Exi t ? help

- J

Cancelling holds  Holds may be cancelled from this screen, or from, HOLDSBY PATRON
screen. The Cancel all function on this screen will cancel al holds for
thetitle. The Cancel all function on the prior screen cancelsall holdsfor
the patron. The Cancel hold # option will cancel one of the title's holds
in the same manner described for patrons.

» The Cancel hold # cancels one of thetitle’'s/patron’s holds. The
system prompts:

Are you sure you want to CANCEL hold for patron
20000002003377 (Y/N)?

and offersawindow for you to enter a cancellation note for the cancella-
tion notice. The Cancel all option cancels all of the title's/patron’s
holds. The system prompts:

Are you sure you want to cancel all holds for this
patron (or title)? (Y/N

and offers awindow for you to enter a note for the cancellation notice.
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Hold Detail Screen

» Holds can also be cancelled from the Second Screen of the Hold
Detail Display, i.e. the HOLD FULL DETAI L DI SPLAY SCcreen.

Display the HOLD DETAIL SCREEN by selecting the #line option. This
screen can a so be accessed from Hol d Queue by Ti t | e (CHQ). Usethis
screen to place anew hold for apatron, or to display or change apatron’s
existing hold. The HOLD DETAIL SCREEN is displayed after atitleis
retrieved at the beginning of the holds process.

DD MW YYYY Geac ADVANCE Library System (#. ##) e PP
HH: MM Your Library Nane
HOLD DETAI L SCREEN

Aut hor Mir phy, Wendy B.
Title Japanese gardens

Patron SNELLI NG, JOHN CRAI G Id : 568625570 Bar :20000002003070
Address : 1420 NW WORDEN Cl RCLE Goup : Faculty at

Pl aced 15 APR 1993 15: 23 Active : 15 APR 1993 15: 23

Expires : 14 APR 1994 23:59

Pi ckup AU CAMB

Scope ALL - ALL ITEMS I N SYSTEM Hol d code : HCD

Circ code: Hol d Level : 60

Not es :

Opti ons:

Prior screen Dat e Pi ckup | ocation Hol d | evel Scope Copy hol d

Not es Activation info Hol d code Second screen ? help

6-18
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Holds Queue by Title

To check the hold queue status, select Hol d Queue by Titl e (CHQ) on
the STANDARD CIRCULATION MENU.

DD MW YYYY Geac ADVANCE Li brary System (#. ##) 1 ppP
HH: MM Your Library Name

CHECK HOLD QUEUE STATUS

Enter search command :

N /

You may:

» select atitle by entering a search command, e.g. T= , to browse
and retrieve atitle from abrowse list. All appropriate search
commands, e.g. Author, Title, Subject, etc. may be used.

» enter Sto go to the Online Catalogue and search for atitle.

» enter an item barcode. If you uniquely identify atitle, e.g. by a
barcode search, the system will display the HOLD QUEUE DISPLAY
screen directly. If you access the queue from a search, the system
will first provide aBRIEF DISPLAY. Select the Holds, or the Retrieve,
option to access the HOLD QUEUE DISPLAY. (Note: authorized staff
may access al associated functions from either Retrieve, or Holds,
options. The Holds option is the one which permits patrons to access
limited HOLD QUEUE DISPLAY in OPAC).
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s

-

BRI EF DI SPLAY

-

Nurmber of holdings : 1
AUTHOR :Murphy, Wendy B.
Ti me- Li f e Books
TITLE : Japanese gardens
SUBJECT : Gardens, Japanese
LANGUAGE : ENCGLI SH
I nst Branch Loan Col l ection / Call nunber Status / Due date
1. Univ CAML AV | SB458 . MB7 Recal | ed
** Last Screen **
Opti ons:
# item Full display Prior screen Extend search Sear ch copy Qut put
Retrieve MARC  Hol ds New sear ch ? help O der display
15: 32 HOLD QUEUE DI SPLAY DD MW 1993
LCN.....: 10013100 of holds : 4 No. of pieces : 1
TITLE...: Japanese gardens
AUTHOR. . : Murphy, Wendy B.
TYPE PR HOLD | TEM TYPE PATRON ID / NAME GROUP HOLD DATE EXP. DATE
1. H 70 Title Hold 20000002000057 P1 04-15-93 04-14-94
ALL MACK, PATRI CK VI NSON 15: 21 23: 59
2. H 70 Title Hold 20000002004852 P1 04-15-93 04-14-94
CAML JONES, BENJAM N EI NAR 15: 24 23: 59
3. H 65  39999000101853 20000002003377 P1 04-16-93 04-15-94
CAMR SM TH, YVONNE 11: 29 23:59
4. H 60  39999000101853 20000002003070 P2 04-15-93 04-14-94
ALL SNELLI NG JOHN CRAI G 15: 23 23:59
**x End of list
Opti ons:
Backwar d Forwar d Prior screen New sear ch ? help Move hol d
# line

/

No of Holds/Pieces

TYPE

6-20

The total number of holds and piecesfor the title are shown at the top of

the screen.

Displays an H, if thisisahold, or B if thisitem has been booked for a
future date thought the Material s Booking module.
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PR

Move hold

PATRON ID/NAME
GROUP

HOLD DATE/EXP.DATE

line #

Displaysthe priority level of the hold. The hold level determines the
priority for filling the hold. It can come from the Patron Type code,
(Patron Type Codes [CPC], found under the Loan Peri ods Menu
[CLPM), or be set for the location (i.e. the port) using Hol d Port

Cont rol ( CPH), found under the CONFIGURATION CODES MENU

( CCCM). The hold priority entered in CPC takes priority. If not defined in
CPC, the value from CPH is used.

Moves a hold up or down the queue. This option can change the hold's
priority: the priority increases if you move the hold above a higher
priority level, and decreases if you move it below alower priority hold.
When you move a hold from one position to another in the queue, its
priority and its Activation Date and Time are changed to reflect its new
position in the queue.

The patron’ s barcode, name, and patron group code are displayed.

The date the hold was placed, and its expiration date, if any, are
displayed.

This option causes the HOLD DETAIL SCREEN to display. All functions
described for the HOLD DETAIL SCREEN and Second Screen can be
performed from thisfunction. A patron’s hold can be cancelled from the
Second Screen display.
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Hold Fill Sequence

6-22

Since there may be several holds on the sametitle/item, when an itemis
checked in, the system must decide which patron’s hold to fill.

In general, holds that are higher in the HOLD QUEUE DISPLAY arefilled
before holds that are lower in the queue. When you place a hold, the
system insertsit into the queue as follows:

» ahigher priority hold is placed above lower priority holds

» anew hold is placed below older holds of the same priority. (See
Holds by Patron on page 6-15, and Holds Queue by Title on page 6-
19, for more information on where priority defaults are established)

You can use the Move hold option in either of these functions to move
holds higher or lower in the queue, or change the hold level (priority) at
the time the hold is placed. Thiswill cause their priority level to change
accordingly.

Holds may be filled out of queue sequence in these situations:

» If the Scope of the hold is such that the piece being checked in does
not fall within the scope

» Theaction of the Fill Qualifier causes another hold to take priority.

» The activation dates have been adjusted. For holds of equal priority,
those with the earlier activation date or time will take priority.

Circulation User’s Guide (September 2000)



Recalls

Recalls are used to inform patrons that checked out item(s) are needed
by other patrons. Itemsmay also berecalled for library purposes such as
repair or course reserve. Recalls may be placed only on items, titles are
not recalled. Only items checked out can be recalled.

ADVANCE offers two methods for placing arecall:

« Directly invoke arecall on an item by entering CREL from the
STANDARD CIRCULATION MENU. Thisrecal is placed by thelibrary
rather than by, or for, a specific patron as is done by Hol ds,

Recal | s or Traces (HRT).

» Invokearecall indirectly while placing a hold on an item. Indirect
recall isdone by entering Hol ds, Recal | s or Traces (HRT)on
the STANDARD CIRCULATION MENU. Thisfunction is also accessible
from Checkout ( COUT), by the hol d option.
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Direct Recalls

When recalling an item directly, enter CREL from the STANDARD CIRCU-

LATION MENU.
DD MW YYYY Geac - Library Division - ADVANCE (#. ##) iiiii pp
HH: MM Your Library Name
RECALL CHECKED OUT | TEMS
NEW DUE
BARCCDE TI TLE DATE/ TI ME
n

Two options are available:

1. Scan or manually enter the item barcode.

2. Usethe search option to access the Online Catalogue to find the
item.

Entering Barcode

When an item barcode is entered, the RECALL CHECKED OUT ITEMS
screen is displayed.

DD MW 19YY Geac ADVANCE Library System (#. ##) I PP
17: 03 Your Library Name
RECALL CHECKED QUT | TEMS
CHECKOUT ~ NEW DUE
BARCCDE TITLE DATE/ TI ME DATE/ TI ME
1) 39999000108147 Correspondence of King Janes VI. of 04/13/93 04/18/93
05: 02PM  11: 59PM
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Search Item

Exceptions

The barcode, title and current checkout date/time are displayed. The NEW
DUE DATE/ TI ME column highlights the item’s new due date. The new
dateis set by the system using default information based on the patron
group circulation codes. If you require theitem at atime that is different
(either earlier or later) than the date assigned by the system, you can
enter the new date in the highlighted area. Use the same date format as
the original date.

After you have decided on the date, <ENTER> moves the highlighting to
thetimefield. Alter the time in the same way as the date was altered.

Use this option with Reserve Book Room items or any itemswith a
shorter checkout time than the default recall (usually less than seven

days).

» If you enter abarcode, or search for an item that isin thelibrary, the
system will prompt:

*** 39999000100651 has not been checked out.
An item not checked out cannot be recalled.

» If you enter abarcode, or search for an item already on recall, the
system will prompt:

*** |tem 39999000104153 has al ready been recall ed.

To search the database for an item to be recalled, use SEARCH at the
barcode prompt.

See Holds, Recalls or Traces on page 6-1 for information on recalling
itemsfor particular patrons.
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Renewals extend the time a patron has for using an item. Renewals are
usually executed on or before the due date of the patron’sitem.

Renewals are accessed from the CHECKOUT screen by entering COUT
from the STANDARD CIRCULATION MENU.

Starting Renewals

To renew an item, you must follow the same preliminary procedures as
for checking out items. Enter the patron 1D, barcode, or name. For
example, if Sni t h, Yvonne isentered at the patron prompt, the
CIRCULATION CHECKOUT SCreen appears

HH: MM

#

1

Enter Patron nane or ID: 20000002003377 Smith, Yvonne

Cl RCULATI ON CHECKOUT DD MW YYYY

| TEM TITLE DUE DATE

There are two ways to renew items for a patron.
e Enter the item’s barcode at the | t emprompt.

e Enter | TEMat thel t em Bar code prompt to see
alist of al items checked out to the patron.
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Renew with Item Barcode

Enter the item’s barcode at the | t emprompt. If the patron has thisitem
checked out aready, and the item is not overdue, the system displays a

\_

message.
14: 24 Cl RCULATI ON CHECKOUT DD MW YYYY
Enter Patron nane or ID: 20000002003377 Snmith, Yvonne
# | TEM TI TLE DUE
DATE
1 39999000127634 G oss yields for even aged stands of Dou 08-
24-92
04: 00PM
2. 39999000110879
This Itemis currently checked out to this patron. Renew Iten? Y/ Nyes to Al :

Enter Y to confirm the renewal of the item. The system displays the new
due date, just asin aregular checkout transaction.

Enter N, if you are not renewing the item.

Enter Ato confirm the renewal of thisitem and suppressthis message for
the remainder of the patron’s renewals.

Repeat either process until al items are renewed.

Renew with Renew Option

To renew using the Renew option, enter | TEMat thei t em bar code
prompt to see al items checked out to the patron.
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04: 09PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron nane or barcode : 29999000461152 Collins, Betsy E.

| TEMS CHECKED QUT by Collins, Betsy E. 1 of 1 displayed
Num Cal | number Notices Title Dat e due
1) CAMB PN6178.S4 4 Scottish jests and anecdotes 13 APR 93
0 Chanbers, Robert, 1802-1871, e 17: 01
Opti ons:
Note # ? help # line Renew |ine(s)# Renew al | Caimreturn #

Lost item# Backwar d For war d Print Exi t Ful | details #

J

Use the Renew line(s) # or the Renew all command. Any checkout
notes associated with theitem(s) will be displayed onrenewal. The note
isalso preserved by the renewal. Notes will display:

RENEWAL NOTES: 04-10-93 09: 58AM Scottish jests and
anecdot es

Notify patron of mail returned

End of note - press <RETURN>
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Renew Overdue ltem

04: 35PM Cl RCULATI ON CHECKOUT DD MW YY

Enter Patron nanme or barcode : 20000002001234 Ackerman, Susan

| TEMS CHECKED OUT by Ackerman, Susan 2 of 2 displayed
Num Cal | nunber Notices Title Dat e due
1) PUB MAIN Z99 .B12 Canadi an Hi story *DUE* R12 FEB 93
1 Smth, Janes 23: 00
2) PUB TL787 .F5 1983 The First 25 years in space : R10 MAY 93
0 Needell, Allan A *N+23: 00

Sel ect Forward for display of lost itens
Opti ons:
Note # ? help # line Renew |ines(s)# Renew al | Claimreturn #
Lost item# Backwar d For war d Print Exi t Ful | details #

J

If an item is marked * DUE* next to its Date due, it isoverdue. If itis
selected for renewal, this message appears.

This Itemis OVERDUE and nust be checked in. Checkin and
Renew? (Y/'N):

If theitem is overdue and has a hold on it, the following message
appears instead:

This Itemis OVERDUE and HELD. Checkin and Renew? (Y/N):

Answer Y to checkin the item and renew it. The system will calculate
associated overdue charges.

Answer N to abort the transaction, leaving the item overdue with the
original due date.

Maximum Renewal Limits

8-4

The system will allow the library to set the maximum number of times
that specific items can be renewed.

If the limit is exceeded the system displays the message:
Maxi mum renewal s for this item have been reached.

The system administrator/circulation supervisor can establish this limit
in Patron G oup Codes (CPGC) which isaccessed through Loan
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Peri ods Menu (CLPM under the Configuration Codes Menu ( CCM).
InthePatron G oup Codes (CPGC), thislimit can be set at both the

Patron Type and Circulation Codes levels. See Circulation Management
Guide.

Renew Item On Hold
If you attempt to renew an item that has an outstanding hold, the system
displays the message:

Item 39999000101492 is due 10 FEB 2000 20:55
- renewal count : 1 (Max : 3)

This itemis on hold. Renew (Y/N) or Hto show hol ds:

You can enter H to display the HOLD QUEUE DISPLAY screen, or
enter Y to renew the item even though there isa hold on it (leaving the
hold queue asis), or enter N to checkin theitem (and fill the hold or not,
asyou indicate).
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Accounts Receivable

This chapter discusses the ADVANCE system’s online control of patron
fines and the money collected using the Account s Recei vabl e
functions. The system tracks all of the fines attached to a specific patron
and provides access to an online cash register system for accepting
payment and to control funds at the circulation desk. Instructions for
opening and closing of the online cash registers are also described.
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Accessing
To access Accounts Receivable functions, select Account s Recei v-
abl e (CAR) fromthe Pat ron Control Menu (PCM, whichisavail-
able from the GENERAL CIRCULATION MENU (GCM).
DD MW YYYY Geac - Library Division - ADVANCE (#. ##) et PP
HH: MM Your Library Name
PATRON CONTROL MENU
1. CPR Patron Registration
2. CTU Transaction Update
3. CAR Accounts Receivable
4. CPSS Patron Second Screen Definition
Enter the nunmber of your selection and press <ENTER>
or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |level:

9-2

You can also access the ACCOUNTS RECEIVABLE screen by selecting the
Accept payment option on the Patron Blocks screens of Transaction
Update, Patron Registration, and Checkout.
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Online Cash Register

Before handling a patrons accounts receivable, you must open an online
cash register. The cash register must be assigned to your port in order to
access the ACCOUNTS RECEIVABLE screen. If you do not open the correct
register the system will return you to the Pat ron Control Menu.
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Open a Register

Selecting Account s Recei vabl e (CAR) onthePatrol Contr ol
Menu produces the ACCOUNTS RECEIVABLE Screen.

/ HH: MM ACCOUNTS RECEI VABLE DD MW YY
4_ClI RCO
Enter patron name or barcode : ___ =~
To open/close the cash register type : OPEN or CLOSE
. J
1. Enter OPEN at the barcode prompt.
2. The OPEN/CLOSE REGISTERS SCreen appears.
/ OPEN CLOSE REQ STERS \
Qpen/ d ose $ $ $ $ $
Stat us Regi st er Dat e Ti me Open Cash Check Wai ved O her
R T 03/31/03 11:51 100.00 735.46 13.33 3216.15 0.00
OPEN Cl RC1 03/17/93 01:20 100.00 113.18 56.20 0.00 0.00
CLOSED  Cl RC9 04/07/93 11:25 3900. 00 0.00 0. 00 0.00
Opti ons:
? help Open Cl ose Reports Backwar d For war d Exi t
G j

Select the Open option.

4. Enter register name (i.e., CIRC1) or end the register opening process
by <ENTER>.
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5. Enter opening balance of the fundsin thetill.
6. You will be prompted with a message similar to the following:

Openi ng bal ance = 85. 00
Do you still wish to open register CIRCO? (Y/N)

Enter Yor N.

7. The OPEN/CLOSE REGISTER screen re-appears. Command options and
the register(s) with its (their) St at us listed as OPEN are displayed.
Enter Exi t if you are ready to collect fines.
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Close a Register

To close an online cash register, begin at the same ACCOUNTS RECEIV-
ABLE screen where you started the cash register opening process.

1. Enter CLOSE on thefirst line of the ACCOUNTS RECEIVABLE Screen.

/ OPEN/ CLOSE REG STERS \
Qpen/ d ose $ $ $ $ $
St at us Regi st er Dat e Ti me QOpen Cash Check  Waived Oher
‘N R 03/31/92 11:51 100.00 735.46 13.33 3216.15 0.00
OPEN Cl RC1 03/17/93 01:20 100.00 113.18 56.20 0.00 0.00
CLOSED Cl RC9 04/07/93 11:25 3900. 00 0.00 0. 00 0.00

04/14/93 04:54 0.00

Opti ons:
? help Open Cl ose Reports Backwar d For war d Exi t

\_ J

2. Select Close. A message similar to the following will be displayed.

Current register = CIRCO
Enter register nanme or <ENTER> to exit

3. Enter register name (i.e., CIRCO) or end the register closing process
by <ENTER>.

4. Enter aclosing balance or accept the Def aul t = 25. 00 by
<ENTER>.

5. The system prompts:
Opening bal ance = 85.00
Do you wish to close register CIRQ? (Y/N)

Enter vy or N.
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6. The system displays the CLOSED REGISTER REPORTS screen. You
may select one of three printouts.

CLOSED REG STER REPCRTS

1) Print Bank Deposit Attachnent
2) Print Brief Transaction Summary

3) Print Detailed Transaction Sunmary

Opti ons:
? help # line Exi t

. J

7. Select areport by using the # line option; a message appears:
Print to: (1) Library systemprinter, (2) Auxiliary printer
Ent er__l or 2 as you require.

8. When the command options re-appear, select Exi t to return to the
previous screen. Select Exi t twice more to return to the PATRON
CONTROL MENU.
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vable

Fine Payment

After opening aregister, use Exit to move back to the ACCOUNTS RECEIV-
ABLE screen. At this point, the ADVANCE system accepts fine payments
using the following steps.

1. Enter patron’s name, barcode, or personal 1D (I D=personal D), or
enter LST (to accessthe last patron retrieved in Circulation) at the
prompt. The ACCOUNTS RECEIVABLE SCreen appears.

-

04: 59PM ACCOUNTS RECEI VABLE DD MW YY
2_Cl RC9
29999000112436 Smith, Yvonne E. 609- 826- 9876
5476 Ri dgewood St.
Cakl and, CA 94116
Descri ption Code |Invoice/Date Due.date Ret.date Due Pai d
Scottish jests and anecdot RL 04/ 13/ 93 04/ 04/ 93 04/13/93 10. 00
I nvoi ce Production Charge PRO  04/14/93 2.00
French chansons and dances LB 04/ 14/ 93 04/ 09/ 93 25.00
McLoughlin and old Oregon DM 04/ 14/ 93 15. 00
Correspondence of King Jam LB 04/ 14/ 93 04/12/93 25.00
** LAST SCREEN ** 77.00 0. 00
Opti ons:
Dol | ar arpunt Partial paynent Account history Backwar d For war d
? help Exi t

J

You can also access the ACCOUNTS RECEIVABLE screen by selecting
the Accept payment option on the Patron Blocks screens of Transac-
tion Update, Patron Registration, and Checkout.

2. Select Dol | ar anount and the system prompts you to enter

amount of payment:

If you enter an amount less than the full balance owed the system
will apply that to the first (and oldest) item(s) listed, up to the
amount of the payment. The Partial payment option allows you to
apply a payment to a specific item, even if it is not the ol dest
outstanding obligation. This method is described in, Partial Fine
Payment.
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3. A PAYMENT METHODS screen will appear on the lower portion of the
ACCOUNTS RECEIVABLE Screen.

04: 59PM ACCOUNTS RECEI VABLE DD MW YY
2_CI RC9
29999000112436 Smith, Yvonne E. 609- 826- 9876
5476 Ri dgewood St.
Cakl and, CA 94116

Descri ption Code | nvoice/Date Due.date Ret.date Due Pai d
PAYMENT METHODS

1) CASH

2) CHECK
3) DCARD
4) TCHECK
5) WAIVE

Enter paynent nethods or (E)xit :
Use a , to separate each different paynent type.

. J

4. Enter payment method (cash, check, debit card, traveller's check, or
waive) at the prompt by typing the option number (i.e.; CASH or
DCARD). You may accept more than one type of payment by entering
the options separated by acomma (e.g.1,2 for a payment partially in
cash and partially by check).

5. Enter the amount tendered. The payment method will also be indi-
cated at the prompt, asin the following example for ( CASH) .

Enter anount tendered (CASH)

If more than one payment type was specified the system will prompt
for each type until the total payment is entered. If the full amount is
not entered the system will prompt:

Full payment is required. Enter (R)eenter or
(E)xit:

6. Oncethe full amount is entered the system prompts:

Do you wi sh to process this transaction? (Y/N)
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7. Enter Y for yesto complete the payment. You will be returned to the
first ACCOUNTS RECEIVABLE screen with the outstanding balance
changed to reflect the payment just made.

8. Select Print last receipt, to print areceipt for the patron.
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Partial Payment

The ADvANCE Circulation system allows you to accept partial payment
of apatron’s outstanding fines. This means a patron can pay a portion of
the amounts owing on each item, or complete payment on selected
items. You may also use this feature to waive selected fines/charges.

1. Follow steps 1 and 2 described in Fine Payment on page 9-8. The
ACCOUNTS RECEIVABLE SCreen appears.

2. Select the Partial payment option.

3. Enter one or more payment methods from the list presented on the
screen. If using more than one method, separate the methods with a
comma. When the methods are entered, the screen ACCOUNTS
RECEIVABLE appears.

05: 59PM ACCOUNTS RECEI VABLE DD MW YY
2_Cl RC9
29999000112436 Smith, Yvonne E. 609- 826- 9876
5476 Ri dgewood St.
Qakl and, CA 94116
Description Code |nvoice/Date Due.date Ret.date Due Pai d
Scottish jests and anecdot RL 04/ 13/ 93 04/ 04/ 93 04/13/93 92. 00
I nvoi ce Production Charge PRO  04/14/93 2.00
French chansons and dances LB 04/ 14/ 93 25.00
McLoughlin and old Oregon DM 04/ 14/ 93 15. 00
Correspondence of King Jam LB 04/ 14/ 93 25.00
** LAST SCREEN ** 159. 00 0. 00
<SPACE> Exit (.) Back $ Anmount of Paynent
<ENTER> Forward (=) Full Paynent
Pl ease press <ENTER> after each sel ection.

4. The cursor appears to the right of the first fine. There are special
command options available under the*** LAST SCREEN *** line.
The options are:

e <SPACE> Exit

Entering a space, exits the current line.
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e <ENTER> Forward

<ENTER> key moves the cursor to the next line. Thiswill allow
you to select the item on which you wish to make full or partial
payment/waive.

« (.) Back
Entering a period (.) moves the cursor to the previous line.
e (=) Full Paynent

Entering an equal sign (=) will indicate to the system that you
have changed your mind and want to make a full payment.

* $ Amount of Paynent

Enter the dollar amount of the partial payment. In the example,
the five dollar (5.00) partial payment could have been entered in
one of thefollowing formats: - 5,5,5. 0,5. 00, or $5. 00. The
dollar sign (%) is not necessary.

5. Enter amount of Partial Payment for each fine.

6. After entering a partial amount for each item, press SPACE BAR and
<ENTER> to Exit.

7. Enter amount of payment (i.e., 20.00). The system prompts:

Do you wish to process this transaction? (Y/N):

Enter Y, to process the payment.
Enter N, to stop the payment processes.
8. Print areceipt by selecting the Print last receipt.

If the payment method sel ected was Waive, the system requires a
Waive comment before prompting:
Do you wish to process this transaction? (Y/N):

Though the waive comment is required, you may override by
entering spaces, followed by <ENTER>.
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Account History

You can view the full accounting history for the patron.

1. Follow steps1 and 2 described in Fine Payment on page 9-8. The

ACCOUNTS RECEIVABLE ScCreen appears.

2. Select the Account history option. The screen that appears lists the

most recent transactions first.

N

09: 46am ACCOUNTS RECEI VABLE DD MW YY
25_Cl RCD
29999000557788 SM TH, BECKY 555-4163
11 VI STA DRI VE
Descri ption Code Invoice/Date Due.date Ret.date Anpunt Pai d Owi ng
28 Water dama+ DM 117410000022 15. 00 15. 00
29 Notice Pro+ PRO 117410000022 2.00 2.00
30 Database mt RL 117410000022 07/06/99 11/23/99 25.00 25.00
31 M garden + RL 117410000022 07/01/99 02/ 16/00 25.00 25.00
32 M garden + RL 02/ 22/ 00 07/01/99 02/22/00 25.00 25.00
** LAST SCREEN ** 498.64 373.64 125.00
Opti ons:
Backwar d ? help Exit # line
3. For details about a transaction, enter aline number.
9-13
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09: 46am

29999000557788 SM TH, BECKY
11 VI STA DRI VE

Press <ENTER> to continue :

-

ACCOUNTS RECEI VABLE

DD MW YY
25_CI ROO
555-4163

Bill 19 Date created : 25 MAY 99 I nvoice :
Status : Paid Item Desc : 39999000112339
Title The Gourman report a rating of undergraduate progranms in American an+
I'ssued : 20 MAY 99 Due : 23 MAY 99 : 17:00
Dat e/ Ti ne Char ge Pai d Type Owi ng Recei pt No
- 25 MAY 99 14:38 1.50 0. 00 14 1.50
1 25 MAY 99 15:07 1.50 CASH 0.00 19_CIRCO.1

9-14
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Reserve Book Room

The Reserve Book Room function (RBR) alows the library to set aside
agroup of items out of general circulation.

This chapter provides directions on:
e What details you should know before using the RBR option.

» How to enter information about instructors who want to use the RBR
and how to enter information about the courses for which the
instructor requires itemsto be held in reserve.

* How to link titles to RBR Course/Instructor records.

* How to remove titles from RBR Course/Instructor records.
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Preparing To Use RBR

Adding Items to RBR

Removing Items from
RBR

10-2

When the items are assembled or a picking list has been created, use
CRLM —Move Itens into RBRtolink and move theminto the
RBR.

Select CRUM—Move | t ens out of RBR to remove items temporarily
from the Reserve Book Room. Unlink the item by entering the RBR loca-
tion, the course and the barcode. The item displays on the RBR Course
Processing screen with a status of Off. At afuture date, the item can be
re-linked to RBR using CRLM. To withdraw the item completely from
RBR, use the Delete option from the ITEM MAINTENANCE screen.
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Accessing RBR

Starting RBR Toinitiate the Reser ve Book Room(RBR) function, enter:
1. Cl RCto access the CIRCULATION MASTER MENU.

2. SelecttheRBRCi r cul ati on Menu.
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Reserve Book Room Menu

10-4

The RESERVE BOOK ROOM MENU provides access to Reser ve Set up
Menu (CRSM), Reserve Processing Main Menu (CREM, Move
Items intoRBR(CRLM,and Move |t ens out of RBR(CRUM.

The Reserve Book Room Reports are available on the CIRCULATION
REPORTS MENU (CCR).

DD MW YYYY
09: 54

Enter the nunber of your selection and press <ENTER>

Geac ADVANCE Library System (#. ##) DEFAULT AU
Your Library Nane

RESERVE BOOK ROOM MENU

1. CRSM Reserve Setup Menu
2. CREM Reserve Processing Main Menu
3. CRLM Move Itenms into RBR

4. CRUM Move Itenms out of RBR

or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel
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Reserve Setup Menu

Enter CRSM to select the Gi r cul at i on Reser ve Set up Menu fromthe
Reser ve Book RoomMenu. This menu provides functions with which
you create temporary RBR location codes, and create and maintain
course and instructor records. Thethird and fourth optionsare utilitiesto
build, and verify, the indexes between RBR instructors, courses and titles.
The final option provides reports of items to be placed on, or removed
from, Reserve.

DD MWM YYYY
HH: MM

Enter the nunber of your selection and press <ENTER>

Geac ADVANCE Li brary System (#. ##) I PP
Your Library Name

Cl RCULATI ON RESERVE SETUP MENU

1. CRLC Tenporary Location Codes

2. CRBNI  Add a new Instructor record
3. CRBNC Add a new Course record

4. CRBI Rebui I d RBR i ndexes

5. CRBC Check RBR file consistency

or ? followed by <ENTER> for Hel p.
Press <ENTER> to return to previous |evel
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Temporary Location Codes

Libraries may define anumber of temporary location codes for each
reserve collection, based upon the location of the Reserve Material. The
example TEMPORARY LOCATION CODES screen displays a sample browse
list of RBR locations and their temporary location codes. Other locations
can be added as necessary by using the Add command. Any number of
temporary location codes can be assigned.

TEMPORARY LOCATI ON CODES
Nurmber of records : 4
Code Description of code
1. CAMLRBR CAML Reserve Readi ng Room
2. CAMZRBR CAM2 Reserve Readi ng Room
3. CAMBRBR CAMB Reserve Readi ng Room
4. ENGLRBR ENGL Reserve Readi ng Room
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exi t

Location Code Setup Table

10-6

Choosing one of the codes from the browse list displays the setup screen
for that code.
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Line 1

Line 2

Line 3

Line 4

Line 5

Line 6

TEMPORARY LOCATI ON CODES
TEMPORARY LOCATI ON CODE : CAMLRBR

1. Description : 24 HOUR | TEMS

2. New Institution : AU = University of Al aneda

3. New Subl ocati on : CAML = Main University Library
4. New Col | ection : RBR = Reserve Book Room

5. New Call Number Prefixes

6. New Cal |l Nunmber Suffix : ON RESERVE
Opti ons:

? help # line Line by line Copy Print Del ete Exi t

Lists adescription of the location code.

Allows entry for another institution’s code (see Circulation Codes,

Circulation Hol di ng Set -up Menu [ CHSM ). Circulation Codes
are explained in greater detail in the ADVANCE Circulation Management

Guide.

Thisfield isused if the material being placed on reserve belongsto a

different institution.

Lists the new sublocation code for items moved from one location to

another, within an institution.
Indicates the new collection within alocation, commonly RBR.
Allows reassignment of the call number prefix.

Allows reassignment of call number suffix.
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Instructor Record Entry

By selecting Add a new I nstructor record (CRBN ), from the
Reser ve Set up Menu (CRSM), the system displays the RBR INSTRUCTOR

RECORD MAINTENANCE Sscreen:

\_

12: 26PM

RBR | nstructor Record Mi ntenance

Instructor Id

HeoNoOor~whPE

Sur name

For enane :
Mddle Initial :
Generation :
Honorific

Depar t ment

Phone no.

Ext ensi on

Enai | address

Creation :
Last Updat ed

. Notes

Cour ses

Enter an ID code for the instructor (RETURN for default) :

Instructor Record Fields

Instructor ID:

Surname:

10-8

DD MW YY

Enter aunique D for the instructor. This alpha/numeric field is used to
search for instructor records. In addition, the instructor’ s nameis
indexed for searching purposes. If you do not assign an ID, the system
will default to a sequential Instructor 1D number beginning with 1.
Though you are able to browse these I1Ds, these system assigned defaults
will not have significance to patrons or staff. Thisfield hasalimit of 188
characters but only 7 display in a browse search.

The Instructor ID will remain at the bottom of the screen, just above the
option line for the field being currently edited, until therecord is
completed and ready to be filed. If it has been entered incorrectly the
record can be exited.

Enter the instructor’s last name.
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Forename:

Middle Initial:

Generation:

Honorific:

Department:

Phone no.:

Extension:

Email address:

Notes:

Creation: and Last
Updated:

Enter the instructor’s first name.

Enter the instructor’s middleinitial. (optional)

The surname, first name, and initial will be used to create an index entry
for Instructor name searches.

Enter a generation, e.g. 3rd, or Jr. (optional)
Enter the Instructor’s Title. (optional)

Enter the name of theinstructor’s department. When theinstructor’sipis
added to the course record, this department name will be a default
entered into the course record.

A freetext field for the instructor’s departmental, or university, tele-
phone number.

A free text field for the instructor’s telephone extension.
A freetext field for the instructor’s email address.

A freetext field for additional information concerning theinstructor and/
or this record.

Once the record has been filed the system will assign the date the record
was created, or the last time the record was updated.

Once all fields have been entered, an option line will appear at the
bottom of the screen to permit updating, or filing, of the new instructor
record.

NOTE: TheAdd a new Instructor Record (CRBNI ) option MUST
be selected for the first Instructor record added to the system. This
program establishestheindexes and filesfor instructor records. After the
first record isfiled you may use this program, or add new instructors
fromthe Reserve Processi ng Mai n Menu (CREM.

The same screen and options will appear when an existing instructor
record is accessed by using Instructor 1D or Instructor Name from the
Reserve Processing Main Menu (CREM. A new instructor record
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can be also be created by selecting the Add item option from the Reserve
processing browse lists.

Opti ons:
# line Line by line Cour ses Del ete Prior screen File ? help
Exi t Print

Select the Courses option to see alist of all courses attached to this
instructor’s record. If none exist the system prompts:

There are no courses defined for this instructor
Press <RETURN> to conti nue

Instructors are linked to courses when you create/update course records.
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Course Record Entry

Select Add a new Course record (CRBNC), fromthe Reserve
Set up Menu (CRSM), the system displays the RBR Cour se Recor d
Mai nt enance screen:

N

11: 58AM RBR Cour se Record Mi ntenance DD MW YY
Cour se Code:
1. Course nanme
2. Instructor Id
3. Departnent
4. Meets
5. Term
6. Year : 14. Nunber of students :
7. Course Id : 15. Date into OPAC
8. Course section : 16. Date out of OPAC :
9. Default date in : 17. Record expiry date :
10. Default date out : Created
11. Default RBR Locn : Last Updated
12. Default Circ Code:
13. Notes :
Enter a code for the course (<RETURN> for default) :

Course Record Fields

Course code and
Course hame:

To create a new course record enter a unique course identifier. Patrons
and staff will be able to search for the course record by Course code or
Course name. The Course code could be the number which appearsin
the school catalogue, e.g. ENG 101. If you do not assign acode the system
will default to a sequential course code number beginning with 1. Since
you are able to browse these course codes from OPAC, and other RBR
functions, it isimportant that the codes be descriptive. The system
assigned defaults will not have significance to patrons or staff. Thisfield
has alimit of 188 characters.

If you enter a course code aready in use the following message will
display:

Enter a code for the course (<RETURN> for default):
HUM 202
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Course hame

Instructor ID:

Department:

Meets:

Term:

Year:

10-12

This code is already in use

It is recommended that input standards be developed for Course codes
(e.g. use of upper and lower case, spacing, abbreviationsetc.) The
system is not case-sensitive when you browse Course codes, however,
when the course record is being created, use of spaces and upper/lower
case can cause new records to be added inadvertently.

The Course code you enter will remain at the bottom of the screen, just
abovethe option linefor the field being currently edited, until the record
is completed and ready to befiled. If it has been entered incorrectly you
can exit the record and begin again. If you do not enter a Course code
and allow the system to assign a default value, it will not display until
after the record has been filed.

Required. Thisfield is afree text description of the department and
number of the course. Sinceit will beindexed, care must be taken in the
entry of this data. Unlike the Course code, thisfield can be updated and
re-indexed.

Enter the ID of the instructor from the table created in Add a new

I nstructor record (CRBNI ). Thiswill link the instructor to the
course record. If you enter ??, do not enter avalid Instructor ID, or if
you are unsure of the instructor’s name, the system will prompt:

Instructor not found - do you wi sh to browse?

The Instructor’ s department will default from the Instructor’ s record.
This field can be changed, e.g. if the faculty member teachesin more
than one department.

Enter a description of the place/location/building where the class meets.
Thisisnot arequired field.

Enter the term/semester when the classis scheduled. This can be more
than one semester. Thisfield is not required for processing.

Enter the year for which the course meets. Thisis a4 character field. If
the class meets every year in the Fall semester, thisfield could be left
blank. Thisfield is not required for processing.
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Course ID:

Course Section:

Default date in: Default
date out:

Default RBR location:

Default Circ Code

Notes:

Number of Students:

Date in OPAC; Date off
OPAC:

Date of expiry:

Circulation User’s Guide

Thisfield can be used for aloca ID number different from the Course
Code entered above.

Enter free text information describing multiple sections of the same
course. Multiple sections must be treated as separate courses, with
different Course IDs.

These required fields are used to define the times when items are moved
into, and out of, temporary RBR locations. When a course is repeated
(e.g. annually) you can use these default datesto set the Datein and Date
out on al items for the course. By changing the defaults for the course,
the new dates are applied to all the items attached to that course that are
set to have default values. See Cour se Processing Screen on page 10-21
for further information on setting item defaults.

In the same manner as the dates, the default RBR location can be used to
enter, or change, the temporary location of all items attached to acourse.
By using ??, or if aninvalid codeis entered, the system will prompt:

Invalid code. Do you wi sh to BROANSE (Y/cr=N)?

This defines a Circulation Code to be attached to items when they are
physically moved into the RBR location. Thisis a default value for all
pi eces/titles associated with the course and may be overridden when
linking a specific piece to the course.

Use thisfree text field for any processing information, or local notes
required for the course.

Thisisan optional field which can be used to indicate the anticipated
level of demand for items.

These fields determine when the course will be visiblein OPAC.

By leaving the course expiry date blank the course record may be
retained for an indefinite time (e.g. for courses which are repeated on a
regular basis). Thisfield isfor informational purposes and not used for
processing.
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Created: and Last Once the record has been filed the system will assign the date the record
Updated: was created, or the last time the record was updated.

Once all fields have been entered, an option line will appear at the
bottom of the screen to permit updating, or filing, of the new course
record.

NOTE: The Add a new Course record (CRBNC) option MUST be
selected for the first course record added to the system. This program
establishes the indexes and filesfor course records. After the first record
isfiled you may usethisprogram, or add new coursesfromtheReser ve
Processi ng Mai n Menu (CREM.

The same screen will appear when an existing course record is accessed
by using Course code or Course name fromthe Reser ve Processi ng
Mai n Menu (CREM), and the update option is selected.

Opti ons:
# line Line by line Prior screen Del ete Print File ? help
Exit

10-14 Circulation User’s Guide (September 2000)



Reserve Book Room Menu

Adding Iltems to RBR Courses/Instructors

Once locations, courses and instructors have been set up the system is
ready to add itemsto courses. Select Reser ve Pr ocessi ng Mai n Menu
(CREM from the Reser ve Book Room Menu theto display the
following screen.

The Course Processing screen, which can be accessed by any of thefive
methods listed on the RBR FUNCTION SELECTION screen, is the most
important screen for al RBR functions. For details, see Course
Processing Screen on page 10-21.

03: 00PM RBR Function Sel ection DD MW YY

Instructor Id

I nstructor Name

Cour se Code

Cour se Nane

List of Titles in RBR

I

Enter your selection

Circulation User’s Guide (September 2000) 10-15



Chapter 10: Reserve Book Room

Searching by Instructor ID or Instructor Name

If the Instructor 1D, or name, entered does not match one on file, the
INSTRUCTOR SEARCH screen is displayed. The search screen will bein

seguence by 1D or name, depending on the search type selected.

ID Search

s

RBR | nstructor search DD MW YY
Id Nare Cour se(s)
1. CARTER CARTER, SONJA M HI ST100, H ST344, MCTEST, ENGL330
2. FRENCH FRENCH, JACQUES E FRE100, FRE200, FRE300, FRE495
3. GREEK GREEK, STAVROS K CLASS100
4. MCLO1 McLaughlin, Keith R 1, hum 202
5. SMTH SMTHSQON, J.C. C MATH1003, MATH4000
6. WATS. FW WATSON, FRANK W ENGL102
** Last Screen **
Opti ons:
# line For war d Backwar d Search junp Exi t New sear ch ? help
Course# Add item
Instructor Name Search
12: 30PM RBR | nstructor nane search DD MW YY
Nanme Id Cour se(s)
1. FRENCH, JACQUES E FRENCH  FRE100, FRE200, FRE300, FRE495
2. GREEK, STAVRCS K GREEK CLASS100
3. MlLaughlin, Keith R MCLO1 1, hum 202
4. SMTHSON, J.C. C SM TH MATH1003, MATH4000
5. WATSON, FRANK W WATS. FW ENGL102

** Last Screen **

-

Opti ons:
# line For war d Backwar d Search junp Exi t
Course# Add item

New sear ch ? help

/

10-16
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Forward and Backward

line #

Add item

Course #

Browses the Instructor list.

Selecting an Instructor record by line# takesyou to the RBR
INSTRUCTOR RECORD MAINTENANCE SCreen.

Creates a new instructor record.

Produces the COURSE PROCESSING screens for the Instructor corre-
sponding to the line #.

If the Instructor 1D does match one on file, the RBR INSTRUCTOR RECORD
MAINTENANCE screen is displayed.

-

03: 14PM RBR | nstructor Record Maintenance DD MW YY
Instructor Id MCLO1
1. Surname McLaughl i n
2. Forenane Keith
3. Mddle Initial R
4. Generation
5. Honorific Pr of .
6. Departnent Engl i sh
7. Phone no. 642-1111 Creation : 18 APR YY
8. Extension x1056 Last Updated :18 APR YY
9. Email address
10. Notes
Cour ses 1, hum 202
Opti ons:
# line Line by line Cour ses Del ete Prior screen ? help Exi t
Print

/

Use the # ling, or the Line by line options to edit the RBR INSTRUCTOR
RECORD MAINTENANCE record.

The Courses option will display alist of courses associated with this
instructor. If only one course is entered in RBR then the COURSE
PROCESSING Screen appears.

Circulation User’s Guide (September 2000)
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03: 15PM RBR Li st of Courses DD MW YY
Code Course nanme for Instructor MlLaughlin, Keith R (Prof.)
1 HUM204 Huneni ties 204
2 HUMRO2 Humani ties 202
Opti ons:

-

#1line ? help Exit Prior screen

Select the # line option to access the COURSE PROCESSING Screen.

Searching by Course Code or Course Name

If the Course code, or name, entered does not match one on file, the RBR
COURSE SEARCH screen is presented. If the Course code optionis
selected the list will be sorted by ID. If the Course name optionis
selected the list will be sorted by course name.

-

03: 37PM RBR Cour se search DD MW YY
Id Cour se name I nstructor

1. HUM 202 Humanities 202 McLaughlin
2. HUM 204 Humanities 204 McLaughl i n
3. CLASS100 CLASSI CAL ClI VI LI ZATI ON GREEK
4. ENGL102 SURVEY OF ENGLI SH LI TERATURE WATSON
5. ENGL330 THE ROVANTI CS CARTER
6. FRE100 BEG NNI NG FRENCH SM TH
7. FRE200 SURVEY OF FRENCH LI TERATURE SM TH
8. FRE300 CONTEMPORARY FRENCH LI TERATURE Ander son
9. FRE495  19TH CENTURY FRENCH PCETRY Ander son

10. HIST100 HI STORY OF CI VI LI ZATI ON CARTER

11. HIST344 19TH CENTURY LATIN AVERI CA CARTER
** First Screen **

Opti ons:
# line Forwar d Backwar d Search junp Exi t New sear ch ? help
Add item

J
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Use the Add item option to create new course records.

Select the # line option to access the COURSE PROCESSING screen. From
that screen it is possible to update the course record itself.

Searching a List of RBR Titles

If thetitleisaready onfileinRBRYyoumay selectLi st of Titles in
RBRfromthe RBR Functi on Sel ection screen. You are prompted
to enter the RBR title. You can enter theLCN, RBR LCN (for personal copy
material), or the first words of thetitle. A browse screen is displayed.

05: 12PM RBR Master File search DD MW YY

Id Title Cour se(s)

1. 10004294 The addict and the | aw SOCl G210

2. 10004774 Beowul f ENGL101

3. 10029924 The body in the library : a Mss Mrple ny+ ENGL103

4. 10011179 Childe Harold' s pilgrimage ENGL205

5. 10022222 Chinese art HUMA201

6. 10009019 C assical aspects of partial differential + MATH351

7. 10025997 Die Mathemati k des Naturforschers und | nge+ MATH351

8. 10014500 Die mathemati schen Hilfsmttel des Physike+ MATH351

9. 10005185 History and criticism HUMA202

Options: _
# line For war d Backwar d Search junp Exi t New sear ch ? help
Cour se#
. J

The Courset option will take you directly to the Course Processing
screen for that title.

The #line option will present a brief RBR title display. You may Update
the Title, Author, Journal Title, Journal Detail, or Format for this record.
Thisfeatureisintended for personal copy materialswhich are not onfile
in the system as MARC records. From this screen you can also access the
COURSE PROCESSING screen for thistitle.

Circulation User’s Guide (September 2000) 10-19



Chapter 10: Reserve Book Room

05: 17PM
RBR Title LCN : 10005682

Format : BK

Options: _
? help Updat e Exi t

-

RBR Title display DD MW YY

Prior screen Cour ses

:John Keats: Odes: a casebook
:Fraser, G S. (George Sutherland)+
Title :
Detail:

10-20
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Course Processing Screen

The COURSE PROCESSING screen is the heart of the RBR system. It
displaysinformation for acourse, including defaults for the date in, date
out, and RBR location. Also displayed isalist of Titles/Items assigned to
this course. These titles/items may beincluded in RBR or as part of a
reading list for this course. An aternate display of the sameitems can be
accessed which will give current locations and status. Most of the other
RBR maintenance functions can be accessed directly, or indirectly, from

N

this screen.

03: 55PM RBR Cour se Processing DD MW YY
Cour se Code . HI ST100 Course nane : HI STORY OF Cl VI LI ZATI ON
Course |d : HI ST100 Section : 01,02, 03, 04, 05
I nstructor . CARTER, SONJA M Dept : H STORY
Meet s : HUMANI TI ES Term: WNTER
Date in OPAC : 16 JAN YY OPAC Date out : 31 JAN YY
Default Date in : 16 JAN YY Date Qut : 31 JAN YY
Default RBR Location : ACARBR Crc Code : RESD

Sts date in date out barcode RBR Title/Note

1. In *16 JAN YY
2. In *16 JAN YY
3. In 20 JAN YY
4. Pnd 26 MAY YY

Opti ons:
# line Add item
Backwar d Sor t

31 JAN YY 39999000121534 *ACARBR History, guilt, and habit
31 JAN YY 39999000114979 *ACARBR A history of Greece to th+
31 JAN YY 39999000120162 *ACARBR A history of British gard+
31 JAN YY 39999000103162 ACARBR History and criticism

Qui ck add Updat e Locati on Instr For war d
Prior screen Print ? help Exi t

/

STS

NOTE: Asterisksindicate that default information for dates and loca-
tions is taken from the course record.

Status (STS) may be one of many codes:

« Pnd Titleoritemisscheduled for RBR at some time in the future.

 Due Titleoritemisnow dueto be moved into RBR.

e In

Item has been moved into RBR.
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Screen Options

# line

Add item

Quick add

Update

Location

Instr

Sort

Prior Screen

10-22

e Off Theitem hasbeenremoved from RBR. The off statusischanged
to Dueor Pnd if the Dateinfield (or its default) is amended.

Note: several of these optionstake you to screenswhich are discussed in
detail in other sections of this chapter.

Displays the RBR ITEM MAINTENANCE Screen.
Displaysthe RBRITEM SELECTION Screen.

Movesitemsdirectly into RBR as you add them, thus skipping the RBR
Item Maintenance screen.

Displays RBR COURSE RECORD MAINTENANCE screen for this course.

Displays the additional location detail, including the items’ current
Location, Collection, Call number, Circulation code, barcode number,
and Status.

Displays the Instructor Record for this course and permits updates to
that record. This option will also allow you to move back and forth
between various COURSE PROCESSING records for this instructor.

Changes the display of items on reserve for this course by either Title or
Date with the most current date in displaying first.

Returns you to the COURSE SEARCH screen to browse through additional
course records.
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RBR Item Selection

The RBR ITEM SELECTION screen allows you to add items to course
records using several methods.

01: 42PM RBR | tem Sel ecti on DD MW YY
Course Code : ENGLO6 Course nane : ENGL06
Course |d Section :
| nstructor Smith, John J Dept : ARTS
Default Date in : Date out :
Default RBR Location : ACARBR Circ Code: 7DAY
Move items into RBR : No Mode: Qui ck
Sel ect an Item:
Enter an RBR Title (or the first few characters)
or read in an item barcode
or enter a local control nunber
or enter an Expert Search command
or enter Nto create a new Title
or MOto toggle noving items to RBR
or DT to toggle Detailed / Quick node
or Sto go the the OPAC Search Screen
press <ENTER> to return to last |evel
Move items into  Displays Yes or No. Indicates whether items will be moved into RBR as
RBR  they are added.

Mode  Displays Detailed or Quick. In quick mode, items are moved to RBR as
they are added and the ITEM MAINTENANCE screen is skipped. Detailed
mode always stops at the ITEM MAINTENANCE screen.

Select an Item All of the options described below are available in both quick and
detailed mode.
RBR Title  Enter atitle or the first few characters. The orac search screen appears.

Iltem Barcode

Circulation User’s Guide

Enter an item barcode to access the ITEM MAINTENANCE screen with all
the details for that particular item, or, to add the item immediately if in
quick add mode. It also displays a message if thisitem isaready on
reserve, or pending, for another course:

This itemis schedul ed for course: HUM 202 - Humanities 202
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LCN

Expert Search

MO

DT

10-24

At location: CAMIRBR From 01 SEP YY to 30 SEP YY
Do you want to continue adding this title (Y Nyes to All)?

Answer Ato suppress the prompt for subsequent items.

Enter aLocal Control Number (LCN) or RBR Local Control Number
(assigned to personal copy material not part of the regular collection), to
see alist of itemsfor that title.

Enter Expert Search command to accessthe Online catalogue. All search
options availableto your library (e.g. a= for author, t = for title, s= for
subject, or keyword searches aw= for keyword in author, t w= for
keyword in title, etc.) access the browse lists for those indexes. When a
title or an item is Retrieved, it will be entered into the RBR system, and
into the course currently selected. The ITEM MAINTENANCE screen will
be displayed with relevant details extracted from the main database.

Creates anew RBR title. These records are not MARC records (they may
be accessed by RBR Title LCNs or by the RBR title index) and are
intended for direct entry of personal copy material frominstructors. RBR
Title LCNswill be assigned, and title, author, journal title, or journal
detail information can be entered.The Item Maintenance screen allows
you to update RBR details for a particular item.

Available only in quick mode. Toggles the Move items into RBR field
between yes and no. When thisfield is set to yes, items will be automat-
ically moved into RBR as they are added.

Toggles between quick and detailed mode.

Displays the main OPAC search screen.
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RBR Item Maintenance

RBR Title LCN : 10006604
Format : BK

Di spl ay booki ngs

Title :Art of the ancie
Aut hor Amiet, Pierre Ar
Journal Title :
Journal Detail:

02: 30PM RBR |t em Mai nt enance DD MW YY
Course Code : ENGLO06 Course nane : ENGL06

Course |d Section :

Instructor : Smith, John J Dept : ARTS

Default Location : ACARBR Circ Code : 7DAY

Default Date in : 03 AUG 95 Date out : 31 DEC 96

nt Near East
t antique du Proc+

1. Item barcode ©39999000107404 2. Location : *ACARBR

3. Date in L* 4. Date out : *

5. Note to Student :

6. Note to Library :

7. Note to Instr.

8. Reading |ist 9. Circ Code: *7DAY

Opti ons:

# line Line by line Del ete File Updat e ? help Exi t

N

Fields

Item Barcode

Location, Date in, Date
out, Circ. Code

Circulation User’s Guide (September 2000)

A specific item to be moved into RBR. This field may be blank if you
used the Retrieve option (title) rather than the Retrieve # option (item) to
define thetitle. If blank, a specific item may be allocated later. Note that
changing thisfield implies that adifferent item isto be moved into RBR.
It does not mean that thisis a new barcode being allocated to that piece
(use CEHfor this). If you enter a new (previoudly unused) barcode, the
system prompts for appropriate details.

NOTE: You cannot enter a new RBR title and a new barcode as one oper-
ation. The bibliographic details must be Filed before the new barcode
can be assigned. You may then select the item from the course list to
assign the barcode.

These fields may be blank, an asterisk, or hold avalid RBR location,
valid Circ. Code, or date. An * by itself indicates that the default value
will be used. For example the Default Date in and Date out values at the
top of the screen will be used for the Date in and Date out fields at the
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Note to Student,
Library, Instr.

Reading list

Options

# line

Line by line

Delete

File

10-26

lower half of the screen. A value prefixed by a*, for example * ACARBR,
indicates a default value that will be used. If blank, staff will need to
enter valid values before moving the item into RBR.

Enter text. Thisinformation is for display on this screen only.

By default, all titles associated with the course are displayed in oPaC. An
entry with no Date in or Location implies that the entry exists for infor-
mation only, that is, it is perhaps only on the Reading List for the course,
and may not be required for RBR. In this case, it will be shown as
Reading List in orac. The display of such entries (in their entirety) may
be suppressed by entering N in the Reading list field. (This may be
required when the entry isin the process of collation, e.g., when the
dates associated with the course are not yet known.)

Edit a specific numbered field.
Edit the numbered fields for thisitem, one by one.

Deletes thisitem from the RBR system. If thisisthe last or only item,
the system also deletes the title from RBR. The system checks whether
theitemisin RBR and, if it is, prompts:

Are you sure you wish to delete this Entry (Y/N):

Enter Y to withdraw the item from RBR.

Saves the changes. When you file an item from the ITEM MAINTENANCE
screen, the system prompts:

Move the iteminto RBR now Y/ N:

Establishes the link between the item and the course, and also performs
the processing normally done at the CRLM option. The item appears on
the RBR Course Processing screen with the status of IN. (There may
also be routing or exception messages for you to acknowledge.)

Establishes the link between the item and the course. The item appears
on the RBR Course Processing screen with the status of Pending. (There
may also be routing or exception messages for you to acknowledge.)
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Update Updates the details within RBR for thisitem, such as, Title, Author,
Journal Title, Journal Detail, Format. This updates only the data as it
appears within the RBR subsystem. It does not affect catal ogued material.

Display bookings This option is mainly intended for Geac support staff.
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Moving Items into RBR

All information entered into the RBR system in the previous functions
can be done from instructors’ request lists, for items which will be
placed on reserve at a future date. Most lists are processed before the
start of the term without the items in hand, that is, the Datein isin the
future. Once these items have been added to course lists and have been
retrieved from the current collection/borrower, they must then be linked
toRBR. Thisprocesswill change thelocation and circulation information
based on the codes in the Temporary Location.

To facilitate retrieving items from the shelves, you may want to generate
aPicking List. Select RBR Pi cki ng Li st fromtheReserve Book
Room Reports menufromtheCircul ati on Reports Menu (CCR).

Once acourseis set up, items can be linked to RBR in asingle step. If
you have retrieved the items from the shelves or if you have alist of
barcodes, use the Quick add option combined with the automatic move
to RBR to add the items to the course and move them into RBR.

Select MOVE | TEMS | NTO RBR (CRLM fromthemain RBR Ci r cul a-
tion Menu.

This function maps RBR courses to locations, and then asks which RBR
temporary location code to update. Items from various courses can be
moved together based on their Temporary L ocation/Circulation Code.

DD MW 19YY Geac ADVANCE Library System (#. ##) e PP
10: 45 Your Library Name

** Mappi ng RBR courses to |locations. Please be patient **
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-

09: 09A MOVE | TEMS OUT OF RBR DD MW YY
Wi ch RBR | ocation ? :
Wi ch RBR course ?
Default Circ code ? :

Which RBR location?

Which RBR course?

Enter an RBR location or enter ?? for a browse list of Temporary Loca
tion Codes. After selecting alocation, you are prompted for a specific

course.

<ENTER> to link items to multiple courses, or enter the Course code, or
enter a ?? for alist of RBR courses. If you enter a course code incor-

rectly, the list will be displayed automatically.

Default Circ code? Enter a Circ Code or enter ?? for abrowse list. <eNTER> if no default
Circ codeisrequired.
03: 58PM RBR | i nki ng Course Search DD MW YY
Id Cour se nane
1. AGR331  Animal Husbandry
2. ATH103 Athletics
3. ATH400 BASKETBALL COACHI NG
4. CLASS100 CLASSI CAL CI VI LI ZATI ON
5. ENGL102 SURVEY OF ENGLI SH LI TERATURE
6. ENGL330 THE ROVANTI CS
7. FRE100 BEG NNI NG FRENCH
8. FRE200 SURVEY OF FRENCH LI TERATURE
9. FRE300 CONTEMPORARY FRENCH LI TERATURE
10. FRE495 19TH CENTURY FRENCH PCETRY
11. HI ST100 HI STORY OF CI VI LI ZATI ON
12. HI ST344 19TH CENTURY LATIN AVERI CA
Opti ons:
# line For war d Backwar d Search junp Exit New sear ch ? help
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The system then displays the MOVE ITEMSINTO RBR screen. Begin
entering item barcodes for all items that need to be linked to RBR.

10: 56A MOVE | TEMS | NTO RBR DD MW YY
Change for RBR Institution Yto: AU RBR | ocation : CAMLRBR
Subl ocati on Y to: CAML RBR courses : CLASS100

Circulation code Y to : RESD

Col | ection code Yto: RBR
Classification Nto :

Call # prefix Nto :

Call # suffix Y to : ON RESERVE

|t em Bar code:

. J

The default information for the temporary location is displayed in the
RBR location field. If you did not enter a course code, then all RBR
courses which have items to be linked will be listed on the screen; other-
wise, only the selected course will be displayed.

Various messages will display as barcode numbers are being entered, for
example,

Itemnot requested for any of these courses. <ENTER> :
39999000104153 Item | ocati on not updated for RBR

After you have entered all item barcodes, <ENTER>. The system displays
the following a summary screen:

Itens entered ;18
I'tens updat ed : 16
Itenms unchanged : 1 Press <ENTER> :
Itens rejected : 1
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Moving Items Out of RBR

At the end of theterm, if items are to be returned to their permanent
location, you can unlink those items from RBR.

Select MOVE | TEMS OUT OF RBR (CRUM from the main Reserve Book
Room Menu to perform that function. To identify which items need to be
removed from RBR, you can print a Picking List in Call number
sequence. Once the items are retrieved from the RBR shelving locations,
they can be unlinked and reassigned to their permanent locations using
the batch process. As with the Reserve Linking process, the system first
informsyou that it is:

** Mappi ng RBR courses to | ocations. Please be patient

* %

The system then promptsfor the RBR temporary location for which items
are to be removed.

-

f09:12A MOVE | TEMS OUT OF RBR DD MW YY\
Wiich RBR | ocation ? :
Whi ch RBR course ?

Which RBR location?

Which RBR course?

Enter alocation or enter ?? for abrowse list of all RBR Temporary Loca
tion codes to select from.

Specify a course code or <ENTER> without specifying a course. The
MASS HOLDINGS REINSTATEMENT SCreen appears.
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12: 40P MOVE | TEM5 QUT OF RBR DD MW YY

RBR | ocation : ACARBR
RBR courses : CLASS100
ENGL102
ENGL330
FRE100
FRE200
FRE300
(and nore) |tem Barcode:

/

Wand or type, the barcode numbers for the items you want unlinked
from the course and from RBR. The itemswill revert to the original loca-
tion and circulation code.
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ltem Control

Thel temControl Menu (I CM provides access to
» holdingsinformation

» holdings default definitions which allows you to assign location
information automatically for new pieces

» mass updates to holdings information, circulation codes, status and
action codes

 revolving collections

If set up in your library parameters, this menu will also allow you to
identify an item’s previous borrower, and to clear that information when
appropriate.
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ltem Control Menu

DD MW YYYY Geac - Library Division - ADVANCE (#. ##)
HH: MM Your Library Name

GENERAL Cl RCULATI ON MENU
1. CCM Circul ation Codes Menu
2. SCM standard CGircul ation Menu
3. PCM  Patron Control Menu
4. ICM Item Control Menu
5. OCM Cutput Control Menu
6. CILL ILL Maintenance
Enter the nunber of your selection and press <ENTER>

or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel

~

Select | t emControl Menu (1 CM .

DD MW YYYY Geac - Library Division - ADVANCE (#. ##)
HH: MM Your Library Name

| TEM CONTROL MENU

CEH Edit Hol di ngs

CEHD Hol di ngs default definitions
Action on Hol di ngs Del etion
CHVF Hol di ngs Mai nt enance functions

A WNE
Q
T
O

g

. Change Actions
6. CCS Change Status

7. PHYl Physical Inventory Control

8. CLPD Last Access Patron H story Display
9. CLPC Last Access Patron History C ear
10. CFHC Fl agged Hol d Cancel |l ation

Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Hel p.
Press <ENTER> to return to previous |evel

~

J
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Edit Holdings

Edit Hol di ngs (CEH) provides quick direct accessto holdingsrecords,
in the event that you need to make changes to these records. For more
complete details on Holdings Maintenance see the Holdings User’s
Guide.

Often, the changes you will need to make to these records will be to the
Action and Status codes. These codes can be changed in the Edit Hold-
ings function, although changes to these codes can also be changed by
the options, Change Action and Change Status options. Those functions
are used when the same change of action or status code is being madeto
many item records. When other kinds of changes need to be made, or if
only one item record is being updated, the Edit Holdings function is
used.

This section is divided into the following sections:

» Retrieving Piece Records — describes the methods available to
obtain piece information

» Modifying Piece Records — outlines basic editing

» Pieces Detail Single-part Screen Reference — provides descriptions
of the fields on the PIECES DETAIL screen

Changes to Holdings Database

Editing Piece Records

The holdings database has been re-design to accommodate the need to:
» conform to USMARC Holdings Standards
» transfer holdings information using the Z39.50 protocol

» define single-parts, multipart, serial holdings information uniformly.

The PIECES DETAIL screen isthe primary screen used to display and
edit piecesinformation. Its content issimilar to the HOLDINGS DISPLAY
screen that was used in previous rel eases.

You can retrieve a pieces record directly by entering a barcode.

Otherwise you must use the Holdings edit option from the OPAC search
screen to access holdings information. When Holdings edit is used, the
system re-displays new choices on the option line. Selecting the Pieces
display option producesthe PIECES SUMMARY screen. This screen lists
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all the piecesfor thetitle. When you choose an item, the PIECES DETAIL
screen appears.

The PIECES DETAIL screen has two variations, SINGLE-PART, and
MULTIPART. The single-part screen describes any item that is complete
in one part; multiparts are complete in afinite number of individual
physical parts, such as atwenty-volume encyclopedia. Serialsthat are
barcoded are also described by PIECES DETAIL-MULTIPART screen.

The differences between the single-part and multipart PIECES DETAIL
screen reflect the need to describe title that consists of more than one
part.

Summary Editing Procedure
1. Usethe Holdings edit option to edit holdings information.

2. Select the Pieces display option. The PIECES SUMMARY screen
appears.

3. Usethe#itemoption to select a piece. The PIECES DETAIL -
SINGLE-PART screen appears.

4. Edit the holdings information. File to save the changes.
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Retrieving Pieces Information
Select CEH, for the Edi t Hol di ngs option.

RETRI EVE HOLDI NGS | NFORMATI ON

Enter item barcode or search command :

Enter the barcode of theitem for which you would like to have holdings
information. Or use:

* an OPAC search command, and search for theitem in the system’s
database.

» LST to retrieve the last bibliographic record accessed in Acquisi-
tions, Cataloguing, Serials Control, or Circulation.

Only existing holdings records can be accessed by barcode. If abarcode
number is entered that is not in an existing holdings record, the system
returns a message indicating that the barcode is not on file.

Cannot read 39999000121212 fromthe PIECES file.
Press <ENTER> :

Retrieving by Barcode Entry (CEH)

Barcodes may be entered on the keyboard, or by wanding or scanning a
barcode label. If the barcode is aready on file, the system displays the
holdings information on the PIECES DETAIL - SINGLE-PART screen. This
screen contains much of the same information found on the HOLDINGS
DISPLAY screen that was used in previous releases to maintain holdings
data. See Modifying Pieces Records on page 11-10.
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s

N

Onl i ne Catal ogue Pl ECES DETAIL - S| NGLE- PART

Local Control #: 10003333 Format : BK
Stat us I'n Processing
Title Integrated online library systens : principles, planning, and
Aut hor Genaway, David C., 1937-
Updat ed By : Pat ron Last out:
Update Date: 01/22/98 01:49pm Due Date: Created : 01/09/98
I nvent ory Due Tine: Crc Cnt: 0 (0)

1. Barcode : 00017762859

2. Current Locn : AL CENTRAL GEN-ST c.3

3. Oming Locn : AL CENTRAL GEN- ST

4. Pend. Action : 11. Shelving title

5. Crc. Code : 12. Physical Cond.

6. Statistics : 13. Cass. Source

7. Actual Cost : 75.00 14. Retention Policy: O

8. Accession # 15. Physical Fornmat

9. Placeholder : N Current PO# 971000002/ 0001
10. Public note 1:
Opti ons:

# line Line by line Not es di spl ay Bi ndi ng i nformation File

Del ete Bi nding entry Circ usage St at us Print Card print

Addi tional paraneters Qui t hol di ngs ? Help Exit

Retrieving by Searching (CEH)

11-6

Use an OPAC search statement to access a holdings record:

Enter item barcode or search command tw=library
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Your Search: TWEONLI NE

Author..............
1. Genaway, David C.,
1937-

2. International
Conf erence on

Systens Docunentatio
n (11th : 1993 :
Waterl oo, Ont.)

3. Online (Waterl oo,
ont.)

7 titles in list

-

Online Catal ogue - Title Summary

Titl e Type Year
Integrated online library systens : am 1984
princi pl es, planning, and inplenentation

/

Conf erence proceedings : SIGDOC ‘93, the am 1993
11th annual international conference,

Cct ober 5-8, 1993, Waterloo, Ontario :
getting in touch--staying in touch :

novi ng online and nul tinedia systens

into the workpl ace /

Online : University of Waterloo poetry. as

Opti ons: Enter lines (e.g. 1 or 1,2 or 1,2,4 or 1-4 or 1,3-4 etc.)
# line(s) For ward Prior screen Sor t All Modi fy search
Revi ew search OPAC par s New sear ch Reset Qut put #(s) ? Help

1987

~

J

From the Title Summary screen, choose a specific bibliographic item to
examine. Depending on which option your library has chosen for biblio-
graphic display, the item information is displayed on the BRIEF or
DETAILED DISPLAY Screen.
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Online Catal ogue - BRI EF DI SPLAY (1 of 1 titles)
Local Control # :10003333
AUTHOR : Genaway, David C., 1937-
TITLE :Integrated online library systens : principles, planning, and
i npl enent ati on
Year 1 c1984.
SUBJECT :Libraries -- Automation
Online data processing
SERI ES :Professional librarian series;
LANGUAGE :English
CURRENT LOCATI ON & COPI ES HELD:
Locati on Col | ection Cal | Nunber/ Copy # Status / Due
1. ADVLIB Central GEN- STAFF c.3 I'n Processing
2. ADVLIB Central GENERAL c.2 Avai |l abl e
3. W In library
Access: This docurment is available in html and text formats. -
http://info.lib.uh.edu/sepb/sepb. htm
3iten(s) in list.
Opti ons:
# item Prior screen Hol di ngs edit Limt |ist Ful | displ ay Cut put
MARC  Hol ds Order display ? Help

Options

#item Allows you to view the PIECES DETAIL - SINGLE-PART screen. You
cannot edit holdings information from this screen.

Holdings edit Provides access to the holdings maintenance function. The system redis-
plays the option line with the following options: OPAC display, Pieces
display, Locations display, Bibliographic edit, Order display, and Exit.

Holds Allows you to view the HOLDS QUEUE DISPLAY for thistitle.

Order Display

11-8

Displaysinformation from the Acquisitions system, if your library uses
that module.

If your library has chosen a BRIEF DISPLAY for theinitial display of a
bibliographic record, a FULL DISPLAY optionis provided. Thiswill
display al bibliographic data. The MARC option is available to allow
access to the catal oguing record.

See Modifying Pieces Records on page 11-10 for information on modi-
fying records.
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N

Local Control

Stat us

Title

Aut hor

Updat ed By :

Updat e Date:

I nventory
Bar code
Current L
Owni ng Lo
Pend. Act
Crc. Cod
Statistic
Actual Co
Accessi on
Pl acehol d
Public no

Opti ons:

Prior screen

Online Catal ogue PI ECES DETAIL - SI NGLE- PART

#: 10003333
I'n Processing

Integrated online library systenms : principles,

Genaway, David C., 1937-
Pat ron

01/22/98 01: 49pm Due Date:
Due Tine:

: 00017762859
ocn : AL CENTRAL GEN-ST c.3

For mat

BK

pl anni ng, and

Last out:

Created :

01/09/ 98

Crc Cnt: 0 (0)

cn : AL CENTRAL GEN-ST

ion : Shelving title

e : Physi cal

s : C ass. Source

st : 75.00 Retention Policy: O

# Physi cal

er : N Current 971000002/ 0001
te 1:

Revi ew sear ch OPAC par ns New sear ch Reset ? Help

~

J/

The holdings record can be viewed by entering the item number. (You

cannot edit the record from this screen.)
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Modifying Pieces Records

Modification
Exceptions

Caution

11-10

Modifying an existing holdings record can be done directly by entering
the bibliographic item’s barcode, or indirectly by searching and
retrieving arecord. Once arecord is retrieved, it can be modified or
deleted as required.

Often, the changes you will need to make to these records will be to the
Action and Status codes. These codes can be changed:

» inthe Holdings edit function by using the Status option. Use this
method when other kinds of changes need to be made, or if only one
item record is being updated.

» from Change Action and Change Status menu selections on the ITEM
CONTROL MENU. Use this method when the same change of action
or status code is being made to many item records.

Some Satus conditions will not allow modifications or updates under
normal set up parameters, for example, the status Checked Out. If an
item’s holdings display has such a status, attempts to update or edit
fields produces a message:

Thi s piece can NOT be updated with the current status
press <ENTER> :

Itisgenerally not recommended, but, if you have a specific requirement
for changing a pieces record with such astatus, usethel t em Cont r ol
Codes Menu (Cl CM option found onthe Gircul ati on Codes
Menu. From this menu, access Status Control table for a status. Manu-
ally change the table to enable updates by entering a 0 at field 4.
(1=CANNOT update item, 0=CAN update item).
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STATUS CONTROL
STATUS CONTROL CCDE : 130
1. Description : Qut on Loan
2. PIECES di spl ay : Checked Cut
3. OPAC display (* = return date) : DUE: *
4. Can NOT update Item=1 o1
5. Can NOT Checkout = 1 1
6. Can NOT place a Hold = 1 :
7. Block Code
8. Produce inserts (1 = YES)
Opti ons:
? help # line Line by line Copy Print Exi t

File the change. The system will now enable updates to the pieces
records displaying the status governed by the above table. If this change
ismade for a special circumstance, the circul ation supervisor/system
administrator should change the table back to its normal condition.

Steps for  The system displays the retrieved record on the PIECES DETAIL -

Modifications S| NGLE-PART screen.
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11-12

[ Online Catal ogue Pl ECES DETAIL - SI NGLE- PART \
Local Control #: 10003333 Format : BK
Stat us : In Processing
Title : Integrated online library systens : principles, planning, and
Aut hor : Genaway, David C., 1937-
Updat ed By : Patron Last out:
Update Date: 01/22/98 01:49pm Due Date: Created : 01/09/98
I nventory Due Tine: Crc Cnt: 0 (0)
1. Barcode : 00017762859
2. Current Locn : AL CENTRAL GEN-ST c.3
3. Oming Locn : AL CENTRAL GEN- ST
4. Pend. Action : 11. Shelving title
5. Circ. Code : 12. Physical Cond.
6. Statistics : 13. C ass. Source
7. Actual Cost : 75.00 14. Retention Policy: 0O
8. Accession # 15. Physical Fornat :
9. Placeholder : N Current PO# : 971000002/ 0001
10. Public note 1:
Opti ons:
# line Line by line Not es di spl ay Bi ndi ng i nformation File
Del ete Bi nding entry Circ usage St at us Print Card print
Addi tional paraneters Quit hol di ngs ? Help Exi t
- J

1. Usetheline edit functions (# line and Line-by-line) to update fields
on the screen. Code tables can be displayed by entering double ques-
tion marks (??) in the appropriate field. Entries from the code tables
can be retrieved by entering the appropriate item line number.

Note that changes to the Pend. Action field are filed to the system’s
database immediately upon exiting the field. When exiting the
Pending Action field, you will be prompted:

File this pending action ? Y/N _

Entering Y, files the Pending Action regardless of whether you file or
exit the PIECES DETAIL screen.

Entering N stops the Pending Action filing process and discards any
changes made during this editing session.

2. The Owning Data field reflects the ORIGINAL owning Institution,
sublocation, collection, etc. of items that have subsequently been
moved to RBR, or are part of Revolving Collections. For items that
are changed by the Mass Holdings Updates in either of those
modules the temporary location is displayed in the CURRENT Locn
field.
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To update all the original locations so that they match the current
locations, answer Y to the Updat e owni ng i nfo from current

i nf o prompt that is shown when you file a holdings record that has
both types of locations.

See Also Mass Holdings Update on page 11-20 and Revolving
Collections on page 11-26, Reserve Book Room Menu on page 10-4,
Moving Itemsinto RBR on page 10-28, and Moving Items Out of
RBR on page 10-31.

3. To update theitem status, usethe St at us option. The system
displays the prompt:

Enter new |Item status code :

Use double question marks (??) to display the codes tables. Entering
the item line number will retrieve the code. Entering the new code
will cause the above message to be modified to the following:

Enter new Item status code : 114
File this status ? Y/N _

Answering Y will filethe Item status code regardless of whether you
file or exit the PIECES DETAIL screen.

4. To display the circulation statistics for the item, select Circ usage.
The system displays the usage by circulation or by in-house use.

5. If you have a printer attached to your terminal, you may select the
Print option to print the screen, or the record.

6. The Binding Entry function allows separate bibliographic records to
be bound to asingle call number. The pieces record displayed when
BOis entered becomes the parent record. Any records bound to the
parent become known as children records. When a child record for
theitemis retrieved from the database, the system informs you that
thisisachild and identifies the parent record and the shared call
number.

7. The Card Print option sets aflag for Shelf Card Printing.

o

The Additional parameters option displays:
» theRBR course codeif theitem isin RBR

« thename of the Revolving Collection if theitem is part of such a
collection

e dataintended for support staff diagnostic routines
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» qualifiers associated with Hold Scopes.

Qualifier Reverse Descri ption

Mai n 2 PUBLI C MAI N BRANCH
BRANCH2 14 ALL | TEMS I N BRA2
ALL I TEMS 15 AU} PUB} QA

9. To delete aholdingsrecord, select Delete. The system displays the
prompt:

Ckay to delete the Pieces record? Y/ N

Entering Y, continues with the deletion process. The system returns
tothe PIECES SUMMARY screen. (If thisisthelast piecesrecord, the
system warns you.)

Entering N, stops the deletion process and returns you to the PIECES
DETAIL screen.

NOTE: You can also delete pieces records from the PIECES
SUMMARY screen. Use the Delete item(s) option to delete specified
pieces from the displayed list for the current bibliographic record.

10. To save the updated holdingsrecord, enter File. The system performs
edit checks on the record and displays any invalid entries. The
prompt is placed at the item with the invalid entry, and valid data
should be entered.

11. When all entries pass validation, the pieces record is filed and the
system returns to the detailed display.

12. To exit the screen without saving the contents, select Exit. This
entry exits the screen and discards any updates made to the record.
The system returns to the PIECES SUMMARY  screen.
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Holdings Default Definitions

TheHol di ngs Port Control tabledefines default holdings values
for new pieces/item records added at a particular port. To access this
table, enter CEHD at any Circulation or Catal oguing menu, or select
Hol di ngs def aul t defi niti ons (CEHD), fromthel t em Contr ol

Menu (1 CM.
4 ot )
Nunber of records : 60
Code Description of code
1. 000 Syst em Consol e
2. 001 Line 1 - systemprinter
3. 002 Line 2 - Staff, circ termnal
4. 003 Line 3 - Staff, checkin term nal
5. 004 Line 4 - Staff, catal oging term nal
6. 005 Line 5 - Staff, catal oging terninal
7. 006 Line 6 - Staff, Reference
8. 007 Line 7 - Staff, Reference
9. 008 Line 8 - Public
10. 009 Line 9 - Public
11. 010 Line 10 - Public
12. 011 Line 11 - Public
13. 012 Line 12 - SWBranch - staff
14. 014 Line 14 - SWBranch - public
Opti ons:
? help # line Print Forwar d Backwar d Search junp Exi t
\ J

This code list reflects the port numbers defined in the PoRT table of the
System Utilities Module. (See Utilities Management Guide).

This same code list is used in other Circulation setup tables:
e Checkout Port Control (CPCC)
e Checkin Port Contral (Cl PC)
» Register/Port Codes (CPRP)

» Hold Port Control (CPH)

See the Circulation Management Guide.

Usethe#l i ne option to access the setup screen for a particular port.
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PORT

Pl ECES defaults for port : 008

Descri ption . Line 8
2. Pieces Institution : PUB = PUBLIC LI BRARY
3. Pieces Sublocation : LRC = Learning Resource Center
4. Pieces Collection : CIRC = Circul ation Desk
5. Pieces Circulation code © GENL = GENERAL COLLECTI ON LOAN+
Options: _
? help # line Line by line Copy Print Del ete Exi t File

11-16

Select #line, or Line by lineto change any of the fieldsin this record.

Infields 2 to 5, you can specify default values for new pieces added at
this port. The codes for these fields come from the Hol di ng Set - up
Menu ( CHSM under the Loan Peri ods Menu (CLPM in the CIRCULA-
TION CODESMENU. Enter ?? to see alist of thevalid codesfor afield and

select by line number. If you enter a code incorrectly the system will

offer you a chance to browse the codes table. If you leave al four fields
blank, the system will default the location information from an existing

piece when staff add a new piece.

NOTE: For Conversion-on-the-fly items added in Checkout, the system

uses the defaults specified in the Checkout Port Control table

(CPCO), rather than the defaults specified here.
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Action on Holdings Deletion

The ACTION ON DELETING LAST COPY screen defines the circum-
stances under which the system warns staff that they are deleting the last

copy.
To access thistable, enter CAHD at any Circul ation or Catal oguing menu,

or select Acti on on Hol di ngs Del eti on ( CAHD), fromthelt em
Control Menu (I CM.

ACTI ON ON DELETI NG LAST COPY

Control Record : ACTI ON. HOLD. DELETE
1. Location level to flag |ast copy delete 2
(0=System Level)
(1=Institution Level)
(2=Bui |l ding Level)

Opti ons:
? help # line Line by line Print Exi t

- J

Enter O for the last copy in the entire system, 1 for the last copy at an
Institution, or 2 for the last copy at a Sublocation.
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Holdings Maintenance Functions

To facilitate the movement of items throughout the system, on a tempo-
rary basis, (e.g., Reserve Book Room (RBR) or Revolving collections),
Dynamic collections, which have no permanent location (e.g. mass
paperback stock which take on the location of the branch where they
happen to be checked in), or permanent updates to batches of item
records, the concept of Owning Location and Current Location isimpor-
tant.

Owning location implies the permanent custodianship and responsi-
bility for the item, regardless of any current, or temporary, location
codes the item may also have.

Current location implies atemporary location whose loan rules, and
shelving information, apply to theitem asit is checked out, checked in,
routed, or held for patrons.

The system functions which are particularly affected by this concept are
Reserve Book Room, Dynamic Stock, Mass Holdings Updates, and

Revolving Collections. In addition, the library may have other purposes
for Mass Hol dings Updatesto items on atemporary, or permanent, basis.

Reserve Book  The use of Mass Holdings Updates and Mass Holdings Reinstatements
Room  for the Reserve Book Room (Reser ve Li nki ng Menu [ CRLM and
Reserve Unlinki ng Menu [CRUM) are detailed in Reserve Book
Room.

Dynamic Stock  For set up of the Dynamic Stock feature see the Circulation Manage-
ment Guide: Ci rcul ati on Codes Menu (CCM), Loan Peri ods
Menu (CLPM. TheGi r cul ati on Codes ( CCC) haveaparameter which
allowsthe library to define a Circulation Code as Dynamic Stock. The
default is N.

Dynamic stock is defined as material which does not have a permanent,
owning location (i.e., its owner isthe location where it was last checked
in). Pieces records which have this Circulation Code will be considered
as Dynamic stock. Thisis used largely for mass paperback publications.
Typically alibrary might buy many copies, expect them to circulate
rapidly, and not have along shelf life. It is, therefore, more efficient in
terms of managing the itemsto let the book belong to whatever location
checksit in.
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When the item is checked in, it will acquire the Institution and Subloca-
tion codes of the checkin port. All circulation rules, e.g. loan rules, fine
rules, and notice production are controlled by the Circulation Code for
Dynamic stock. Holds may be placed on thesetitles/items, however, they
will not be routed to other locations upon checkin. Only holds for the
checkin location can be satisfied by Dynamic Stock items.

Two functions, available from the Hol di ngs Mai nt enance ( CHVF)
functionsonthel t em Control Menu (I CM), provide methods to
update holdings information for large numbers of items.

The Mass Holdings Update function allows the location and circulation
datafor piecesto be updated in batch by wanding, or keying, the barcode
of the pieces.

The Revolving Collection function allows the library to prepare collec-
tions of materials that are scheduled to be moved from one location to
another. Such collections might be collections of large print books,
audio-visual material, or special collections.

DD MW YYYY Geac ADVANCE Library System (#. ##) e PP
HH: MM Your Library Name

HOLDI NGS MAI NTENANCE FUNCTI ONS

1. CVHU Mass Hol di ngs Updat e

2. CRVC Revolving Collection Mintenance

Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel :
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Mass Holdings Update

TheMass Hol di ngs Updat e ( CVHU) screen allows you to change,
permanently, or temporarily, location and circulation codes for batches
of items by wanding, or keying, barcodes. Since these attributes relate
primarily to how the system cal cul ates loan periods, these functions are
within the Circulation Module. However, this function can be used by
staff in Cataloguing to make mass changes to item Institution, Subloca
tion, Collection code, Classification number, Call # prefix, Call # suffix,
or Circulation Code. Additional functions allow the permanent codes to
be reinstated very easily.

DD MW 19YY Geac ADVANCE Li brary System (#. ##) I PP
14: 34 Your Library Nane

MASS HOLDI NGS UPDATE

1. CHU Hol dings Update
2. CHR Hol dings Rei nst at ement
Enter the nunber of your selection and press <ENTER>

or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel :
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Holdings Update

After selecting Hol di ngs Updat e (CHU), you will be asked whether
the changes to be made are:

Permanent [Y] or Tenporary [N changes (Qto quit)?: Q
NOTE: If you <ENTER> the system accepts the default of Q

If you select N, for Temporary changes, you will change the CURRENT
location and circulation code information.

02: 37P MASS HOLDI NGS UPDATE DD MW YY
Change CURRENT Institution Nto : AU
Subl ocati on Nto : CAMB

Circulation code Nto :

Col | ection code Nto :
Classification Nto :
Call # prefix Nto :
Call # suffix Nto :
- J

If you select Y, for Permanent changes you will change the OWNING
location and circulation code information.

02: 41P MASS HOLDI NGS UPDATE DD MW YY
Change OANING  Institution Nto : AU
Subl ocati on Nto : CAMB

Circulation code Nto :

Col | ection code Nto :
Classification Nto :
Cal | # prefix Nto :
Call # suffix Nto :
- J
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11-22

The defaults offered will be those of the port (terminal) where the
changes are being made. If no item defaults are defined in Holdings

( CEHD) default definitions for this port, then the system will default to
the values in the PORT record (See Utilities Management Guide).

You must enter Y for each field to be changed. The defaults will be
displayed and can be changed. In each case you can access, and select
from, the browse lists for the valid codes for each field by keying 27?.

If you do not select any fields for updating, i.e. leave all fields N, the
system will return to the prompt concerning permanent, or temporary
changes. You may return to updating, or quit.

If you have selected Not to change the Institution, but selected Yes to
change to a Sublocation which belongs to a different Institution, the
system will ask:

Warn on change of INSTITUTION (Y/N)?

Anltem Bar code: prompt will display to allow you to wand, or key,
the barcode numbers of all items to be changed.

Exception messages will display for barcodes whose status or action
codes prohibit update, or whose current status will affect the changes
being made:

. No itemfor this barcode. Press <ENTER>:
. Itemis checked out. Continue (Y/N)?:
. Itemis in transit to hold shelf. Press <ENTER>:

. Specified institution nust have a Subl ocati on/
Bui | di ng code... press <ENTER>

If the condition does not permit updating by this function, the system
will immediately respond with: 39999000101853 not updat ed. This
item should be set aside for individual processing since the summary
message which appears at the end of the update will not detail the
specific items rejected, or unchanged.

If the item is accepted for update the system acknowledges with:
39999000104135 updat ed. Inall casesthe item barcodeis displayed
as part of the message as a verification.

<ENTER> & the item barcode prompt will complete the entry of barcodes
and provide a summary of changes:

Itens entered . 15
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I'temrs updat ed : 12
Items unchanged : 2 Press <ENTER> :
Items rejected : 1

The DETAILED HOLDINGS display for updated items will now have
Owning datain a window, and the Current Location in the numbered
fields, as appropriate. (See Edit Holdings on page 11-3 [ CEH] .)

Oming Data : AU, CAML, GEN2, , HC60
2) Institution
3) Bl dg/ subl oc
4) Collection
5) Call# Prefix
6) Call Nunber
12) Circ Code
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Holdings Reinstatement

11-24

For those items changed temporarily in Hol di ngs Updat e (CHU), this
function will reinstate theitemsto their Owning locations, or circulation
codes.

After selecting Hol di ngs Rei nst at ement ( CHR), the system
prompts

03: 57P

|t em Bar code:

MASS HOLDI NGS REI NSTATEMENT DD MW YY

The system verifies:

e That theitem existsin the piecesfile.

* That the barcode isin the correct format.

e That the item has had temporary changes applied to it.
* That theitem is not checked out.

e Thetheitemisnot in RBR processing. It may belocated at an RBR
location, however, if it is actually linked to an RBR course, then rein-
statement must occur through the RBR function.

e That theitemisnot part of a Revolving collection.

If al of the verifications are acceptable, the system will return the item
to its Owning location, or circulation code, and an acknowledgment
message will display: 39999000103038 accept ed. Otherwisea
message will indicate that the item has not been reinstated. This item
should be set aside for individual processing since the summary message
which appears at the end of the update will not detail the specific items
rejected, or unchanged.

<ENTER> at the item barcode prompt will complete the entry of barcodes
and provide a summary of changes:

Itens entered ;10

I'tenms updated 7
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Items unchanged : 2 Press <ENTER> :

Items rejected : 1
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Revolving Collections

11-26

The revolving collections function facilitates the scheduled (or unsched-
uled) movement of collections of material from location to location on a
pre-established route. The items in the collection are loaned to patrons
from each location that the collection visits. While at host locations, the
host library is responsible for administrating the circulation of these
items. Ultimately, the itemsin the collection will return to their original
location(s).

ADVANCE alowsyou to:
» define acollection and location start and end dates
» gpecify the callection routing details, loan periods, and so forth

» gpecify the pieces that comprise the collection
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Accessing Revolving Collections

Enter CRVC or select Revol vi ng Col | ection Mai nt enance from
Hol di ngs Mai nt enance Functi ons ( CHVF). The REVOLVING
COLLECTIONS screen appears.

N

DD MW YYYY Geac ADVANCE Li brary System (#. ##) I PP
HH: MM Your Library Name
REVOLVI NG COLLECTI ONS
Nunber of records : 5
Name Descri ption From To
1. ANI MALS BOOKS ABOUT ANl MALS 28APR93 30APR95
2. COXXI NG | NTERNATI ONAL COCKERY 02FEB93 01JAN94
3. DUFE THE DUFUS COLLECTI ON 02JUL93 01SEP93
4. Fl SHI NG FI SHI NG CLASSI CS 01FEB93 01JAN94
5. BOOKMOBI LE 1 BOOKMOBI LE COLLECTI ON 01JAN93 01JAN94
Opti ons:
Retrieve # Forward Backwar d Print Add Col | ection
Del ete collection #  Exit ? help

Circulation User’s Guide (September 2000)

From the REVOLVING COLLECTIONS screen you can:

» display the details of one of the collections by using the Retrieve #
option and entering aline number. The REVOLVING COLLECTION -
CONTROL DETAILS screen appears. The details of the collection,
such as the start and end dates, are displayed.

* add anew collection, select Add collection. A blank REVOLVING
COLLECTION screen appears.

» deleteacollection select Delete collection #. (Note: ADVANCE
prevents deletion of collections that are not yet closed.)
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Control Details

Use the Retrieve # option on the REVOLVING COLLECTIONS screen to
access a collection.

\_

DD MW YYYY Geac ADVANCE Li brary System (#. ##) I PP
HH: MM Your Library Name
REVOLVI NG COLLECTI ON - CONTROL DETAILS
Mbde = Display/Update Collection control details
1. Collection name (15 chars) : ANI VALS
2. Collection description . Scientific works
3. Assenbly |l ocation : ALLI
4. Rel ease date : 28 APR 93
5. Return date : 30 APR 95
6. Default overall shipping period 2
7. Default overall capture period 0
Col |l ection status : 4 = Active at location
9. Contact name : ANN E.
10. Contact phone # . 555-9873
11. Coll ection note :
Current |ocation of collection : 1 = BRAl in PUB
Opti ons:
# line Line by line Rout e details Li nk/unlink Items Exi t Print
File Li st collection St at us C ose collection Activate ? help

1. Collection name

2. Collection
description

3. Assembly location

4, Release date

5. Return date

6. Default overall

shipping period

11-28

Up to 15 characters. Required. Enter the name of the collection.
Up to 37 characters. Optional. Enter a description of the collection.

13 characters. Required. Enter avalid sublocation code. Enter ?7? to see
alist of valid codes.

9 characters. Optional. Enter the release date of the collection to thefirst
location on the route in the format MM/DD/YY or DD MMM YY.

9 characters. Optional. Enter the date of return of the collection to the
assembly location in the format MM/DD/YY or DD MMM YY.

3 characters. Optional. Defines the default shipping period between
locations on route. Locations may set their own shipping period, or use
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7. Default overall
capture period

Collection status

9. Contact name

10. Contact phone #

11. Collection note.

Current location of
collection

Control Details Options

Route details

Link/unlink

List collection

Status

Close Collection

the default. The shipping period is used to calculate the difference in
days between the date the collection leaves alocation (end date) to the
date the collection becomes active at the next location. The shipping
period should therefore include any allowance needed for processing the
collection on arrival, before the items are made available.

3 characters. Optional. Definesthe default capture period for reassembly
of the collection prior to routing to the next location. Defaults into the
capture period field for each specific location.

Displays the status set by the system or manually by the collection
administrator. May not be changed at this screen. See Satus Handling
on page 11-41.

37 characters. Optional. Enter the name of the person who isresponsible
for organizing the collection.

37 characters. Optional. Enter the telephone number of the person who
isresponsible for organizing the collection.

37 characters. Optional. Enter any applicable comments.

Provided by ADVANCE. Displays the sublocation where the collectionis
currently located.

Displays the REVOLVING COLLECTION - ROUTING DETAILS screen.
Displaysthe REVOLVING COLLECTION - LINK/UNLINK ITEMS screen.
Displays the REVOLVING COLLECTION - ITEM INFORMATION screen.
Displays the REVOLVING COLLECTION -STATUS FUNCTION screen.

Takes the collection out of circulation and sets the location of the items
back to the assembly location, and where appropriate sets the status of
itemsto ON ROUTE. This does not delete the collection. It may now be
prepared for recirculation.
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Activate Use this option when the list of items that comprise the collection is
complete. It will set the current locations of these items to that of the
collection assembly location, and where appropriate will set the ON
ROUTE statusin the pieces.
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Adding Locations to the Route

To view the route of an existing collection select Route details from the
REVOLVING COLLECTION - CONTROL DETAILS screen. The
REVOLVING COLLECTION - ROUTING DETAILS screen displays.

REVOLVI NG COLLECTI ON - ROUTI NG DETAI LS
Rev Coll : AN MALS - Nunber of locations on route : 3 Col | ection
Institution Subl ocati on From To Ship St atus

*1. PUB BRAL 29 Apr 93 31 Jul 93 2 active here
2. PUB BRA2 02 Aug 93 30 Aug 93 2
3. PUB BRA3 01 Sep 93 31 Dec 93 2

Options:
Retrieve # For war d Backwar d Add new | ocation Prior screen
Insert new | ocation Print Control details Li st collection ? help

Rev Coll

Number of locations on
route

Institution

Sublocation

From/To

Ship

Collection Status

Circulation User’s Guide

15 characters. Displays the name of the collection.

Indicates the number of locations the collection will visit.

Displays the institution code of the location.

Displays the sublocation code of the location

Displays the dates when the collection will be at the given location.

Indicates the shipping period. Number of days after the end date at this
|ocation before the collection is due to start at next location.

Status of the collection at this location. An asterisk to the |eft of aloca-
tion indicates the current location of the collection.
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Routing Details Options

Retrieve #

Control details

List collections

Add/Insert New
Locations

11-32

DiSplayS the REVOLVING COLLECTION - LOCATION DETAILS screen
for the sublocation selected.

Displaysthe REVOLVING COLLECTION - CONTROL DETAILS screen.
Displays the REVOLVING COLLECTION - LIST COLLECTION screen.

Additional locations can be added to the route by selecting Add new

| ocati on, which addsalocation after the last location displayed. Use
Insert new | ocati on toadd alocation between existing locations.
When this option is used the system prompts you for alocation:

Insert new | ocation before which position in list (1-
3)?:

Either option produces a REVOLVING COLLECTION - LOCATION
DETAILS screen.

Note that if the start and end dates of the existing locations are in
conflict, or thereis no available time for the location to be inserted, the
system will provide awarning message and will not allow the insertion.
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Location Details

N

DD MW 19YY
HH: MM

Col l ection -

Previous location Start date : 01 SEP 93 : End date : 31 DEC 93 - (Ship = 2)

1. Institution . PUB

2. Subl ocation : BRAL

3. Start date at this |location 129 Apr 93
4. End date at this location 231 Jul 93
5. Capture period (days) 10

6. Shipping period (days) 12

7. Circulation code for this location :AvV2

8. Contact name :Ann E.

9. Contact phone # : 555- 9873
10. Col l ection note :

Latest end date (ignoring any shipping period) is : 31 DEC 93

Press <ENTER> to conti nue

Geac ADVANCE Library System (#. ##) I PP
Your Library Name

REVOLVI NG COLLECTI ON - LOCATI ON DETAILS

ANl MALS : Mbde = Insert new Collection |ocation details

1. Institution

When anew location is added to the route, ADVANCE checks that:
« theinstitution isavalid institution

» thelocation isavalid sublocation or Reserve Book Room location
code. It must also be a valid sublocation for the specified institution

» thelocation does not aready exist on the route. If it does, awarning,
which can be overridden, isissued

* Thereisno conflict between start and end dates entered for thisloca-
tion, and for other locations already specified

Up to 13 characters. Required. Enter avalid Institution Code or ?? to
view alist. If you enter an invalid code, the system displays the message:

I nvalid I NSTI TUTI ON CODE - Press <ENTER> to conti nue:
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2. Sublocation

3. Start date at this
location

4. End date at this
location

5. Capture period

(days)

6. Shipping period
(days)

7. Circulation code for
this location

8. Contact name

9. Contact phone #

10. Collection note

Location Detail Options

11-34

Up to 13 characters. Required. Enter avalid Sublocation Codeor ?? to
view alist. If you enter an invalid code, the system displays the message:

I nval i d SUBLOCATI ON CODE - Press <ENTER> to conti nue:

9 characters. Optional. ADVANCE displays the earliest possible start
date. Enter date the collection is available at this location in the format
MM/DD/YY or DD MMM YY.

9 characters. Optional. Enter the last day the collection is available at
thislocation in the format MM/DD/YY or DD MMM YY.

3 numeric characters. Provided for information only.

3 numeric characters. Enter the number of days allotted for shipping
from this location to the next location. If the shipping period interferes
with the start date of the collection at another location, amessage is
displayed:

Shi ppi ng period creates conflict with later |ocation.
Press <ENTER> to conti nue.

15 characters. Optional. Enter a circulation code for the location being
defined. If you do not enter a Circulation Code, the loan period will be
determined by the Circulation Code assigned for the previous location.
If not specified, for any of the locations, the system will apply the Circu-
lation Code normally used for that item.

34 characters. Optional. Enter the name of the person to contact at this
location for details about the collection.

34 characters. Optional .

34 characters. Optional. Enter alocation specific note.

Fileto save the new location and add it to the route. Note that File leaves
you at the same screen.

If before you File, you use any of the other options after creating or
modifying a record, the system will prompt:
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Exit without filing changes (Y/N)?:

Answer N <Enter> to remain at the screen where you may File the
record. Answer Y <Enter> if you do not wish to save the data just
entered. The system will execute the chosen option.

Next location and Preceding location display the location details for the
respective sites.

List Collection displays the items in the collection.

Control details returns you to the REVOLVING COLLECTION -
CONTROL DETAILS screen.

Delete location removes the location from the route. NOTE: if the
collectionis currently at the location you are attempting to delete, a
message is provided and the option is not executed.
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Adding Items to the Collection

Thelist of itemsthat comprise the collection may be created before the
items are physically present. ADVANCE performs the following checks
on theitems:

* ensurestheitems exist
» verifiesthe barcode format

* determinesthat if the item is checked out, the due date precedes the
activation date of the collection

* ascertainsthat I nstitution/Subl ocation codes match those of the loca-
tion at which the collection is being assembled

» ensuresthat theitem will not be required for the Reserve Book Room
at any point during the duration of the collection

* determinesthat theitemis not part of another revolving collection

To link items to a collection use Link/unlink option at the REVOLVING
COLLECTION - CONTROL DETAILS screen. The REVOLVING COLLEC-
TIONS LINK/UNLINK screen is displayed.

1. Select Link by entering Y <Enter>.

DD MW 19YY Geac ADVANCE Library System (#. ##) I PP
11: 23 Your Library Name

REVOLVI NG COLLECTI ON - LI NK/ UNLI NK | TEMS

Col l ection : AN MALS = BOOKS ABOUT AN MALS

Link (Y) or Unlink (N) itens ? :

2. A new prompt is displayed:

Sel ect an item
or enter a local control nunber
or enter an Expert Search conmand
press <ENTER> to return to |last |evel
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3. Whenalocal control number is entered, the Holdings Display screen
appears. If an item barcode is entered the linking will be processed
immediately. If a search command is entered, the Online Catalogue
appears. Retrieve the item record to add it to the collection.

If the item does not have the same | nstitution/Subl ocation codes as
the collection, the option to override is presented:

Itemdoes not belong to assenbly Institution/Sublocation -
Continue (Y/N)?:

This message means that the items current location datais different
from the assembly location and that the item will route to the
assembly location when the collection is activated. (See Satus
Handling on page 11-41.)

4. When theitem islinked, the system displays:
Itemlinked to collection - <barcode>

The cursor returns to the select an item prompt. Enter another
barcode or search command, or <Enter> to finish the linking session.

The system responds:
Nunmber of itens linked to collection:1

Note that the number increments for each additional item linked, but
only counts from the current linking session.

After selecting an item to link, ADVANCE may prompt you to set or not
set the status of routing to item being linked:

Route itemto current location (Y/N):

Y will placetheitem on route. This prompt will bedisplayedif anitemis
linked to a collection which is already active at alocation.
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Displaying the Items in a Collection

Theitemsin the collection can be viewed by using the List Collection
option from the REVOLVING COLLECTION - CONTROL DETAILSscreen

or the REVOLVING COLLECTION - ROUTING DETAILS screen.

DD MW YYYY Geac ADVANCE Library System (#. ##) e PP
HH: MM Your Library Nanme
REVOLVI NG COLLECTI ON - | TEM | NFORVATI ON
Col l ection : ANl MALS = BOOKS ABOUT ANI MALS
Nunber of itens : 308
I nst Branch Item User St at us

1. PUB BRAL 39999000106546 In library
Creature conforts (okay)

2. PUB BRAL 39999000113374 In library
Ani mal rights and hunman obli gations (okay)

3. PUB BRAL 39999000108062 In library
Homes without hands. Being a description of the habitations o+ (okay)

4. PUB BRAL 39999000114389 In library
Bal dy of None (okay)

5. PUB BRAL 39999000123264 In library
Essentials of canine and feline electrocardiography (okay)

Options:
Forwar d Backwar d # line Recal | # Unlink # Prior screen Print
? help
Collection Displays the name of the revolving collection.

Number of items

Displays how many items arein the collection.

Inst I dentifies the institution by institution code.
Branch | dentifies the sublocation by sublocation code.
ltem Displays the item bar code number.

User Displaysthe Patron ID.

11-38
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Status Used for the Item Status (CI S) aswell asthe Revolving Collection Item
Status. Thefirst lineisthe item status. The statusin parenthesisisthe
Revolving Collection item status.

Item title Theitem title is displayed under the institution code.
Item Information Options

Recall # Generates arecall notice for thisitem. This option would be used when
the collection is being assembled for shipment to the next location.

Unlink # Use this option to unlink selected items. Items can be unlinked in bulk
using the Link/unlink option at the Control Details screen.
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Deleting Items from a Collection

Items can be deleted from either the CONTROL DETAILS screen or the
REVOLVING COLLECTION - ITEM INFORMATION screen.

From the CONTROL DETAILS screen select Link/unlink items.

=

From Control Details

Screen
2. The REVOLVING COLLECTION - LINK/UNLINK ITEMS screen

appears. Enter the item barcode at the prompt.
3. When the item is unlinked, a message appears:
Item wi thdrawn from collection: 39999000112834

4. The cursor returnsto the item prompt. Enter another barcode or
<Enter> to end the unlinking session. The system displaysthe
number of items removed from the collection:

Number of items unlinked fromcollection: 2

5. <ENTER> to continue.

From Item Information 1. Fromthe REVOLVING COLLECTION - ITEM INFORMATION screen
Screen select unlink #. Enter the line number of the item you want to delete.

2. A prompt, such as
Col l ection route conpleted. Continue(Y/ N)?:
may appear depending on the status of the collection.
3. When the item is unlinked, another message appears:

Itemwi thdrawn from coll ection: 39999000112834

Press <ENTER> to conti nue:

4. ThelITEM INFORMATION screen appears.

11-40 Circulation User’s Guide (September 2000)



Revolving Collections

Status Handling

Statuses allow you to document what is currently happening to the
collection. Thereisalogical sequence to the statuses but they can be
overridden. ADVANCE applies any appropriate changes to the item data
and issues awarning if an inappropriate action is taken. Status are
changed when certain options on the Control Details screen are
executed, or they may be explicitly changed at the STATUS FUNCTION

screen.

Collection Status Settings

0 Dormant

This statusis applied to the collection when it isfirst being
specified, for example on Control Detailsand Route Details
screens, and to the items which comprise the collection. It
may also be reapplied at the end of the route, to be re-
assembled, updated or recirculated as appropriate. The
Update status option when used with 0 asthe current status,
prompts you to update the status to 1.

1 Collection being prepared

Thisis an intermediate status between physically gathering
the items at the assembly location, and setting the next
status. The Update status option when used with 1 as the
current status prompts you to update the status to 2.

2 Collection ready to be circulated

Essentially adocumentary status, thisimpliesthat theitems
which comprise the collection have been linked to it, and
that the next action is to move the collection to the next
location. When the Update status option is used with 2 as
the current status, you will be prompted to update the status
to 3.

3 Collection in transit to next location

This status is automatically set by the Move Collection
option. This updates the locations of the items to the next
location on the route, and changes the status of the itemsto
ON ROUTE. The Update status option when used with 3 as
the current status prompts you to update the statusto 4.

4 Collection active

Implies that the collection has now arrived at the next loca-
tion and is available for circulation or display. The Update
status option when used with 4 as the current status
prompts you to update the status to 5.

Circulation User’s Guide (September 2000) 11-41



Chapter 11: Item Control

Collection Status Settings

Ready to move to next location

The collection has finished at it's current location, and is
ready to be moved to the next location on the route. When
the Update status option is used with 5 asthe current status,
the system provides these choices: @) if the collection is not
at the last location on the route, it will prompt 3, that is, In
transit to next location; or b) it will prompt 6, Return to
assembly location.

Being returned to assembly location

The collection has completed the defined route and is
returning to the assembly point. The Update status option
when used with 6 as the current status prompts the user to
update the status to 7.

Back at assembly location

The collection has physically returned to the assembly loca-
tion. The Update status option when used with 7 asthe
current status prompts the user to update the status to 8.

Return processing complete

The collection has been fully checked after it’ sreturn to the
assembly location.

Dissolved - items going home

The collection has been dissolved. The itemsthat constitute
the collection are now on route to their owning locations.
The Update status option when used with 9 as the current
status prompts the user to update the statusto 0.

99

Collection suspended

Allowsthelibrary to suspend the circulation of a collection.
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The STATUS FUNCTION screen can be obtained by selecting the Satus
option from the CONTROL DETAILS screen.
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DD MW YYYY Geac ADVANCE Library System (#. ##) e PP
HH: MM Your Library Name
REVOLVI NG COLLECTI ON - STATUS FUNCTI ON
Col | ection : ANI VALS (from28 Apr 93 to 30 Apr 95)
Nunber of locations : 3
Number of itens . 308
Assenbly | ocation : ALIl in AU
Current |ocation 1 = BRAL in PWB
Next | ocation 2 = BRA2 in PUB (from02 Aug 93 to 30 Aug 93)
Status on file 4 = Active at location on route
Actual status : Collection active
Status based on date : As above
Options:
Locati on exceptions | tem exceptions Activate Move to new | ocation
Return col I ection hone Updat e status Cl ose collection
Del ete col |l ection ? help Exi t
Collection The collection name.

Number of locations

Number of items

Assembly location

Current location

Next location

Status on file

Actual status

Status based on date
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Indicates the number of |ocations the collection will travel to.

Displays the number of itemsin the collection.

Indicates where the collection was physically assembled.
Displays where the collection is currently located.
Displays the next scheduled location for the collection.
The status of the collection asit has been set.

The status of the collection, if it differs from that on file.

The status of the collection as determined by the routing schedule. Also

identifies conflicts.

(September 2000)
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Status Options

Location exceptions

Item exceptions

Activate

Move to new location

Return collection home

Update status

Close collection

11-44

Checks whether the collection is at the location implied by the route
dates.

Checksthat all items are at the expected location. Thiswill be the
assembly location or one of the locations on the route.

Use this option when the list of items that comprise the collection is
complete. It will set the locations of these items to that of the collection
assembly location, and where appropriate will set the ON ROUTE status.

Sets the Institution, Sublocation, and where specified for the new loca-
tion on theroute, the Circulation Code, to that of the next location on the
route; if the current location isthe final location on the route, the user is
informed that this action will return the itemsin the collection to the
assembly location.

This option setsthe collection statusto 9 - Dissolved - items going home.
When acollection is dissolved, this option reinstates the owning I nstitu-
tion and Sublocation for the itemsin the collection. It sets the status to
ON ROUTE for al appropriate items.

This option alowsyou to explicitly change the status of the collection. It
should be used by someone well-versed in assembling and circulating
revolving collection. Asfar as possible, it follows alogical chain of
action, in that each current status setting implies the subsequent status
setting. Thisis qualified to an extent when the collection is either at the
assembly location, or the last location on the route.

Date settingsfor the Collection asawhol e, and for each location, are not
binding. In both cases, they may be unspecified, or totally specified, as

required. When specified, the function warns you when a status updateis
inappropriate. In al cases, these can be overridden.

Takes the collection out of circulation and sets the location of the items
back to the assembly location, and where appropriate sets the status to
ON ROUTE. This does not delete the collection. It may now be prepared
for recirculation.
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Delete collection Physically deletes the Revolving Collection record. ADVANCE initially

checks the status of the collection to determineiif it can be deleted. If it
can not be deleted, awarning is displayed, which may be overridden.
The system automatically takes you through the Control Details, Route
Details, and Item List screen. On each screen you will be prompted asto
whether you wish to continue with the deletion. The details for specific
locations and the items in the collection may be displayed.
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Administering the Collection

While you are adding items to a collection and defining the routing
details, the status of the collection is dormant (Status = 0).

» Usethe Activate option (CONTROL DETAILS screen or STATUS
FUNCTION screen) to change the status of the collection to 1 Collec-
tion being prepared

* Usethe Update status option (STATUS FUNCTION screen) to change
the status of the collection to 2 Collection ready to be circulated

» Usethe Move collection to new location option (STATUS FUNCTION
screen) to put theitemsin transit and assign on route status to pieces.
This changes the status of the collection to 3- Collection in transit to
next location and updates the current ingtitution and location codes

* When the items arrive at the new location and they are checked in,
use the Update status option (STATUS FUNCTION screen) to change
the status to 4 - Collection active

» When the collectionisfinished at alocation, use the Update status
option (STATUSFUNCTION screen) to change the statusto 5 - Ready
to move to next location and then use the Move to new location
option

Dissolving the Collection

* When the collection has completed it’'sroute and isready to returnto
itsassembly point, use the Update status option (STATUS FUNCTION
screen) to change the status to 6 - Returning to assembly location.

» After the collection has physically returned to the assembly location,
use the Update status option (STATUS FUNCTION screen) to change
the status to 8 - Return processing complete.

» Select the Close collection option from the CONTROL DETAILS
screen to set the ingtitution and location codes back to the assembly
location. This option does not delete the collection, you must select
the Delete collection option from the STATUS FUNCTION screen to
physically remove the revolving collection record.

If you do not wish to recirculate the collection immediately, but instead,
return the items to their owning locations, use the Return collection
home option. This sets the status to 9 Dissolved - items going home and
updates the current locations of the items, as appropriate.
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Changing Action and Status Codes

Two optionsonthel t em Control Menu provide you with batch
methods for changing action and status codes for any humber of items,
i.e., for items requiring the same change to a new action or status code.
For example, if there are 10 items that need to be routed to another
building, you can use the Change Actions option to assign the Rout e

t o: code to each item. This can be done as fast as the barcodes can be
wanded into the system. The system will change the holdings records
without requiring you to directly access each record.
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Change Action Codes

Display the ITEM ACTION UPDATE screen by entering Change Acti ons
(CCA) at the prompt onthel t em Control Menu.

4 )

| TEM ACTI ON UPDATE
Del et e/ Report date: Del et e/ Report tine:
Enter Item ACTION code : _

Itemstatus to add :
Itemactions to delete :

Barcode Title

Enter the action code that you want to change at theEnter Item
ACTI ON code: prompt. The code you specify here isthe NEw action
code you want entered in all items which will be wanded/keyed. If you
need alisting of the available action codes, enter two question marks
(??) at the same prompt.

11-48 Circulation User’s Guide (September 2000)



Changing Action and Status Codes

Circulation User’s Guide (September 2000)

| TEM ACTI ON UPDATE
ACTI ON CONTROL

Nunber of records : 12

Code Description of code
1. 0 Del ete Action code (Do not delete)
2.1 M SSI NG M ssing
3. 4 I nconpl ete, Return to catal ogui ng Return to Catal oguin
4. 8 On Hold On Hol d/ PATRON
5. 16 Route to: Route to:
6. 17 Return to: Return to:
7. 18 Transfer to: Transfer to:
8. 220 On Hol d for Catal ogui ng Send/ Cat al ogui ng
9. 230 On Hol d for Book Repair Send/ P&R
10. 240 On Hold for Bindery Send/ Bi ndery
11. 250 On Hold for RBR Hol d/ RBR
Opti ons:
? help # line Print For war d Backwar d Search junp Exi t
When you select aline number from the screen above, or enter an action
codeat theoriginal Change Act i ons screen prompt, the | TEM STATUS
UPDATE screen appears. The system automatically compl etes some of the
fields from the codes table when you choose an action code.

| TEM STATUS UPDATE

Del et e/ Report date: 19 APR 19YY Del ete/ Report tine: 07:09PM

Enter Item status code : 135 In Transit

Item status to add :
Itemactions to delete : 16,17,18
Barcode Title

1)

- /

The cursor movesto the Barcode entry line. The datainthefieldsi t em
status to addandltemactions to del et e arecompleted based
on the Status/Action setup tables only. See the CIRCULATION CODES
MENU: | t em Control Codes Menu (CI CM), I tem St at us Control
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Codes (CI S),Item Status Cal endar Codes (Cl SC), | tem
Action Control Codes (ClA),andltem Action Cal endar
Codes ( Cl AC) in the Circulation Management Guide.

Wand or type in the barcodes of the items requiring an action code
change. The following screen displays four items and their barcodes
have been entered.

| TEM ACTI ON UPDATE
Del et e/ Report date: Del et e/ Report time:
Enter Itemaction code : 1 Mssing
Itemstatus to add :
Itemactions to delete :
Barcode Title

1) 39999000107610 The Architecture of digital conputers

2) 39999000107609 Al aska regional studies plan

3) 39999000107608 Supertube : the rise of television sports

4) 39999000107607 On justice = Peri dikaiou

5) <ent er >

11-50

After you have wanded/keyed all of the items, <ENTER> to compl ete the
process. The system returnstothe Enter Item acti on code:
prompt, should you have further items to be changed, you may select it
at thistime. No summary screen is provided for items which have been
changed.
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Change Status Codes

Display the ITEM STATUS UPDATE screen by selecting CCS at the prompt
on the ITEM CONTROL MENU.

4 )

| TEM STATUS UPDATE
Del et e/ Report date: Del et e/ Report tine:
Enter |tem STATUS code : _

Itemstatus to add :
Itemactions to delete :

Barcode Title

\_ J

Enter the status code that you want to change at theEnter Item
STATUS code: prompt. The code you specify hereisthe NEw status
code you want entered in all items which will be wanded/keyed. If you
need alisting of the availabl e status codes, enter two question marks (??)
at the same prompt. The system will display alist of status control
codes.
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s

1)

Enter Item status code : 124 New Books Displ ay

Item status to add :
Itemactions to delete :

Barcode Title

| TEM STATUS UPDATE
STATUS CONTRCL
Nurmber of records : 27
Code Description of code
1. 0 Renpve current ltem's status In Library
2. 016 ON ROUTE En Route
3. 050 Billed as Lost Billed as Lost
4. 055 Lost and Paid Lost and Paid
5. 100 Tenporarily out of collection Qut of collection
6. 110 Sent for repair Bei ng Repaired
7. 112 At Reprography At Reprography
8. 114 At Bi ndery At Bindery
9. 124 New Books Di spl ay New Books Di spl ay
10. 130 Qut on Loan Checked Qut
11. 135 In Transit In Transit
12. 136 Sorting shel ves Sorting Shel ves
13. 140 Recal | ed Recal | ed
Opti ons:
? help # line Print For war d Backwar d Search junp Exi t
When you select aline number, or enter an action code, the ITEM STATUS
UPDATE screen appears. The system automati cally completes most of the
fields from the codes table when you choose an action code.
| TEM STATUS UPDATE
Del et e/ Report date: 20 APR 19YY Del et e/ Report tine: 04:05PM

11-52

Wand or type in the barcodes of the items requiring an status code
change.
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s

Enter

Del et e/ Report date:

Item status code :

Itemstatus to add :
Itemactions to delete :

Barcode Title

1)
2)
3)
4)
5)

39999000107610
39999000107609
39999000107608
39999000107607
<enter>

| TEM STATUS UPDATE

20 APR 19YY

Del et e/ Report tine: 04:05PM

124 New Books Di spl ay

The Architecture of digital
Al aska regional studies plan
Supertube : the rise of television sports

On justice = Peri

di kai ou

conput er s

~

J/

After you have wanded/keyed all of the items, <ENTER> to complete the

process. The system returnstothe Ent er |t em st atus code:

prompt, should you have further itemsto be changed, you may enter it at
this point. No summary screen is provided for items which have been

changed.
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Physical Inventory Control

The PHYI Physical Inventory Control menu, and its two associated
functions PHYT Physical Inventory (Terminal Mode), and PHYD Phys-
ical Inventory (Portable Unit Mode) enable the library to conduct an
inventory of library materials and obtain reports on:

» itemsin thelibrary which do not have the status In Library.

« itemswhich are not in the library but have the status In Library.
» itemsshelved at the wrong location.

e itemsin thelibrary which do not have pieces records.

Physical Inventory is an optional, separately purchased module.
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Patron History

The LAST PATRON DISPLAY function alows you to find out which patron
had most recently borrowed an item. The system keeps track of the last
borrower to have Checked in an item only if the library chooses this
option. You respond Y to Keep Patron History? in the general Gi r cu-
lati on Control Tabl e (CCT), andin the ADDITIONAL PARAMETERS
screen of the G rcul ati on Code ( CCC).

An associated function will allow staff to delete information about the
item’s previous borrower and, if appropriate, to add a blocks record for
that patron.

These functions are accessed fromthe Last Access Patron
Hi story Display CLPD) andLast Access Patron History
C ear (CLPC), found under the It em Control Menu (I CM.

Last Access  Select option Last Access Patron History Display (CLPD)

Patron History  fromtheltem Control Menu.
Display

05: 22PM LAST PATRON DI SPLAY DD MW YY

Command or |tem Barcode: _

To identify an item you can enter
» abarcode number or

» Sto search the online catalogue. (Note: Expert Search,i.e. T=__
to search a specific title is not available from this prompt.) Once the
titleisidentified from the browselist, it can be selected by Retrieve #
for display in this function.

If you enter an item which has a patron history, the system the LAST
PATRON DISPLAY SCreen appears:
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05: 31PM LAST PATRON DI SPLAY DD MW YY
Command or |tem Barcode: 39999000101853
Last access by : 29999000001456

Nane : MPherson, Margaret E.

Return date : 16 APR 1993

Di spl ay patron details (YN ? N

. J

Answer Nto return to the function'sinitial screen.

Answer Y to access the borrower’s registration screen.
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PATRON REG STRATI ON

Pat ron Bar code. . :

1. Nane (Last, F M:
2. Address.........:

McPher son,

3. Zip/Postal Code.:

4. Phone Nunber(s).: 606-826-9822

5. Address 2.......:

6. Zip/ Postal Code.:

7. Personal ID.....: 222560011

8. ID Type.........: SSN

9. Patron Code.....: F- Facul ty
10. Expiration Date 13 APR 1999
11. Comments........:
12. Rte. Recipient..: N
13. Rte. Location...:

Press <enter> to continue :

29999000001456

8956 Abbey Lane

Mar garet E.

SAN CLEMENTE, CA 93657

14.
15.
16.
17.

~

Last Update: 04/14/93
Last Trans.: 04/15/93
Regi stered : 04/06/93
Password. . .: ####H#
Home Inst..: AU University of Qalit
Hone Subl..: CAML-Main University Li

Housebound (Y/N) ? : N

J/

The borrower’sregistration record cannot be updated at this point, but all

information can be displayed.

Last Access

Select option Last Access Patron History O ear (CLPC) from

Patron History  theltem Control Menu.
Clear
11: 13AM LAST PATRON CLEAR DD MW YY
Command or |tem Barcode:
*** Enter 'B to place a BLOCK on patron record ***

N

This screen has two modes

» Clearing mode - for deleting the patron history.

» Blocking mode - for adding a patron block and not deleting the

patron history.
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Clearing Mode

Type B to change from one mode to the other. The function staysin the
same mode until you usethe B command to switch back to the other
mode. Once you have entered B, the message changes from

*** Enter 'B to place a BLOCK on patron record ***,
to
*** Patron Transaction Update ***

which permits access to the patron record for adding the block. Enter B
again to return to clearing mode.

Enter anitem barcode, or Sto search the Online Catalogue and retrieve
and item. If you identify an item which has a patron history, the system
displays the LAST PATRON CLEAR Screen.

11: 19AM

Command or Ite

*** Enter 'B

It em bar code :

Nane

Return date

-

Last access by :

LAST PATRON CLEAR DD MW YY

m Bar code:

to place a BLOCK on patron record ***

39999000103038
20000002003070
© SNELLING, JOHN CRAI G

: 20 APR 19YY

J

Blocking Mode

11-58

The cursor returns to the Conmmand or |t em Bar code: prompt.
<ENTER> t0 return to the previous menu. The system clears the informa-
tion on who last borrowed the item. Or you may enter another item
barcode for the next patron history record to be cleared. The system will
clear the history for the previousitem.

If you enter B to place aBLOCK on apatron’s record, theinitial screen
display will changeto
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11: 24AM

LAST PATRON CLEAR DD MW YY

Command or |tem Barcode:

*** Patron Transaction Update ***

Enter an item barcode, or S to search the Online Catalogue and retrieve
an item. With the Patron Transaction Update option turned on, and if
you identify an item which has a patron history, the system displays
LAST PATRON CLEAR Screen.

11: 24AM

I'tem bar code :

Di spl ay patron

-

Command or |tem Barcode: 39999000103038

*** Patron Transaction Update ***

Last access by :
Nane :

Return date :

LAST PATRON CLEAR DD MW YY

39999000103038
20000002003070
SNELLI NG, JOHN CRAI G

20 APR 19YY

details (YN ?

J

Answer Nto access the patron’s Blocks screen directly.

Answer Y to access the PATRON REGISTRATION screen before going on the
PATRON BLOCKS Screen.

In either case, the system does not clear the information on who last
borrowed the item.

Once the PATRON BLOCK S screen is displayed it will list any blocks and
charges against the patron, and allow you to add new blocks. See Trans-
action Update on page 3-31.

Circulation User’s Guide (September 2000) 11-59



Chapter 11: Item Control

Flagged Hold Cancellation
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Select Flagged Hol d Cancel | ati on (CFHC) fromthe Item
Control Menu (I CM. This screen provides alist of holds which have
been identified as unable to be filled. You use this screen to determine
whether any or all of those holds should be cancelled. Thislistis
produced by the system’s background processor - HOLDS function in
Calendar Processor (See the Circulation Management Guide for further
information onthe Cal endar Processor (OCP) and itSHOLDS report).
The library must determine whether or not the OCP program should
produce this report, by selecting the appropriate optionin  Hol ds
Control (CHOLD), Hol ds Reports (CHLDP) control codes (Seethe
Circulation Management Guide, Configuration Codesfor moreinforma-
tion). If thereport is selected in CHLDP, and if the individua holds
record has an Autocancel flag set to YES, then the calendar processor will
report on holds for which there are no copies that can fill them, e.g. the
last copy was deleted, or the Scope of the hold prohibits filling from
certain locations.

(See Holds, Recalls or Traces on page 6-1 for more information on
setting the Autocancel option).

Once the calendar processor has compiled this report, at alibrary speci-
fied frequency, you may view, and if necessary cancel, the holds from
the CANCELLATION OF FLAGGED HOLDS screen.
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DD MW YYYY Geac ADVANCE Library System (#. ##) I ppP
HH: MM Your Library Nane
CANCELLATI ON OF FLAGCGED HOLDS
Nurmber of records : 4
Pat ron Title Report date Stat

1. 29999000000100 Smith, Fred Focus on Africa 22 Apr 93 C
2. 29999000537399 Jones, Al bert Mst hematics for the+ 22 Apr 93
3. 29999000112221 Brown, Susan Lost Cities 21 Apr 93
4. 29999000048132 Harris, Anne Japanese Art 20 Apr 93
Opti ons:

# line For war d Backwar d Cancel hold # Cancel all Exi t ? help

The patron barcode and name, title, date the hold was reported by the
calendar processor, and the status are shown. The status refers to your
action on this hold, not the status of the hold itself. No status is shown
when the screen isfirst displayed; only after the Cancel hold # optionis
selected will a C display in the Satus column. Note that if aholdis
cancelled from this screen, and you leave and re-enter the screen, the C
status indicating that the hold has been cancelled is no longer displayed.

# line selects one of the holds for examination. Y ou are taken to the
HOLDSDISPLAY screen (and if desired, to the second screen of HOLDS
FULL DISPLAY). Thisallowsafull examination of the hold to determineif
the hold can be filled by other means (e.g. a different scope), or if it
should be cancelled. No action can be taken on the hold from those
screens. You must return to Hol ds, Recal | s, Tr aces (HRT) to edit the
hold.

Cancel hold # allows you to cancel a specific hold from this screen.

Cancel all allowsyou to cancel all of the reported holds. Thiswill apply
to al holds, even if they appear on subsequent screens.
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Using ADVANCE

This appendix provides some general instructions on how to use
ADVANCE:

» the parts of ascreen

e selecting menu items

» selecting screen options

e editingindatafields

» editingin datafield windows.
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The Parts of a Screen

Menu Screens

The ADVANCE screens follow acommon design, asillustrated in the
following sample menu — the ADVANCE MASTER MENU.

Each menu screen typically has:

» thesoftware name (Geac ADVANCE Library System) and
release number (RRRR, e.g. 5. 00), and your library system name
(Your Library Nane), a thetop centre of the screen

* thedate (DD MW YYYY) and time (HH: MM), in the top left corner of
the screen

» theterminal’s Port Code (PPPPPP)and default I nstitution Code
(rrrrnn), inthetop right corner of the screen

* ascreen title (e.g. MASTER MENU), four lines down in the centre of
the screen

« aninformation display or work area, in the middle of the screen

* anoptionsareafor entering amenu option, at the very bottom of the

screen.
DD MW YYYY Geac ADVANCE Library System ( RRRR) PPPPPP 11111
HH: MM Your Library Name
MASTER MENU
1. CAT Cat al ogui ng 4. ACQ Acquisitions
2. CORC drculation 5. SER Serials Control
3. OPAC Online Catal ogue 6. UTIL UWilities

Enter the nunber of your selection and press <ENTER>

7. ON Change User

8. OFF Log O f

or ? followed by <ENTER> for Help :

/
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Non-Menu Screens

Most non-menu screens lack the information shown in the top threelines
of menu screens, and list the options across the bottom of the screen. A
sample ordering screen from Acquisitions is shown below.

The operator’s User 1D (WUUUUU) is shown in the top right corner of

many screens.

ORD - ORDERI NG DATA UuUuUuJ
PO#/ LI NE#: 9200000314/ 0001 VENDCR : PENGUI N ORDER DATE: 02/08/93
REQUEST #: 920123 ORDER TYPE: REGULAR REQST DATE: 02/08/93
LI BRARY uL CONDI TI ON :  OPEN EST DELVRY: 02/22/93
| SBN/ | SSN: 0898598125 LC CARD # : 85029331  RECEI VED
AUTHOR Buss, Arnold H., 1924-
TITLE SOCI AL BEHAVI OR AND PERSONALI TY.
STATUS Rush Order
1. VENDOR : PENGUI N 6. SELECTOR : ACQ 10. UNIT COST: 46. 50
2. PAY TYPE : PAY 7. TOTAL CPY: 6 11. DI SCOUNT% 15. 000
3. TRANSFER : Y 8. PRORITY : RUSH 12. TAX % . 8.000
4. CLM CCDE : DFLT 9. CURRENCY : CDN 13. ADDED CHG 0.00
5. REQUESTOR: C. Smith 14. CONDI TI ON: OPEN
15. VENDOR Pl ease supply ASAP
NOTE
Opti ons: Description of selected option
File # line Line by line Bi bl i ographic Al l ocation Not es St at us
Condi ti ons Serial Publication Vendor inquiry Prior screen ? Help
Exit
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Selecting Menu Items

Menu Item Number

Screen Ildentifiers

The ADVANCE modules are menu-driven. Menu screenswhich list avail-
able sub-menus or functions are offered at the highest levels of the
module. There are two ways to select a menu item.

To select amenu item, you may enter the item’s reference number on the
menu and <ENTER>. For example, to select the Serials Module on the
ADVANCE MAIN MENU, enter the number 5 and <ENTER>; similarly, to
select the Vendor Maintenance Menu on the SERIALS CONTROL MAIN
MENU, enter the number 4 and <ENTER>.

Each menu item also has a short al phabetic name, called a screen identi-
fier. For example, the Publications Pattern Function, an item listed on the
SERIALSCONTROL MAIN MENU, hasthe identifier PUBM You can enter the
identifier instead of the menu item number on this menu.

Furthermore, you do not have to be on the menu that lists the function

when you enter the screen identifier — you can enter the screen identi-
fiers on any menu in the module to go directly to the screen you want,
skipping any intermediate menus.
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Selecting Screen Options

Option Bar

Option Code

Many non-menu screens have alist of options at the bottom. The way
these options are presented depends on whether or not the “ option bar”
feature isturned on for your particular ADVANCE module (e.g. Serials)
or your terminal’s port. (This feature is controlled by the system admin-
istrator at a setup table — see the Utilities Management Guide.)

All sample screens in this guide show option lines with this feature
turned on.

If the “option bar” feature isturned on, the option line will look some-
thing like the following, with one of the options highlighted and a brief
description of it shown on thefirst line.

Options: Get nore information
Check in Hol di ngs d ai ms Order detail Forwar d Backwar d
Prior screen ? help Exit

To select an option:

1. move the highlighted bar in any of three ways:
e pressan arrow key
e pressthe space bar

» typethefirst (capitalized) letter of the option. If more than one
option beginswith the same | etter, typethe |etter asecond timeto
proceed to the second option.

2. and then <ENTER> to execute it.

If the “option bar” feature is turned off, the option line will look some-
thing like the following, with a code (or “command”) shown to the left
of each option.

Options: <ENTER> = scrol |l options

C = Check in H = Hol di ngs CL= C ains O = Oder detail
F = Forward B = Backward P = Prior screen ? =2 help

To select and execute an option, enter the option’s code and <ENTER>.
For example, enter CL and <eNTER> for Claims.
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Scrolling  If the system does not have enough room to list all options at once, you
can <ENTER> to scroll forward in the list. For example, the previous
sample display will change to:

Opti ons: <ENTER> = scroll| options
F = Forward B = Backward P = Prior screen ? =2 help
E = Exit
and then to:
Opti ons: <ENTER> = scroll options
E = Exit
C = Check in H = Hol di ngs CL= d ai nms O = Order detail

and then finally back to the original display.
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Editing in Data Fields

Single-field Access

Many screens have fields into which you can place the cursor to add or
change data. These fields are usually the numbered fields.

To access a particular field, select the # line option and type the field's
reference number. Afterward, you can leave the field and return to the
option line by <ENTER>.

Line-by-Line, Multi-field Access

Commands

To access all the screen’sfields, one after another, instead select the Line
by line option; this places the cursor in the screen’sfirst field. <ENTER>
takes you to the next field rather than down to the option line.

When you add a new record, the system displays a screen with most or
all of the fields left blank and automatically puts you into line-by-line
entry mode.

The commands you can use to edit text or display help within afield are
described in the following table.

Use the Back Space key and type over existing text, or use the <esc>
commands, when necessary. Be careful about using arrow keysfor this
purpose because they work differently on different types of terminals.

NOTE: Thelibrary might have different commands defined for some
functions, such as <ESC>0O0 rather than <ESC>O for the insert/over-
type mode toggle. If necessary, ask your system manager or Geac
Customer Support, who can check the ADV.DEFINE.CURSOR file.
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Enter

Description

<ENTER>

To leavethe current field asisand proceed, just <ENTER>. In
line-by-line mode, the system places the cursor at the next
field; otherwise, it places the cursor down at the option line.

(blank)

Toleavethecurrent field asisand send the cursor down tothe
option line, even in line-by-line mode, enter ablank at the
beginning of the field and <ENTER>.

To leave the current field asis and go back onefield, typea
period at the beginning of the field and <ENTER>. In line-by-
line mode, the system places the cursor back at the preceding
field; otherwise, it places the cursor down at the option line.

To clear the current field and proceed, type a number sign at
the beginning of thefield and <ENTER>. In line-by-line mode,
the system places the cursor at the next field; otherwise, it
places the cursor down at the option line.

For library-defined help on the field, type a single question
mark at the beginning of the field and <ENTER>.

At fields which take a setup code as the value, you can have
the system display thelist of valid codes. Type two question
marks at the beginning of the field and <ENTER>.

For example, typing ?? in the CHRONOLOGY CODE field of
the PUBM - PUBLICATION PATTERN screen causes the system
to superimpose the CHRONOLOGY CODE - (CHRN) table. If
you wish, you can assign one of the listed Chronology Codes
to thefield by entering the code’ s reference number at this
table before returning to the original screen.

<ESC>A

ErAse character under the cursor (the cursor movesto the | eft).

<ESC>B

Tab Backwards within the field.

<ESC>D

Delete character under the cursor (the cursor does not move).

<ESC>H

Go to the beginning of the field (Home).

<ESC>|

Insert (paste) text from your preceding deletion/capture in the
field.

<ESC>L

Go to the end of thefield.

<ESC>0

Toggle between insert and Overtype modes.
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Enter Description

<ESC>P For some fields, the system can only show the first line of
information stored in the field. (If there is more text than can
be shown, the system displays aplus sign, +, at the end of the
line.) If the system does not automatically display and allow
you to edit this text when you access the field, use this
command to open an edit window.

See the next section for alist of window editing commands.

<ESC>Q Delete (and capture) text to the beginning of the field.

<ESC>R Restore the field (undo changes).

<ESC>Z Delete (and capture) text to the end of the field.

<ESC> Commands

1. Pressthe keys one after another rather than together. To use
“<esc>E”, for example, press the Escape key, release it, and then
pressthe“E” key.

2. Enter charactersin upper or lower case, as you wish. For example,
<esc>hisequivalent to <esc>H.

For convenience, some libraries have set up function keysto take the
place of the commands listed in the table.
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Editing in Windows

A-10

Thefollowing tablelists the commands required for editing text within a
field window. A window is atemporary workspace for afield in which
you may enter or edit several lines or “pages’ of data and use some
specia editing commands. You may also use the arrow, Tab, and Back
Space keys as usual .

NOTE: Thelibrary might have different commands defined for some
functions, such as <ESC>0QO rather than <ESC>O for the insert/over-

type mode toggle..
Enter Description
<ESC>A erAse character under the cursor (the cursor movesto the | eft)
<ESC>B tab Backwards
<ESC>D Delete character under the cursor (the cursor does not move)
<ESC>E Exit from the window (and save changes)
<ESC>F reFormat the contents of the window
<ESC>H go to the beginning of the line (Home)
<ESC>| Insert (paste) text from your preceding del etion/capture
<ESC>L go to the end of the Line
<ESC>M go to the bottoM of the window
<ESC>0 | toggle between insert and Overtype modes
<ESC>P go to the next Page; oPen awindow
<ESC>Q | delete (and capture) text to the beginning of the line
<ESC>R Restore the line (undo changes)
<ESC>S Split the line into two lines
<ESC>T go to the Top of the window
<ESC>U go Up to the previous page
<ESC>Z delete (and capture) text to the end of the line
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<ESC> Commands
1. Pressthe keys one after another rather than together. To use
“<esc>E”, for example, press the Escape key, release it, and then
pressthe“E” key.

2. Enter charactersin upper or lower case, asyou wish. For example,
<esc>hisequivalent to <esc>H.

For convenience, somelibraries set up function keysto take the place of
the commands listed in the table.
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Edit Function Keys

Key

Function

Arrows

Move the cursor around a space at atime on tag or subfield.

Tab

Movesright, field, indicators and subfield on tag or
subfield.

<ENTER>

Movesdown afield at atime or places cursor at the subfield
designation when pressed at the end of aline of text. If used
on the middle of text line, deletes the remainder of theline.

Space bar
<ENTER>

Returns the option line.

#

Deletes atag or subfield aswell asits contents.

ESC1

Authority Hot Key (within authority-controlled tag).

ESC 2

Move Tag/Subfield to another part of the record. Cursor
must be on atag or subfield.

ESC3

Copy Tag/Subfield to another part of the record. Cursor
must be on atag or subfield.

ESC 4

Information toggle. Cursor must be on atag or subfield.

ESC5

Insert Tag/Subfield After. Cursor must be on atag or
subfield.

ESC 6

Insert Tag/Subfield Before. Cursor must be on atag or
subfield.
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Edit Function Keys (Continued)

Key Function

ESCA Backspace (delete under cursor). Appliesto text line or
window.

ESCB Backward tab. Appliesto text line or window.

ESCD Delete character. Appliesto text line or window.

ESCE Exit window. Applies to window.

ESCF Reformat window contents. Applies to window.

ESCH Move to beginning of line. Appliesto text line or window.

ESCI Insert deletion buffer. Appliesto text line or window.

ESC L Move to end of line.

ESC M Move to bottom of window. Applies to window.

ESCO Insert/overlay toggle. Appliesto text line or window.

ESCP Opens atext editing window (Only works when cursor is
within asubfield.).

ESCQ Delete to beginning of line. Appliesto text line or window.

ESCS Cut line or split aline within awindow. Appliesto window.

ESCR Restore aline.

ESCT Move to top of window. Appliesto window.

ESC U Move to previous page. Applies to window.

ESCZz Delete to end of line. Appliesto text line or window.

Note: Escape commands are not case sensitive.
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Function Key(s) Description

Activate Space Bar Use the space bar to exit edit mode and display the option lines on the

Command screen.

Mode

Backspace Backspace | Deletesthe character under the cursor, then moves the cursor one char-

or ESCA acter to the | eft.

Backward Tab | ESCB Moves the cursor one tab position to the left. Used when in window
mode.

Bottom of ESCM Moves the cursor to bottom of the window. Used when in window mode.

Window

Copy ESC3 Allowsthe catal oguer to copy the current tag/subfield to anew locationin
the record (display). The system will prompt for the insertion point, i.e.,
the tag following which the cut tag/subfield will be inserted. If thereis
more than one occurrence of the insertion point, the system will prompt
for the number of the occurrence following which the tag/subfield will be
inserted. The system prompts: How many copi es of this tag?.

Cursor Home ESCH Moves the cursor to the beginning of theline.

Cursor Move- | Arrow Use the arrow keys to move the cursor around the screen.

ment Keys

Deleteto ESCQ Deletes all characters from the cursor left to the beginning of the line.

Beginning of

Line

Delete Char- ESCD Deletes the character at the current cursor position.

acter

Deleteto End ESCZz Deletes all characters from the cursor right to the end of theline.

of Line

Delete Tag/ # Deletes the tag or subfield at the current cursor position.

Subfield

Enter Window | ESC P The window provides a separate area where the datafor afield can be

Mode entered or modified, before being inserted into afield. The cursor must be

asubfield to invoke window mode.
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Edit Functions (Continued)

Function Key(s) Description

Hot Key ESC1 Allows the cataloguer to search the authority records for a correct entry
for an authority-controlled field.

Information ESC4 Turnsthe display of the tag/subfield information lines on or off. The

Toggle information lines display tag/subfield name, authority information, valid
subfields or entries.

Insert After ESC5 Allows the catal oguer to insert atag or subfield after another tag or
subfield in arecord. The new tag or subfield isinserted immediately
below the current cursor position. An inserted tag is numbered 000. An
inserted subfield creates ablank line.

InsertDeletion | ESCI Inserts the contents of the deletion buffer at the current cursor position.

Buffer The deletion buffer contains the most recent data deleted using delete to
end of line function. Used only in window mode.

Insert Before ESC 6 Allows the cataloguer to insert a tag or subfield before another tag or
subfield in arecord. The new tag or subfield isinserted immediately
above the current cursor position. An inserted tag is numbered 000. An
inserted subfield creates ablank line.

Insert/Overlay | ESC O Changes the edit mode from insert to overstrike and back to insert.

Toggle Allows charactersto be inserted (insert mode) or overwritten (overstrike
mode) in asubfield or in the window.

Move ESC 2 Allows the cataloguer to move the current tag/subfield to a new location
in the record. The system will prompt for the insertion point, i.e, thetag
following which the cut tag/subfield will beinserted. If thereis more than
one occurrence of the insertion point, the system will prompt for the
number of the occurrence following which tag/subfield will be inserted.

Move Cursor ESCL Moves the cursor right to the end of the line.

to End of Line

Page Up ESCU Moves the cursor to the previous page in the window. Used in Window
mode.

Reformat ESCF Reformats and redisplays the contents of the window. Used in window

Window mode.

Restore Line ESCR Restores lineto its original contents.

Split Line ESCS Splitsalinein two by placing the right truncated portion on the next line.
Used when in the window mode.

Tabto Field Tab Moves the cursor onefield at atime; form tag to indicator to subfield.
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Function Key(s) Description
Top of ESCT Moves the cursor to the top of the window. Used when in window mode.
Window
Window Exit ESCE Exits the window mode and writes the data in the window to the current

subfield.
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Materials Booking

Materials Booking allows library staff to schedule reservationsfor items
such as audiovisual equipment, videos, rooms, or any materials the
library designates as bookable. Unlike holds, materials booking allows
staff to schedule loans for specific times. Materials booking isan add-on
software package to the ADVANCE circulation module.

This appendix covers:

» materials booking set-up

» materials booking function

» displaying bookings from OPAC
 displaying bookings from checkout
e materials booking picking list
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Materials Booking Set Up

C-2

To set up materials booking, you must:
» define booking patterns
 link specific booking pattern to single or multiple circulation codes

You may define booking patterns for either fixed or sliding time frames.
Fixed booking periods specify that the bookings are valid only within
specified time slots, for example, 2 hour booking periods are available
only for 8am. - 10a.m., 10 am. - 12 noon, 12 p.m. - 2 p.m., and so
forth. For adliding 2 hour pattern, bookings may be made for any 2 hour
period.

Booking patterns may be Hourly or Daily.

It is also possible to specify multiple booking patterns for asingle circu-
lation code, where there is a date range dependence of the pattern used.

For example, you may have a1 day booking period for items. This may
be extended to 1 week during the summer.

By linking acirculation code and a booking pattern, the library specifies
which items are bookable.
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Creating

Booking Patterns
Booking pattern parameters may be entered from the Circulation Loan
Periods menu by selecting Materials Booking Patterns (MBP).

The Booking Pattern screen displays. At the prompt, Ent er Booki ng
Pattern code:

e enter an existing pattern
* enter ?? to search

e or enter anew code (maximum 10 characters)

1)
2)
4)

6)
7
8)
9)

10)

-

Options:
? help # line Line by line Second screen Backwar d For war d
Del ete Exi t Copy

MATERI ALS BOOKI NG PATTERNS DD MW YY

Ent er Bookings Pattern Code : H2C
Descri ption : TWO- HOUR BOOKI NG PATTERN
Booki ng type : H- Hourly 3) Booking form . F - Fixed
Application date start : 04 FEB 93 5) End date : Indefinite
Capture periods (Days - Hours: M nutes)
Nor mal : 0 - 00: 30
Transit : 0 - 00: 45
Grace period (overdue)

Display field width :

Nunber of booking periods : 38

1) Description

If you enter a code that does not exist, the system prompts:

Pattern not found. Do you wish to create a new entry?
(YI'N):

Answering, Y <Enter> places the cursor on the Description field.

40 characters. Optional. Free text description of the booking pattern
code.
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2) Booking type

3) Booking form

4) Application date start

5) End date

Capture periods (Days -
Hours:Minutes)

6) Normal

7) Transit
8) Grace period

(overdue)

9) Display field width

c4

Required. Valid choicesare H or D. H, for Hourly, indicates that the
typical booking period isfor anumber of hours. D (Daily) indicates that
items are booked for a number of days.

Required. Valid choices are F or S. F, fixed, means that booking periods
are predefined for fixed periods, such asfrom 9:00 to 11:00 am. S,
diding, indicates that the booking periods do not form predefined dots
but are based on a number of time periods from the start of the booking.
Defaultsto F. (Notethat this parameter does not affect the creation of the
booking pattern or subsequent processing but is used for information

only.)

Required. Defines the date when the booking period starts. Date format
iSMM/DD/YY (use/ or - as a separator) or DDMMMYYY. Defaults to
today’s date.

Required. Definesthe date when the booking period ends. Dateformat is
MM/DD/YY, or DDMMMYY. If |eft blank on creation of new booking
pattern, defaults to indefinite.

Optional. All capture periods are defined in units of days, hours, and
minutes and are entered in the form nnn nn: nn. There are two
capture periods which are used based on whether the itemisto be
collected at the current location, or another location, or is to be deliv-
ered. (Fields 6 and 7) Based on the period entered, the booked item will
be captured for the patron prior to the time the booking period actually

begins.
For normal bookings, no shipping is required. Defaultsto O.

If an item must be shipped to a pickup location, it should be captured at
the specified period prior to the start of the booking. Defaults to O.

Optional. Enter the number of days overdue before an item will be
designated very over due and not selected for booking. Defaultsto 0.

Valid choices are 7-20. Defaultsto 7. According to the booking slot time
periods, the system displays a series of boxes corresponding to the dots.
The display width field determines a minimum number of character
positions for the boxes. This determines how the boxes are laid out on
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the screen and the number of characters available to display bookings
within the booking calendar in Materials Booking.

The booked items display in the following manner within the boxes:
“#' toindicate fully booked

“*” to indicate overbooked

“-"to indicate items still available for booking.

Each #, * or - character represents a fraction of the booking period.
Thus, if each booking slot was 1 hour long, and the display width was 10
then each # would correspond to a 6 minute interval. Thisfield may be
changed at any time and the effect on the display checked. For most
booking patterns, a value from 7-10 is appropriate.

The following booking pattern has a display width of 7. There are two
copies available for booking.

3 JuL 92 -

1 JAN 94

Tuesday
08 JUN 93

Wednesday
09 JUN 93

1 2 I 3 | 4 | 5 >
los: 00 - |10: 00 - l12: 00 - I[14: 00 - l16: 00 - >
HitHH- - - BT (X F xR >

2-1 | 2 | 3 | 0 >

2 I 3 | 4 | 5 >

los: 00 - | 10: 00 - |22 00 - I[14: 00 - l16:00 -18 >
| [ | | [ >
I 0 | 0 | 0 | 0 | 0 >

10) Number of booking

periods

Options

Second screen

Slot 1 on June 8 represents the cursor location; slot 2 isfully booked for
one hour but one item is still available for one hour; slot 3isfully
booked for both available itemsand dot 4 is overbooked (three bookings
for the full 2 hour period).

Thisis provided by the system based on the number of lines entered on
the second screen.

Displays the MATERIALS BOOKING PATTERNS second screen. See
Materials Booking Patterns Second Screen on page C-8.
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Copy

C-6

This option allows you to append a modified pattern to an existing code
or create new codes.

You can create a new booking code by entering a new code name and
copying an existing pattern.

s

Using Copyto 1. Enter MBP (Materials Booking Patterns).
Create a New L. . .
Booking Pattern 2. Select the existing booking pattern that you want to duplicate
3. The MATERIALS BOOKING PATTERNS screen appears.
4. Select copy.
MATERI ALS BOOKI NG PATTERNS DD MW YY
Enter new code : H2C
Enter new start date : 28 JUL 93

-

Valid Entries :

New start date for pattern

Prompt to enter new code appears with the name of the existing
pattern you are copying.

Enter a new code name <Enter>.

ADVANCE provides anew start date that is derived from the end date
of the pattern you are copying. You can modify this date by entering
new information over the old date <Enter>.

Thefirst screen of the MATERIALS BOOKING PATTERNS appears.
Edit the fields as desired.

Define the booking periods by selecting the Second screen option.
See Materials Booking Patterns Second Screen on page C-8.

Using Copyto  The Copy option may be selected to append the new pattern to the
Ap_pend toan  current pattern. This provides for date dependent loan/booking periods.
Existing Pattern  For example, short term loan items may be booked for 2 hour time slots,
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whereas during vacation periods these booking patterns may be changed
to 1 day booking periods. Thus several booking patterns may be linked
to asingle circulation code.

1. Enter MBP (Materials Booking Patterns).

2. Select the existing booking pattern to which you want to append a
new pattern.

3. The MATERIALS BOOKING PATTERNS screen appears.
4. Select Copy.

5. A prompt to enter a new code appears.

/

-

MATERI ALS BOCOKI NG PATTERNS DD MW YY

Ent er new code : H2C
Enter new start date : 28 JUL 93

Valid Entries : New start date for pattern

6. <Enter>
Do not enter a new code name.

7. ADVANCE provides anew start date that is derived from the end date
of the pattern you are copying. You can modify this date by entering
new information over the old date <Enter>. If the start/end dates of
the old/new pattern conflict, awarning message is displayed. You
must modify the end of the original pattern before filing the new
pattern.

8. Thefirst screen of the MATERIALS BOOKING PATTERNS appears.
You can edit the fields as desired.

9. Definethe new booking periods by selecting the Second screen
option. See Materials Booking Patterns Second Screen on page C-8

10. When you re-display the codes list, codes that are append to other
codes display without labels beneath the original code.
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Materials Booking Patterns Second Screen

Use the second screen option to display or create a booking period.
1. If you are entering a new code, ADVANCE displays the message:

No booki ngs periods defined

-

MATERI ALS BOOKI NG PATTERNS DD MW YY
Ent er Bookings Pattern Code : TESTMM
Day of week Start Period End day (Plus) Tine |Issue end date tine
No booki ngs periods defined
Opti ons: Enter specified |ine nunber
? help # line Add item Backward For war d Del ete # Exi t
Prior screen

J

2. Select Add item. The cursor appears at the first line, adjacent to the
word New) . The following screen appears whenever you add a new
item, even through other booking periods are already defined.
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MATERI ALS BOCKI NG PATTERNS DD MW YY
Ent er Bookings Pattern Code : TESTMM
Day of week Start Period End day (Plus) Tine Issue end date tine
New)
Valid Entries : Day of week for start of booking period

3. Enter the day of the week that the booking period starts.
. Enter thetime that the booking period starts, for example 08:00. (Use

24 hour/military time.)

. Inthe Plusfield, enter a number to indicate how the end day of the
period differs from the start day. Enter O or leave thisfield blank if
the start and end days are the same. For example, if the booking
period starts on Monday but ends on Wednesday, enter 2. (When you
arefinished and redisplay the option line, ADVANCE will display the
end day, based on the number entered.)

Enter aplus sign (+) after the number (if any) to indicate that the
system must check for the end day being a closed day. Note that
when calculating due dates, the system uses the Ignore Closed days
and Holidays for loans using MBP parameter in the Circulation
Control Table (CCT) rather than the information in the Plus field.

. Enter the time that the booking period ends, for example 9:00.

. If youwish, in the Issue end date field, enter the day of the week that
the checkout period ends.
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By specifying checkout end days and times, you could define a
pattern such as this: items checked out on Friday up to 15:00 are due
at 17:00 that day, but items checked out on Friday after 15:00 are due
on Monday at 09:00.

8. If you entered an checkout period end day, enter the time that the
checkout period ends.

The cursor moves to the next line.

9. Whenyou are finished, <Space> <Enter> to return to the option line.
The display will be similar to the following sample screens. Use the
Prior screen option to return to the main screen.

10. File to save the changes. The pattern is used to create a calendar of
bookings screen for display in the Materials Booking Function (VB).

Sample Daily Pattern

MATERI ALS BOOKI NG PATTERNS DD MW YY
Ent er Bookings Pattern Code : 1DAY
Day of week Start Period End day (Plus) Time |Issue end date tine
1) MONDAY 09: 00 TUESDAY 1+ 09: 00
2) TUESDAY 09: 00 WEDNESDAY 1+ 09: 00
3) WEDNESDAY  09: 00 THURSDAY 1+ 09: 00
4) THURSDAY 09: 00 FRI DAY 1+ 09: 00
5) FRI DAY 09: 00 MONDAY 3+ 09: 00
6) SATURDAY 09: 00 MONDAY 2+ 13: 00
7) SUNDAY 12: 00 MONDAY 1+ 09: 00
Options:
? help # line Add item Backward Forwar d Delete # Exi t
Prior screen

C-10
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Sample Hourly Pattern

/

\_

Enter

Day of week

Options:
? help
Prior scr

MATERI ALS BOCOKI NG PATTERNS

Booki ngs Pattern Code : Hl

Start Period

# line
een

Add item

End day

Backwar d

(Plus) Time Issue end date tine

14: 00

16: 00
17: 00
18: 00
19: 00

For war d Delete #

Exi t

DD MW YY
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Linking Booking Pattern to Circulation Code

C-12

ADVANCE determines the appropriate booking pattern from the Circula-
tion Code, Additional parameters option.

1. Link the booking pattern to the circulation code. Enter CCC (circula
tion code.

2. Select the Additional parameters option.

3. Enter the booking pattern at line1) Booki ng Type.

4. Select Exit from the CIRCULATION CODE, Additional parameters

screen.

5. Fileto savethe changes.

Cl RCULATI ON CCDE DD MW DD
Circulation code : AVl
Description : AUDI O VI SUAL 1

1) Booking Type : 1DAY

2) Lending/Ref (L,RN) :

3) Fast Track (Y/N) : N

4) Dynamic stock (Y/N : N

5) Keep Patron History (Y/N: Y

Opti ons:

? help Exi t # line Line by line Prior screen

Field 1, Booking Type, links the Circulation Code to the Materials
Booking module. Enter the booking pattern code in thisfield.
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Purging Materials Booking Patterns

When Deleteis selected from the Materials Booking Patterns screen, the
pattern is only marked for deletion. You must remove the pattern from
the Materials Booking Peattern Deletion screen.

1. From the Circulation Master Menu, select Circulation Purge Files
Menu (CPFM.

2. The Circulation File Purge Menu appears.
3. Select Materials Booking pattern deletion (CPVBP).

DD MW YYYY
HH: MM

Enter the nunber of your selection and press <ENTER>

Geac ADVANCE Library System (#. ##) XXXXX  YY
Your Library Name

Cl RCULATI ON FI LE PURGE MENU

1. CPPR Patron file purge report
2. CPPD Patron file purge

3. CPMBP Materials Booking pattern deletion

or ? followed by <ENTER> for Hel p.
Press <ENTER> to return to previous |evel :

4. The REMOVE DELETED BOOKING PATTERNS screen appears.
5. The system prompts:

This option will renove any Materials Booking Pattern
codes whi ch have been del eted and for whi ch no out standi ng
booki ngs exist. This program al so cross checks the book-
ings patterns. Do you wish to continue. (Y/N)?

N allows you to terminate the process and codes marked for deletion
remain on file. Y deletes all codes with no bookings that are marked
for deletion. When the processis completed, the system will display
the number of patterns deleted, along with alist of the deleted codes.
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C-14

s

DD MW YYYY Geac ADVANCE Library System (#. ##) XXXXX  YY
HH: MM Your Library Name

REMOVE DELETED BOOKI NG PATTERNS

This option will renove any Material s Booking Pattern codes
whi ch have been DELETED and for which no outstandi ng bookings exist.
This program al so cross checks the booki ngs patterns.
Do you wish to continue (Y/'N) ?

<Enter> displays the CIRCULATION FILE PURGE MENU.
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Materials Booking Function

Materials Booking allows library staff to schedule reservationsfor items
such as audiovisual equipment, videos, rooms, or any materials the
library designates as bookable. Unlike holds, materials booking allows
staff to schedule loans for specific times.

In order for an item to be bookable:
» abibliographic record must be defined for that item.

» abooking pattern code must be linked to the items circulation code.
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Booking Process
The normal booking processis:
» search for title to book

» usetheretrieve option for an item to make atitle level booking or
retrieve # to make a copy specific booking

* identify the patron

» if desired, modify the booking details to add a note, change pick-up
location or booking period.
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Accessing the Materials Booking Calendar

Enter MB or select Materials Booking from the St andard Circul a-
ti on Menu ( SCM. The MATERIALS BOOKING search screen appears.

1. At the prompt, enter any OPAC expert search command.

DD MWM YYYY
HH: MM

Enter search command : t=1812 overture

Geac ADVANCE Library System (#. ##) XXXXX  YY
Your Library Name

MATERI ALS BOOKI NG

J

2. Retrievethe Booking Calendar for thetitle using the Retrieve option

at the Brief Display.

If there are multiple booking patterns avail able for the title (that is
the pieces each have different circulation codes linked to different
booking patterns) an interim screen is displayed allowing you to
select the appropriate pattern.

Or, use the Retrieve # option to book a specific copy.

NOTE: ADVANCE verifiesthat theitem or titleisbookable (that isthe
circulation codes are linked to a booking pattern). ADVANCE also
verifiesthat theitemis not very overdue. If theitem isvery overdue,
ADVANCE prompts:

Itemis very overdue Continue Y/ N?

. The Calendar of Bookings screen appears, with the cursor positioned

in the left-most box in the week or day which includes today’s date/
time. If one of the copiesis very overdue, a message displays on the
Calendar of Bookings.
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s

Cal endar of Booki ngs DD MW YY

Title : 1812 overture, op. 49

Use the cursor keys to nove around the wi ndows, or press -

"F' to Find next Free slot, <RETURN> to get to the option line

Booki ng pattern : 1DAY Sliding/Daily Bookabl e copies :

21 JAN 93 | 1 | 2| 3 4 | | 6

01 JAN 95 | Mon | Tue | Wed | Thu | Fri | Sat
HHHHHH BRI - - - - - - - - - R R L L

19 JuL 93 . # # HHHH- - -

25 JuL 93 # 0 # 0 2-1 | 0 | 0 | 0 | 0
HHHHHH BRI - - - - - - - - - Frmmmmmnn L LR R R

26 JUL 93 | | H#HERRH | | | |

01 AUG 93 | 0 | 2 | 0 | 0 | 0 | 0

S . - o F [
02 AUG 93 | | | | Kk ok ok kKK | |
08 AUG 93 | 0 | 0 | CO | 3 | 0 | 0

"M to make a booking for a slot, 'D to display bookings for a slot

At this point you can:

» usethe cursor to move around in the display,
» typeDto seealist of bookings

* type Mto make a booking

» <Enter> to go to the option line
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Screen Labels

Booking Pattern

Bookable copies

Options

Select date

> screen right

For information only as defined in Materials Booking screens. Fixed
periods are predefined for specific time slots. Sliding patterns do not
form predefined time periods but are based on a number of time periods.

For information only, provided by the system. Indicates the total number
of itemsthat are available.

Thefirst row of boxes displays the column headings and the booking
periods. The subsequent boxes show the specific dots for agiven day. If
the box is blank, there are no bookings for that period. The symbolsin
the boxes indicate:

- There are bookings, and there are items available for the time

dot.
# Thetimedot isfully booked.
* Thetime dot is overbooked.
blank No bookings for the period.

The numbers in the booking slots indicate the number of bookings for
thedlot.
Cc Closed day

L Item on loan

Use the cursor keys to move the highlighted box to the time slot you
want. Press Mto make abooking; press Dto display bookings or F to find
the next available time slot. While the cursor is positioned within the
calendar, you have several “hidden” options. <Enter> to display options.

Allows you to enter a specific date. The cursor positions you at the | eft
of the row which includes the date specified.

Allowsyou to scroll to the right to display slots at the end of each row.
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< screen left Allowsyou to scroll to the | eft to see the beginning of each row.

Line by line Positions the cursor on the Booking Calendar.
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Placing a Booking

After you have highlighted the booking slot desired, enter M The
Booking Calendar is cleared, and ADVANCE prompts you for a patron
name or barcode.

Title : 1812

Enter Patron

Cal endar of Bookings DD MW YYY

overture, op. 49

Narme or Barcode: _

Circulation User’s Guide

When avalid name or barcode is entered, the MATERIALS BOOKING
DETAIL screen appears. The booking is completed. (You can also enter
LST if the booking is being made for the last patron you accessed in
Circulation.)

NOTE: If the patron has blocks, these will be displayed first. You may
exit the blocks screen, and the Materials Booking screen appears.
However, if the patron has an administrative block, you will be prompted
to override the block (Y/ N). If Y, you may continue with the booking.

NOTE: Once the patron barcode has been entered and the MATERIALS
BOOKING DETAIL screen appears, the booking has been made. Thereis
no need to file the booking detail screen unless you wish to make
changes. If all is satisfactory, you may simply exit this screen.
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Modifying the Booking Details

MATERI ALS BOOKI NG DETAI L XXXXX
Booki ng for borrower : MAASDAM HEI DI RUTH
Title : 1812 overture, op. 49
Booki ng pattern : 1DAY (21 JAN 93)
1. Start date ;21 JuL 93 Creation date : 20 JUL 93 15:45
2. Start tinme : 09: 00 Capture date
3. End date ;22 JUL 93 Hel d date :
4. End tine : 09: 00 Item ©39999000121444
5. Pickup location : PUB/ BRA3
Sequence 1
6. Booking note
Booki ng status : Pending
Opti ons:
# line Line by line Prior screen Not es Delete ? help Exi t
Start date Enter the start date of the booking in the format DDMMMYY or MM-DD-
YY.
Start time Enter the start time in the format HH:MM.
End date Enter the start in the format DDMMMYY or MM/DD/YY (Use/ or - asa
separator).
End time Enter the end date in the format DDMMMYY or MM-DD-YY.

Pickup location

Booking note

Creation date

C-22

Enter the sublocation code where the item will be picked up. Use ??to
obtain abrowse list of valid locations.

Automatically opens atext editing window. Use the standard ADVANCE
window editing commands to enter text. To exit the window <Esc> e.

Provided by the system. Displays the date the booking was created.
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Capture date Provided by the system. Displays the date the item was routed to the
pickup location. If not routed, will be the same as the held date.

Held date Provided by the system. Displays the date when the booking was
captured and placed on the hold shelf.

ltem Provided by the system. Displays the item barcode number for captured
and filled bookings, and outstanding copy-specific bookings.

Sequence Provided by the system. (Used by ADVANCE support.)
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Displaying Bookings Summaries

The MATERIALS BOOKING SUMMARY screen alows you to view the
current booking and/or confirm that a booking has been made. Provides

alisting of all bookings on the item/title.

N

02: 24PM MATERI ALS BOOKI NG SUMVARY DD MW YY
Title : 1812 overture, op. 49
Start Date End Date Bor r ower St at us
3. 22 JUL 93 09:00 23 JUL 93 09:00 MCKINNON, JANE J as
4. 22 JUL 93 09:00 23 JUL 93 09:00 MAASDAM HEIDI RUTH as
Opti ons:
# line Forwar d Backwar d ? help Prior screen

C-24

Selecting D from the Calendar of Booking screen produces alist of
bookings (if any bookings have been placed). Statuses may be:

» Exp— expired without being held.

* O/S— outstanding.

e Trn—itemintransit to pickup location.

* Held — itemisheld for the patron.

» Lapsed — item was held, never picked up.
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Filling a Booking
Bookings are filled through COUT (Checkout) from the Standard Circula-
tion Menu. ADVANCE determines whether there are any bookings that
the item might satisfy and establishes any routing information for the
item. If anitem is booked for a different patron, the system will not
allow theitem to be checked out. If theitem isbooked for another patron
for atimein the future which begins prior to the DUE DATE for aregular
loan, the system will reduce the loan period to ensure its availability for
the start of the future booking.

03: 54PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nanme or Barcode : 20000002032121 Carter, E.
Bl ocks : 3 Fines : 1.50 Itens out : 2 Holds : 2

| TEM DUE

This itemis held for another patron

Press any key to continue

\_ J

If the patron is checking out an item that he/she has booked, ADVANCE
displays a message on checkout.
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02: 33PM Cl RCULATI ON CHECKOUT DD MW YY
Enter Patron Nane or Barcode : 20000002002032 MABEE, CAROL MARI E
Bl ocks : 1 Fines : 0.00 Items out : 1 Holds : 1
| TEM DUE
1. 39999000121444 08-18-93 09: 00AM Patron col | ecting booking
2.
If apatron has made multiple bookings for an item, COUT will prompt to
cancel bookings. Answer Y to cancel, N to keep. Cancelled items are
shown as deleted on the MATERIALS BOOKING SUMMARY screen.
11: 40AM MATERI ALS BOOKI NG SUMVARY DD MW YY
Title The adventures of Robin Hood
Start Date End Date Bor r ower St at us
1. 17 AUG 93 09: 00 18 AUG 93 09: 00 Carter, E Filled
2. 17 AUG 93 16:45 18 AUG 93 09:00 Carter, E Filled
3. 18 AUG 93 09: 00 19 AUG 93 09:00 Carter, E. as
4. 19 AUG 93 09:00 20 AUG 93 09:00 Carter, E. Del et ed
5. 20 AUG 93 09:00 23 AUG 93 09:00 Carter, E Del et ed
6. 23 AUG 93 09:00 25 AUG 93 09:00 Carter, E Del et ed
Options: Please enter nunber(s) for this option
# line For war d Backwar d ? help Prior screen

Capture Periods

C-26

The period during which items are held is known as the capture period—
aperiod associated with the booking. For example, if abooking hasbeen
made for an item for Wednesday between 11:00 to 13:00 hours, and the
item isreturned at 10:50 a.m. Wednesday, then clearly it should be held
for the booking. However, if it was returned on Monday, theniitis
unlikely that the item would be held for that booking.

Circulation User’s Guide (September 2000)



Materials Booking Function

Transit Periods

If the item needs to be shipped to some other location, then the window
for the booking may need to be extended. Thusthe additional parameters
for transit and delivery must be considered.

When abooking has been made for 11:00 a.m. at the current location
and for 10:00 am at another branch, ADVANCE subtracts the appropriate
capture period from the two bookings to decide which will take priority.

Capture and transit times must be specified in the booking pattern in
order that bookings may be filled properly.

When an item is required for abooking but the next booking is not
within the capture period, ADVANCE displays, at Circulation Checkout,
messages such as:

Next booking at 1: 00 am 28 Jul 93 - Pickup from BRANCH

If anitemisrequired for abooking within the established capture period
at this location, ADVANCE displays the message:

Hold for: J.Smith - Booking 11:00-12:00 28 Jul 93
If an itemisrequired for transit, a message appears:

Ship to BRANCH for : J. Smith - Booking 11:00-12:00 28 Jul
93

These are warnings only. The system does not prevent you from
checking out the item.
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Checkin
When abooking item is checked in it will be captured (held) for
outstanding bookings based on the capture period and the start period of
the bookings. ADVANCE provides a message which describes the action
required.
3: 34PM Cl RCULATI ON CHECKI N DD MW YY
Charging Fines: Yes
Command or |tem Barcode:
Amount: $
Pendi ng Actions --> On Hol d/ PATRON MABEE, CAROL MARIE Phone 752-5758
Address 1335 KINGS BLVD A5
I tem booked from 17 AUG 93 09: 00 to 18 AUG 93 09: 00
Pl ease enter "Y' to continue.

C-28
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Displaying Bookings from OPAC

Bookings may be displayed from the Brief or Full Display screen of the
Online Catalogue, if the Library allows OPAC public usersto see the

Holds Queue.

Circulation User’s Guide (September 2000)

Onl i ne Catal ogue - BRI EF DI SPLAY (1 of 1 titles)
Local Control # :10002213 Nunber of hol dings :2
AUTHOR : Tchai kovsky, Peter |lich, 1840-1893
TI TLE 11812 overture, op. 49
SUBJECT :Overtures
Li brary Locn Cal | Nunber Ltype Status / Due date
1. CAML stacks MLO04. C36 E54 AV2 Lost ; AUDI O
2. CAML AV MLOO4. C36 E54 c. 1 AVl En Route
Last Page
Opti ons:
# item Prior screen Ext end search Ful | displ ay Sear ch copy Qut put
MARC  Hol ds Order display Revi ew sear ch OPAC par ns New sear ch
Reset ? help
1. Select Holds.
2. The HOLDS QUEUE DISPLAY screen appears.
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*

-

fls: 03 HOLD QUEUE DI SPLAY DD MWM 19YY \
LCN. . ... : 10002213 No. of holds : 3 No. of pieces : 2
TITLE...: 1812 overture, op. 49
AUTHOR. . : Tchai kovsky, Peter Ilich, 1840-1893
TYPE PR HOLD | TEM TYPE HOLD STATUS HOLD DATE & TI ME EXP. DATE & TI ME

1. B Booki ng 08-16-93 09:00 08-17-93 09: 00

2. B Booki ng 08-16-93 09:00 08-17-93 09: 00

3. B Booki ng 08-17-93 09:00 08-18-93 09:00

** End of |ist

Options:
Backwar d

For war d Prior screen Hol d New sear ch ? help

Screen Labels

LCN

TITLE

AUTHOR

No. of holds

No. of Pieces

TYPE

PR

HOLD ITEM/TYPE

HOLD STATUS
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Local Control Number.

Title of theitem.

Author of theitem.

Number of holds and bookings placed on the item.
Number of items available.

Type of hold; B denotes booking.

Priority (Blank since there is no priority for bookings.)
Booking, item hold, or title hold.

* Blank - Outstanding
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* Filled

+ Cancelled

* Held
HOLD DATE & TIME Date the item was placed on hold for booking.
EXP. DATE & TIME Date the hold will expire.
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Using the HOLDS Option from Materials Booking

C-32

You can display bookings from the Calendar of Bookings screen by
using the holds options at the detail screen after a search from Materials
Booking. Thisoption also allows you to place, cancel or modify existing
bookings.

From the circulation module, enter MB (Materials Booking).
The MATERIALS BOOKING screen appears.

Enter a search command.

The OPAC Brief or Full Display screen appears.

Select Holds.

The MATERIALS BOOKINGS screen appears.

o g A~ W NP

-

14: 06 MATERI ALS BOOKI NG DD MW 19YY
LCN.....: 10002213 No. of holds : 7 No. of pieces : 2
TITLE...: 1812 overture, op. 49

AUTHOR. . : Tchai kovsky, Peter Ilich, 1840-1893

TYPE PR HOLD I TEM TYPE PATRON I D/ NAME GROUP HOLD DATE EXP. DATE

1. B Booki ng 20000002004007 P7 07-27-93 07-28-93
CAPUTO, DANA ANN 09: 00 09: 00

2. B Booki ng 29999000005454 P7 07-28-93 07-29-93
MAASDAM  HEI DI RUTH 09: 00 09: 00

*** End of |ist

Options:
Backwar d Forward Prior screen New sear ch ? help # line
Di spl ay cal endar

J

7. To place abooking from this screen use the Display Calendar option
and refer to Placing a Booking.

To modify or cancel abooking use the # line option and edit the
booking details (Placing a Booking).
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Displaying Bookings from Checkout

Bookings by the patron may be displayed.

1. Enter Checkout (COUT) and find a patron.
2. The Circulation Checkout screen appears.
3. At the barcode prompt, enter Hfor holds.
4. The HOLDS PROCESSING screen appears.
5. Enter SH (Show Holds).
6. The HOLDSBY PATRON screen appears. Under the heading TYPE
the code B indicates a booking.
10: 00AM HOLDS BY PATRON DD MW YY
PATRON BARCCDE: 29999000005454
PATRON NAVE: MAASDAM HEI DI RUTH TOTAL NUMBER OF HOLDS: 2
TYPE CALLNQ BARCODE TI TLE/ AUTHOR STATUS ACTI ON
1. B 1812 overture, op. 49
Tchai kovsky, Peter Ilich, +
2. B 1812 overture, op. 49
Tchai kovsky, Peter Ilich, +
Options:
Queue display # # line Cancel hold # Cancel all Exi t ? help
\ J
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Materials Booking Picking List

The material s booking picking listisareport that producesalist of those

itemsthat are required to fill outstanding bookings.

Thereport will typically be run overnight or at specified times during the

day.

The report will show the item description, the barcode and any charging
information. It will also show the pick-up location or delivery point, if

appropriate.

To obtain the Materials Booking Picking List, select Circul ation Reports
from the Circulation Reports Menu. Select report # 198 Listing of

Active Bookings.

RF198
6-93
Start Date...... 26 JUL 1993
Start Time...... 11: 58
Author.......... Aar hus Universitet. Matematisk institut
Title........... Various publications series
Pi ckup Location. AU - CAML
ltems........... 39999000120495
Call No......... AU ALII  FOLIO QA1 . Al15
Due date........
Due tinme........
Hold type....... Booki ng
Start Date...... 23 JUL 1993
Start Tine...... 10: 53
Author.......... Lyons, Eugene, 1898-
Title........... Qur secret allies, the peoples of Russia
Pi ckup Location. AU - CAML
Items........... 39999000107974
Call No......... AU ALII SPEC DK273 .L9
Due date........
Due tine........
Hold type....... Booki ng

13:52:10 07-2
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AACR2

access level

access point

accession
number

account

accounts
receivable

Acquisitions
module
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This glossary explains many of the terms you may encounter in the
documentation or while performing system activities.

Words shown in italics are defined elsewhere in the glossary.

Anglo-American Cataloguing Rules, version 2. These are the rules that
form the “bible” of cataloguing procedure as they relate to the construc-
tion of catalogues and other lists.

A number between 0 and 99. The higher the number, the more you are
allowed to do. See also priority level.

An entry point into a catalogue. A heading by which a bibliographic
record may be retrieved.

A number assigned by the library to an individual bibliographic item
when it is added to the library’s collection. In ADVANCE, the accession
number isusually replaced by assigning a barcode to theitem. Barcodes
themselves may congtitute a form of accession number, if they are
sequential.

Accounts are used within the Pick system software. ADVANCE is an
account in SY SPROG.

The Circulation process by which patron fines are paid, created, or
assessed and other financial transactions are performed.

The ADVANCE module used to order and keep track of the purchase of
itemsfor alibrary, both serials and monographs.
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added entry

ALA character
set

application

archive tape

ASCII

attach

authoritative
form

authority control

authority file

authority hot key

D-2

An entry, other than a subject entry and additional to the main entry,
under which abibliographical entity is represented in a catal ogue.

An extended 8-bit ASCII character set defined for MARC records and
adopted by the American Library Association. Of the 256 characters
allowed for by this code, USMARC defines 208.

A software program or set of programs that uses the computer as atool,
as opposed to the software necessary to run the computer.

Tape from a bibliographic utility (OCLC, WLN, RLIN, or UTLAS) which
are released to each library and contain a copy of that library’s records
from the utility’s database. Tapes are produced regularly.

An acronym for “American Standard Code for Information I nter-
change’. A standard 7-hit code representing up to 128 characters. The
Ascll code is used in computer communications.

To connect ajob or terminal to the computer in such away that they can
communicate. Also, to define communications characteristics for a
terminal.

The form of a heading that has been chosen as the standard form to be
used in all bibliographic records.

A way of handling and standardizing bibliographic information using
“see” and “see also” references.

The classic example of a“seereference” is Mark Twain vs. Samuel
Clemens. The library decides which of these names for the same author
will be the “established” form — say, Mark Twain. If userslook for
“Clemens, Samuel”, they will find the reference, “see Twain, Mark”.

“Seealso references’ are generally used in subject searches. A user who
looked under the subject of “Home” might find “see also Family”.

Authority control refersto the sum of thelibrary’s cataloguing decisions
as to which bibliographic elements will be established form headings,
rejected form headings, and related headings.

Records of the correct forms of names, series, or subjects used in the
catalogue. The purpose of the authority fileisto keep entries uniform.

The function key a user can pressto browse and retrieve an authority
heading for the MARC field they are cataloguing.
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barcode

barcode reader

batch

baud rate

bibliographic
item

bibliographic

record

bibliographic

utility

binding entry
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An exact copy of aprimary unit that can be used in place of the primary
unit in case the primary unit fails. Usually 'backup’ refersto copies of
ADVANCE software and the library’s data files which are kept on tape. If
the disk versions of these files get damaged, the files can be restored
from the backup versions on tape.

A series of printed lines and spaces representing numbers, letters, or
other symbols. Barcodes are not eye readable. The format of the barcode
varies from one manufacturer to another. Geac equipment can work with
several barcode formats, including ‘ CODABAR'’ and Code 39.

A device for reading barcode |abelsinto a system. Generic term for
‘laser scanner’ or ‘lightpen’.

A collection of commands and input held in an editor file. Similar to a
program, but relatively simple. Batches feed instructionsto the computer
without requiring the presence of an operator. When you execute a
batch, it usually performs several control console commands and may
run several programsin apre-assigned order.

Also simply “baud”. A standard unit, in bits per second, used to express
the data transmission capability of lines, terminals, and interface equip-
ment.

A document or set of documentsin any physical form, published, issued,
or treated as an entity, and as such forming the basis for a single biblio-
graphic description. Contrast with physical volume and copy.

In ADVANCE, the MARC format record that describes one bibliographic
item. For example, if the library owns 10 copies of athree-volume
edition of “War and Peace”, it will describe them in one Bibliographic
Record with 30 items or piecesin the Item File— 10 for each of the
separate volumes.

An online processing centre whose services are based on a machine-
readabl e database of catal ogue records. The main North American utili-
tiesare OCLC, WLN, UTLAS, and RLIN.

An entry in abibliographic record to indicate that an item is physically
bound with one or more other items. Used with books bound together,
AV Kkits, etc.
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bit

blind heading

blind reference

Boolean
searching

boot

borrower
BOT

bug

byte

call number

CAN/MARC

D-4

A binary digit. A datafield that has only two possible values, 0 or 1 —
that is: NO or YES; OFF or ON.

Thisis an authorized heading for which no authors or subjects exist in
the bibliographic database. In general, blind headings do not appear in
the Online Catalogue. Note, however, that blind, non-provisional, topical
subject headings do appear in the Online Catalogue. All blind headings
can be searched for in the Cataloguing module.

Thisis areference to an authorized heading that does not exist in the
bibliographic database. In general, blind references do not appear in the
Online Catalogue. Note, however, that references to blind, non-provi-
sional, topical subject headings do appear in the Online Catalogue.

A searching technique in which search terms are presented to the system
in aparticular manner. These terms are operated on with Boolean logic,
which means the search terms may be separated by the operators AND,
OR, NOT. For example, consider the subject search: COMPUTERS AND
CARS. This search would result in the retrieval of aseries of itemsin
which both COMPUTERS and CARS formed a subject term.

Short for “boot strap”. The operation of loading theinitial elements of
the’ operating system’ into computer memory.

Known as patron.
Reflective marker to identify the beginning of atape.

An error in aprogram or hardware function that causes the function to
work incorrectly.

A character of data, normally represented by 8 bits.

Alphanumeric code used to identify and locate a particular item on the
shelves. Call numbers usually consist of a classification number and
author or cutter number; they may also include an accession number. In
most systems, the call number also classifies the subject material of the
book. Various systems exist - common ones are LC and Dewey.

Canadian version of the MARC format.
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carriage return

Cataloguing
module

cataloguing
source number

charge

checkdigit

checkin

checkout

chronology

Circulation
module

citation
CODABAR

COM

command
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Indicates the use of the ENTER or RETURN key on the keyboard. Opera-
tors use this key to send data to the computer, or to respond to a prompt.
Sometimes abbreviated to “ <CR>".

The ADVANCE module that automates bibliographic and authority
control.

Unique number assigned by the provider of the cataloguing record: e.g.
OCLC, LC.

Known as checkout. A function in the Circulation module: the process
by which alibrary itemislent to a patron. To loan a book to apatron is
to charge it out to the patron.

A calculated digit added to the end of a number used to validate the
correctness of the sequence of digits. Used in barcodes, |SBNs, and so
on.

1) Inthe Circulation module, the process of checking returned itemsin
at the circulation desk. Also known as discharge.

2) Inthe Acquisition and Serials modules, checkin is the process of
receiving an item shipped to the library, and recording the receipt on the
system.

A function in the Circulation module: the process by which alibrary
itemislent to a patron. To loan abook to a patron is to charge it out to
the patron.

Date that identifies an issue of aserial — e.g. “June 1991”".

The ADVANCE module that automates circul ation functions and transac-
tions.

A display of bibliographic information describing a given work.
A 14-digit barcode format that ADVANCE uses.

Acronym for “Computer Output on Microform”. Information is
recorded on microfilm or microfiche instead of paper.

An order telling the system to start, stop, or continue an operation within
afunction. Commands are usually entered by typing a mnemonic code.
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compile

content
designator

control
characters

control console

conversion

copy

copy number

copy set
copy-specific

hold

core

CRT

CSN

cursor

cutter number
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To translate a program from a high-level source language to a machine-
executable form.

The means of identifying data elements and/or of providing additional
information about a data element. Content designators consist of tags,
indicators, and subfield identifiers.

Keyboard letters, numbers, or symbols which are entered while the
<CONTROL> key is held down. They are not normally printable charac-
ters.

A terminal, usually in the computer room, from which the system may
be controlled.

The process of turning machine-readable records in one format into
machine-readabl e records of a different format.

A single piece of adocument; aduplicate; an instance of a serial issue.
See also bibliographic item, physical volume, piece, and copy set.

A number assigned by the library to a copy. The number need not be
unique. Itsusual purposeisto distinguish between different copies of the
sametitle, or different copy sets of the same seridl title.

A duplicate run of issues of aserial; simplistically a“subscription”.

A hold placed on a specific copy. A copy-specific hold may be used, for
example, to capture a particular copy to be sent to the bindery. Contrast
with title-level hold.

Computer memory, usually measured in megabytes: “MB”.

Cathode Ray Tube screen of aterminal. Also known as VDU (visual
display unit).

Catal oguing Source Number.

A small square or line on the terminal screen which tells you where the
next character you type will appear.

Part of the call number used to identify the author for filing purposes.
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database

data
communication

data element

date of last use
Dewey

diacritics

discharge

disk

disk drive
diskette
DOS

download
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A pool of data held in computer storage, controlled by a central
authority, and available to any application capable of accessing the
storage. It is designed to meet the requirements for consistent and
current data by many or all of an organization's application systems.

The transmission of data across geographically separated locations.

The smallest unit of information that is explicitly identified in MARC
format. Within avariable field, a data element isidentified by a subfield
identifier. Within the record label, the directory, and a fixed-length
subfield, adata element isidentified by its character positions.

The date of the last transaction associated with a particular record.
Dewey Decimal Classification system, developed by Melvil Dewey.

Also “diacritic characters/marks’. The marks, such as accents, which
appear under or over characters, used to denote a specific sound for a
given character. Sometimes used to refer to non-English al phabetic char-
actersaswell.

Known as checkin. A function in the Circulation module: the process by
which library staff record that a borrowed item has been returned by the
patron.

Also “hard disk”. A magnetic storage medium, like magnetic tape, but in
the form of a platter, similar to a phonograph record.

A data storage device that holds, reads from, and writes to disks.
Also “floppy disk”. Similar to disk, typically used with microcomputers.
Disk Operating System, for a microcomputer.

The data flow from the host computer system down to the microcom-
puter.

(September 2000) D-7



Appendix D: Glossary

E

edit record

edition

editor

editor file
enumeration
EOF

EOT

established form

FE.

FE.D.

field
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The “edit” records are the temporary, work versions of bibliographic
records, stored in the Work File. Edit records are not shown in the Online
Catalogue.

A new edition of awork, revision. Edition information may modify
some but not al of the bibliographic information for awork. According
to AACR2, a new bibliographic record must be created for a new edition.

A program that enables the user to create, purge, retrieve and update
variable-length record source files.

A file created using the editor.

Numbering that identifies an issue of aserial — e.g. “Vol.3 PL.A”.
The magnetically recorded mark at the end of afile.

The reflective marker at the end of atape attached to the tape surface.

Thisisthe form of a heading that has been chosen as the standard form
that should be used in al hibliographic records. Also known as authori-
tative form.

Stands for “Field Engineer”. Also written “FE”.

Also written “FED”. Field Engineering Division — the Geac department
responsible for maintaining and repairing hardware.

1) A MARC“field” isadefined part of aMARC record used to contain
only a specific category of data. For example, included in the Biblio-
graphic Record isthe Main Entry - Personal Name Field (Tag 100), the
Title Statement Field (Tag 245), and the Local Call Number Field (Tag
090). There are two kinds of MARC fields - variable length and fixed
length. Some people use the word “tag” to refer to aMARC field.

2) An areaon the screen where you can enter data, or where the system
will display information: for example, author, title. Fields often appear
on the screen with a descriptive word beside them. For example, the
author field usually has “AUT:” or “AUTHOR” besideit.
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field separator

file

file structure

fixed-length field

fixed-length field
element

fixed-length
subfield

frame

function

fund

Circulation User’s Guide

A control character used at the end of each variable field to separate it
from the next.

A collection of related records treated as a unit.

A fileisalogical structure which associates a set of items. On a PICK
system, files are organized in a hierarchical structure. There are four
levels of files: the System Dictionary, ausers Master Dictionary, File-
level Dictionaries, and the Data Files. A PICK system can contain any
number of files, which can contain any number of dataitems, limited
only by the size of the disk drive.

The rules of organization that relate records within afile.

Also “fixed field” and “ control field”. A MARC field of pre-defined
length in a bibliographic record: for example, the Physical Description
Field (Tag 007). Fixed-length fields are made up of one or more fixed-
length data el ements (sometimes called offsets).

Part of a MARC fixed-length field whose length and contents are pre-
defined. For exampl e, the language code (character positions35t037) in
Tag 008.

A subfield whose length isinvariant, being determined for all occur-
rences by provisions of thisformat. A fixed-length subfield may be
defined to contain one or more data elements. Fixed-length subfields
may occur in both fixed-length fields (e.g. field 100, subfield ta), and
variable-length fields (e.g. field 200, subfield 1z).

Disk drive storageisdivided into sectionscalled “frames’. Each frameis
numbered, giving the system direct accessto that particular frame-id or
FID. The physical size of aframe is machine-dependent, and limited
only by the size of the disk drive.

In ADVANCE, “function” refersto each of the possible actions available
in the main menus.

For example, in the Circulation module, “function” refersto an opera-
tion available in the online menus: e.g. checkout.

The library can define amounts of money to be encumbered, spent,
referred to, and reported on through named “funds’ within the Acquisi-
tions module. The term “fund” is used to contrast with external
“accounts’ which are not system-maintained.

(September 2000) D-9



Appendix D: Glossary

G

GFE

hang

hold

holdings

host

hot key

imprint

index

index entry

index key

indicator
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Group Format Error. A GFE typically indicates that the data may be
corrupted. Normally GFEs are caused by a sudden power failure.

Refers to the situation where the computer does not respond to terminal
activity. Usually the result of somekind of fault, either in the software or
the hardware.

Sometimes called “reservation”. A facility in Circulation referring to the
process by which an item not currently available is reserved for the
patron. It is normally used when all copies are on loan. When theitem
becomes available, the library setsit aside for the requesting patron.

Piece holdings: the physical volumes that the library owns of agiven
work.

Copy holdings: the issues that the library owns of a serial.

Summary holdings statement: a description of the range of copy hold-
ings.

The controlling or main computer in a data network.

See authority hot key.

Publisher name, including date and place of publication.

A list of data arranged in some order (usually a phabetical) using a
special “key” (such as author, title, etc.) which acts as an access point to
the database. Indexes facilitate quick access to alarge body of data.

A word, phrase, or number used to locate an item within a specific index.

The term or phrase from a source record which allows you to search for
that record - for example, “Twilight Zone”, or “Bowie, David”.

A special dataelement in a MARC variable field. Each USMARC vari-
able field must have two one-character indicators.
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interface

interlibrary loan

invoice

110

ISBD

ISBN

ISO

ISSN

issue

item

job
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The brightness of the characters on the screen.

To interconnect devices or systems with different characteristics.
Usually involves converting data suitable for one system into aform
suitable for a second system. The term can be used as a verb or a noun.
It can be applied to a cable or a connector, to adevice that performs a
conversion operation, or to a conceptual boundary.

The arrangement whereby a library system may borrow items from
another library system. Either or both of the two libraries may be Geac
customers. ILL patron privilege classes and material types should be
defined in the Policy Tables.

An accounting document supplied to the library by a vendor, indicating
the character, quantity, price, terms and nature of delivery of goods sold
or services rendered. In the Acquisitions module, staff members will
create a system record for each invoice received.

Abbreviation of “input/output”.

“International Standard Bibliographic Description” — aformat for
describing bibliographic information.

“International Standard Book Number” — an alphanumeric code (with
dashes) assigned by some publishers to their works. The same work
published in different countries will have different 1ISBNs.

Short form for “International Standards Organization”.

International Standard Serial Number. Similar to ISBN, except for
serials.

A publication unit of a serial, usualy identified by unique enumeration
(numbering) and chronology (cover date).

Used variously, in different contexts, to mean bibliographic item, phys-
ical volume, copy, or barcoded piece.

Often used asa synonym for “program”. A unit of work to be done using
the computer. Often accomplished through the use of a batch or
program.
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journal entry

KB

keyword

laser scanner

LC

LCSH

LC Card Number

LC MARC
Records

leader

library system

lightpen
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In the Acquisitions module, atransaction record specifying the transfer
of money into or out of one or more funds.

Short for “kilobyte” — 1024 bytes of memory.

A word which is used as an access point to the bibliographic record.
These words are taken from author, title, and subject, and individually
indexed without regard to order of appearance.

Device for reading barcodes or OCR labels. See also barcode reader.

Short for “Library of Congress’. It refersto the Library of the Congress
of the United States, abody with some of the characteristics of anational
library. Also used to refer to the classification system used by the
Library of Congress.

“Library of Congress Subject Headings’. A subject classification system
for cataloguing.

Sometimes abbreviated to “LCCN”. “Library of Congress Control
Number” — the number assigned to an item by the Library of Congress
production services as a printing control number / inventory number
after an item has been catal ogued.

Records in USMARC format produced by the Library of Congress.

The beginning portion of a MARC record. The leader contains coded
information about a record, including record type, bibliographic level,
and creation date. The information is stored in a fixed-length format.

Also called “library”, or more often, “site”. A purchaser of ADVANCE. A
library system may consist of acentral library, along with its branches
and departments. Alternatively, alibrary system may be a consortium or
co-operative. A library system is composed of one or more “agencies’
which share the same CPU.

The pen-like device attached by a cord to the terminal. It is used to read
barcodes into the system for operations such as registering new patrons
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line

line printer

linking

load

load point

local call number

local copy
number

log
log on

log off

magnetic tape

main entry
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to the system, searching quickly and accurately for those already there,
or entering a patron or item during afunction such as CHECKIN,
CHECKOUT, etc.

The transmission medium and equipment for carrying speech and/or
data between separated locations, usually between host computer and
remote terminal.

The printers used to print reports are often called “line printers’, so
named because they print one line at atime. Printing speed for line
printersis given in number of lines per minute: for example, “600 [pm”.

The process of adding holdingsinformation and (in particular) abarcode
number for an item to the item’s bibliographic record.

Also used in the Reserve Book Room to bring together specific courses
with items.

To mount a tape on the tape drive and set it to the load point.

The beginning of the usable portion of atape. The load point occurs
when the tape drive detects a one inch reflector on the tape (the BOT
mark). A tape at load point may be used as soon as the drive goes online.

Known as shelf location.

Known as copy number.

To record events and their time of occurrence.
See sign on.

See sign off.

Storage medium for information. Usually used in conjunction with a
computer system. Typically, the magnetic tape is /2 inch in width, and
comes in various lengths.

In amanual cataloguing system, the primary access point for a biblio-
graphic item. Normally the author but sometimes the title.
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MARC field

MARC format

material type

master record

MD or M/DICT

menu

module

monograph

non-filing

non-filing count

A fixed-length or variable-length field in a MARC format record.

“MAchine Readable Cataloguing” — a standardized communications
format for storing and transferring bibliographic and authority cata-
loguing datarecords on magnetic tape. A MARC record iscomposed of a
leader, adirectory to the fields, fixed length fields, and variable length
files. National librariesissue records for various materialsin their own
versions of MARC: for example, USYMARC, CAN/MARC, UK/MARC.

A category of library materials used in the library. For example, newspa-
pers, adult fiction paperbacks, and video cassettes could all have
different material types. The library usually categorizes its materials
based on its circulation policies (such as loan period) and the statistical
reports desired. Every item is assigned a material type. A two-character
code identified by MARC.

Completed bibliographic records, stored in the main bibliographic file,
or the main record for binding entry records.

“Master Dictionary” — each user account on the system has a Master
Dictionary associated with it. It isstructurally similar to all other fileson
the system. Many things that a user enters at the TcL prompt are
contained in the user’s Master Dictionary: verbs, procs, connectives,
file-names, etc.

A listing of the functions available online that allows a user to choose
and perform a variety of actions. The user selects the action by entering
certain key(s).

An “application” package within the ADVANCE System — examples:
the Circulation module, the Cataloguing module.

Book; contrast with serial.

Words or characters that do not affect sorting. For example, The Joy of
Cookingisfiled under “J’ for “Joy”, not “T” for “The". “The” isanon-
filing word.

A specific number of characters which will be ignored for sorting
purposes. Usually applied to the title of awork, and usually counted
from the first character in the title. For example, The Joy of Cooking,
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normalization

note

notice

OCLC

OCR

offline

offset

online

Online
Catalogue

OPAC
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filed under “J" for “ Joy”, would have anon-filing count of “4” (thethree
charactersin “The” plus one space). This count isnormally placed in
one of the indicators of a MARC record.

To improve the matching and filing of index entries, severa “normaliza-
tionrules’ are applied automatically. For example, all letters may be
converted to upper case, and some punctuation marks can be converted
to blanks or stripped.

A type of field or screen display where library staff can enter free text
about a patron or item.

In ADVANCE, “notice” generally refersto an item printed by thelibrary,
but meant to be circulated outside the library, such as a fine notice,
overdue natice, or claim notice (in Acquisitions).

A bibliographic utility, formerly “Ohio College Library Center”, now
“Online Computer Library Center”. Among other services, it providesa
machine-readable database for catal oguing.

Optical Character Recognition or Reader.
Opposite of online.
Another term for fixed-field data elements.

“Onling” has two meanings:
1. Connected directly to and interacting with a computer.

2. A major program used to make computer interaction easier: for
example, the Circulation online.

One of the ADVANCE modules, the Online Catalogue is an online query
system that automates manual catalogue systems for lookup only. It
allowslibrary patronsto search the MARC records database. Patrons can
examine bibliographic records, |ocating items through standard indexes
such as subject, title, author, series, keywords, and bibliographic identi-
fication numbers.

Short for “Online Public Access Catalogue”. The ADVANCE OPAC is
known as the “Online Catalogue’”.
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operating
system

operator
order
oS

(O8]}

parity

parity error

password

password
security

patron

patron agency
patron class

patron record
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Often referred to as“0s”. The set of programs that control the computer
and its processing.

The person using aterminal.
See purchase order.
Short form for operating system.

Stands for “Open System Interconnect.” An international standard
developed by 1SO and used for communication between different types
of computers. The OSI model defines 7 levels for the interconnect.

A system of detecting errors in data transmissions and transfers. By
selectively adding asingle bit to bit patterns, parity causes the bit
patterns to have either an odd number of bits turned On (odd parity), or
an even number of bits turned On (even parity).

Parity errors occur when the bit patterns caused by the system’s’ parity’
setting are incorrect: for example, when the system detectsa“ 0" but
expected a“1”. Parity errorsimply that one portion of the system has
detected a non-recoverable failure by another part of the system.

A code which istyped by an operator to sign on to the system or to a
module. The password determines the operator’s access level.

The type of security in which staff passwords are used. The password
indicates the operator’s access level which, in turn, determines the
commands he or sheis permitted to use.

Refers to the individuals who use the goods and services offered by a
library. Also called “borrower” and “user”.

The location/library where a patron is registered.
Known as “patron privilege class’.

The record that describes a patron. The description includes: name,
barcode number, address, and other patron-rel ated information.

Circulation User’s Guide (September 2000)



peripheral

physical volume

PICK

piece

pointer

policies

policy
parameters

policy tables

port
powerfail
recovery

printer
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Also “peripheral device’. In acomputer system, afunctional unit that
makes and/or receives data transfers. The term includes storage devices
(such as tape drives), input devices (such asterminals), and output
devices (such as printers).

All that is contained in one binding, portfolio, etc., whether asoriginally
issued or as bound after issue. A physical volume does not necessarily
coincide with a bibliographic volume, which is characterized by atitle
page and separate pagination. See also piece.

The operating system and database management system used by
ADVANCE.

A barcoded circulation unit, usually corresponding to aphysical volume.
Each barcoded volume of a monographic bibliographic item is a piece.
In ADVANCE, piece control is handled by the Cataloguing module’s
holdings function.

A data element which specifies the record-number of arecord in afile,
orin arelated file.

Each library has certain characteristic ways of handling the way it
conducts business. These are referred to as “policies’. Circulation Setup
policiesinclude loan periods, book limits, material types, renewal limits,
fine amounts, and so on.

Library policies stated explicitly in the form of sets of valuesfor the
Geac-supplied tables, lists of options, and so forth.

The tables completed by alibrary during the installation process. These
define the library policies, contain the decisions regarding library
options, outline the structure of the system and list the various codes
used by the library. Each module has its own set of tables.

An interface that connects one or more devices (e.g., terminals, printers)
to the computer. Each port has a unique number.

The computer’s ability to recover from power failures without losing
data

A peripheral device used to provide hard copies of data.
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priority level

PROC

program

project manager

prompt

publication
pattern

purchase alert

purchase order

R
reboot
recall
recompile
recon
D-18

Refersto a“security level” required to perform afunction. Thereisa
level of security associated with each command, ranging from 0 to 99
(highest = most). Synonymous with access level.

PROC is short for stored procedure. PROC allows the user to pre-store a
complex series of operations which can be invoked by asingle
command. Anything which can be done at the TCL level can be accom-
plished with a PROC.

A sequence of machine-readable instructions that a computer can
execute. When a program is executed, it performs some function or
operation.

The Geac Project Manager is responsible for liaison between Geac and
theindividual customer.

A message from the operating system or an application program.
Prompts appear on the CRT screen, and require a response from the
computer operator.

A seria’s enumeration pattern, chronology pattern, and publication
frequency pattern, used by the Serials module to predict issues.

A warning that additional copies of atitle may be needed. Usually
because all copies are missing or because the “hold ratio” for thisitem
(that is, the number of holds compared to the number of active copies) is
very high.

A record authorizing avendor to deliver materials or services, usually at
aset price, to the library. One or more copies of one or more items can
be covered by asingle purchase order (sometimes abbreviated “ PO”).

To perform a second or subsequent boot.

To require that a book on loan be returned before the expiry of the due
date that was assigned when the charge was made.

To perform a second or subsequent compile of a program.

Retrospective conversion of bibliographic records into machine-read-
ableformat. This process typically occurs when alibrary purchases a
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recovery

reel

registration

release

remote

renewal

report

reserve

reserve book
room

reserve recall
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library automation system but still has some bibliographic records that
were never put into machine-readable format.

To make computer processing easier, data items are brought together to
form aunit called a“record”. A group of records makes up a“file”.

The process of returning a system to operable condition following a
failure.

A magnetic tape volume or the tape and the spool on which it iswound.

The process of recording information about individual patrons for the
Circulation system, and especially of assigning barcode numbersto
those patrons. Usually, “patron registration” appliestotheinitial entry of
thisinformation onto the system.

Release refers to a particul ar version of a package of software: for
example, Release 5.0 of ADVANCE.

A term applied to adevice or operation that is geographically-separated
from acomputer but communicates with it.

The process whereby a borrowed item is checked out again to the same
patron, effectively extending the loan period.

A result of processing in which data from various datafields is selected
and presented in a particular way to provide certain pre-defined informa-
tion to the user. The hard copy of thisdatais printed as a“report”.

A “reserve collection” isalso known as “short loan collection”. In
academic libraries, atype of material in high demand that has short loan
periods assigned to it. Reserve is often applied to required course
reading materials, or to new or topical items.

Theterm “reserve” is sometimes used by public libraries to mean hold.
“RBR” isafunction within the Circulation module designed to handle
high-use materials in the reserve collection, often items associated with

acourse. It allows the user to enter instructor and course information,
and links titles with the appropriate courses.

Anitemisrecalled for the Reserve Book Room.
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response time

restore

scanning

security level

“see also”
reference

see reference

serial

Serials module

shelf list

shelf location
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Used in connection with computer systems. The amount of time it takes
for an online system to give data requested of it. It is measured as the
amount of time between the point when a user presses the ENTER or
RETURN key and the point when the first character of response appears
on the screen.

To replace something which has been removed, deleted or damaged.
Restoration is part of recovery, and usually refers to the process of
replacing disk files with the backup copies on tape.

Also “wanding”. The act of drawing the lightpen across a barcode to
read the barcode into the system.

The level assigned to each function, command, and override in order to
restrict its usage. Only those functions and commands having a priority
level at or below the operator’s active access level may be used.

A reference from an established form of aheading to one or morerelated
headings. Also known as a"see also" cross reference.

A reference to the established form of aname from aform which should
not be used as a heading. Also known asa*“‘see’ cross reference”,
“rejected form heading”, or “variant form heading”.

A publication issued in successive parts bearing numerical or chronolog-
ical designations and intended to be continued indefinitely. Thisincludes
periodicals, newspapers, annuals, etc. In ADVANCE, aseria isabiblio-
graphic item (catal ogued in the Cataloguing module) which may also
have a publication pattern and copy set defined in the Serials module. A
serial may also have pieces (barcoded items) assigned to it. Also seethe
definitions of issue, copy, and holdings.

The ADVANCE module that automates serials control — primarily
checkin and issue prediction.

A catalogue of theitemsin alibrary; items are described in the same
order that they are arranged on the shelves.

Also “local call number”. The call number assigned to a specific copy of
anitem.
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sign off

sign on

site

sort

spine label

string

subfield

subfield code

subject headings

surcharge

syndetic
structure

SYSPROG
system backup

system manager
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Also “log off” and “logging off”. To enter the necessary information to
end asession on aterminal. The console command is“ OFF". Compare to
sign on.

Also “log on”, “login”, and “logging on”. To enter the necessary infor-
mation (such as an identification number or password) to begin asession
on aterminal. The console command is entry of avalid account name.

Customer library, usually where the computer is located.

To arrange entities according to some pre-defined criteria, usually alpha-
betic.

Label for the spine of abook, typically with the call number.

Any succession of characters. These can be numbers, letters, blanks, or
other characters. The PICK system treats most data simply as a sequence
of symbols or “string”.

In MARC format, the name for adefined part of thefieldinaMARC vari-
able-length field, such as subfield b.

The one-character code which identifies a MARC subfield: for example,
the“a’ in“ta’.

Authorized terms that describe the contents of a book. Several may
apply to asingle work. One North American standard is LC Subject
Headings.

The charge automatically levied against a patron to cover certain costs,
such as the cost of postage for notices, or ordering and cataloguing a
replacement book.

Thelogical organization of the catalogue, using “ see” and “ see also”
references to interrelate the concepts represented in the catal ogue.

System Programmer. The highest-level account within PICK.
To copy (back up) all the files making up the system.

The library staff member responsible for the systems staff and the
computer.
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T

tag

tag number
tape

tape backup

tape drive

TCL

telecommunica-
tions

terminal

Terminal
Number

title

tracing

track
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The labelling mechanism used by MARC to associate data elements with
their functions. Tags are composed of three digits: for example, “210” is
the tag for the Abbreviated Title Field. Each different tag represents a
different piece of bibliographic information: e.g., personal author,
uniform title. “Tag” is sometimes used to mean MARC field.

A term sometimes used to mean tag.
A magnetic tape reel or cassette, or the tape on the redl or cassette.

The process of making a copy of data files and/or the system software.
Thelibrary uses the backed-up tapes as a security precaution, in casethe
need for a’restore’ arises.

The equipment that holds, reads from, and writes to magnetic tapes.

“Terminal Control Language” processor. TCL isthe primary interface
between end-users and the computer. The state in which the computer
prompt is displayed and is waiting for user input is commonly called
being “at TCL".

The organization and facilities that provide communications service
between usersin geographically separated locations. The term encom-
passes tel ephone, telegraph, radio, and satellite-based systems; unless
otherwise indicated, telephone is usually assumed.

A device used by a person to communicate with the computer.

Each terminal in alibrary system is assigned a unique number.

The name of awork, including any alternatetitle, subtitle, or other asso-
ciated descriptive matter preceding the author, edition, or imprint state-
ment on the title page.

Any record of entries or references that have been made in connection
with the cataloguing of a particular work or publication, or with estab-
lishing a particular heading. Also known as subject headings or added
entries.

A unit of data storage space on disk.
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transfer

transaction

UK/MARC
UNIX
upload

UPS

user

US/MARC

variable-length
field

vendor

volume

voucher

wand

wanding
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To read data in one location and write it in another location.

Any checkin, checkout, renewal, or hold.

The United Kingdom version of the MARC format.
A computer operating system developed by Bell Laboratories.
The data flow from the microcomputer up to the host computer system.

“Uninterruptable Power Supply” — essentially a series of batteries that
conditions the power to the computer, and, with the absence of elec-
tricity, provides power to the computer for a period of time (e.g. 30
minutes.)

Same as patron.

The version of the MARC format used in the USA.

Also “variablefield”. A MARC field in a bibliographic record whose
length is not pre-defined: for example, the Title Statement Field (Tag
245). A variablefield is composed of two one-digit indicatorsand one or
more subfields.

A deadler, wholesaler, or other organization supplying books or other
materialsto the library.

Bibliographic element of a series. For example, The Art of Computer
Programming has three volumes. The important point is that volumes
normally share SOME bibliographic elements with each other.

A request for the complete or partial payment of one or more invoices,
usually sent to the library’s financial services department.

Device for reading barcodes. Known as lightpen.

Known as scanning.

(September 2000) D-23



Appendix D: Glossary

WLN  “Western (formerly "Washington“) Library Network” — abibliographic
utility.

word A unit of data storage: 8, 16, or 32 bits depending on the compuiter.

work file A file where datais temporarily stored before being placed in the data-
base. Used in the Cataloguing module.
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Inter-Library Loan

The Inter-Library Loan (ILL) optional add-on product provides func-
tions for creating ILL requests, updating the status of requests, gener-
ating noticesfor ILL pickup and overdues, and archiving completed or
cancelled requests.

This appendix describes:
e Setup

* Requestsfrom OPAC
* Maintenance

* Checkout

* Checkin

e Archiving
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Setup

E-2

The setup required depends on how you are using ADVANCE for ILL.

If you use the online catalogue for entering ILL requests and use
AVISO0 or another system for circulation, perform the setup for steps
3to 7 only.

If you use the ADVANCE online catalogue and circulation for ILL,
perform all setup steps.

Implementing ILL requires the following steps.

1
2.

Define ILL Institution, Sublocation, and Collection Codes.

Create a single bibliographic record in cataloguing to define the
generic title (245 MARC field) for ILL items. Attach as many place-
holder barcodes to this record as will be required for ILL. Enter the
ILL Bibliographic LCN in the ILL orac/CAT Setup (Cl CS) table.

Edit your Patron Type Codesto allow ILL privileges.

Enabl e the appropriate security features in OPAC PORT CONTROL
and select a setting for the Allow patronsto review ILL requestsfield.

Add Request Material Type templates using the Request Template
Editor. (Defaults are provided.)

Add Request Types. (Defaults are provided).

Edit the ILL orac/CAT Setup table to include any request types and
material types for patrons.

Set up Library Codesin the ILL module to identify lending institu-
tions.
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Holding Codes

From Circulation, enter CHSMor sel ect the Holding Setup Menu from the
Loan Periods Menu (CLPM) to access the I nstitution, Sublocation, and
Collection tables. See Chapter 4, Holding Codes Setup, in the Circula-
tion Management Guide.

Set up adummy ILL code at theinstitution, sublocation and/or collection
level. Suppress the display of ILL piecesfor searches from the orac.

Institution Code 1. Enter CHI Cor select Institution Codes from the Holding Setup Menu
to display the INSTITUTION CODES TABLE.

2. Select Add item. The INSTITUTION CODES screen appears.

I NSTI TUTI ON CODES

I NSTI TUTI ON CCDE : |LL
Institution Nane : ILL departnent
Name Di splayed In OPAC(max. 6 ch.): ILL
049 Institution Prefix :
Loan Code Override Level (1-99) 9
Circul ati on Code (Default #5) :
Material G oup Code (Default #5)
Only Holding level (1 = Yes) o1
Loan peri ods
8. Disable Rebuild of (1 = Yes)
Loan Tabl es During Checkout
9. Notice Header for Institution.
10. Suppress display from OPAC (1=Yes): 1
11. NUC Synbol for this institution

Noaok~wdPR

Val i d Subl ocations/Bui | di ngs oolLel
Opti ons:
? help # line Line by line Copy Print Del ete Exi t

3. Enter the appropriate information and File.
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Sublocation Code 1. Enter CHSC or select Sublocation Codes from the Holding Setup

Menu to display the SUBLOCATION CODES TABLE.

2. Select Add item. The SUBLOCATION CODES screen appears.

SUBLOCATI ON CODES

Subl ocati on Description
Name Di splayed I n OPAC
I nstitution/ Agency
Loan Code Override Level (1-99)
Circul ati on Code (Default #4)
Material G oup Code (Default #4)
Return to Original (1=subl. ; 2=port)
Route to Original Sublocation (1l=yes)
Type of hold function all owed
(0=none, 1=title hol d, 2=hol ds screen)
10. Display nanes on holds (0=No, 1l=yes)
11. Allow patrons to CANCEL hol ds (0=No, 1=Yes)
12. Block codes that prevent holds (e.g. 2,6)
13. Notice header code for this |ocation
14. Suppress display from OPAC (1=Yes)

©CReNOGOHWNE

Opti ons:
? help # line Line by line Copy Print

-

I LL depart nent

ILLl

ILL = I'LL departnent
9

o

: AU = Header for agency+
1

Del ete Exi t

3. Enter the appropriate information and File.
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Collection Code 1. Enter CHCC or select Collection Codesfrom the Holding Setup Menu
to display the COLLECTION CODES TABLE.

2. Select Add item. The COLLECTION CODES screen appears.

COLLECTI ON CODES

COLLECTION CODE : ILL

Col | ection Description : Inter-library |oan
Name Di splayed I n OPAC o ILL
Val i d Subl ocations/Bui | di ngs : ILL1 = ILL departnent

Loan Code Override Level (1-99) 9
Circul ati on Code (Default #3) :
Material G oup Code (Default #3)
Institution/Canpus (No subl ocations)
Return to Original

(1=col l ection; 2=port)
9. Route to Original Collection (1l=yes) :
10. Suppress display from OPAC (1=Yes) o1

@ NGO hWNE

Opti ons:
? help # line Line by line Copy Print Del ete Exi t

3. Enter the appropriate information and File.
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Appendix E: Inter-Library Loan

ILL Bibliographic Record and Placeholder Pieces

From Cataloguing, create asingle bibliographic record to identify ILL
items. Thisrecord provides ageneric title for ILL items and allows you
to add as many placeholder barcodes (pieces) as needed for ILL
checkout. See Chapter 3, Creating a New Record, in the Cataloguing
User’s Guide.

1. Enter BMC or select MARC Catal oguing from the Bibliographic Cata-
loguing Menu to display the BIBLIOGRAPHIC MARC CATA-
LOGUING screen.

2. Enter Nto create a new bibliographic record.

3. Edit therecord. The information entered in the 245 field will be the
generic title used to identify all ILL items throughout the system.
Thistitle will appear in Holds Available blocks, items checked out
lists, and notices, with the Placeholder temporary title (that is, the
title of the ILL item).

4. OntheBIBLIOGRAPHIC MARC CATALOGUING screen, file the
record into the Main Database.

Bl BLI OGRAPHI C MARC CATALOGUI NG

Local Control # : 10025539 Transaction type : Oiginal Entry

Last updated : 04 JUN 1995 Leader : aanlp 2
Cat al oguer . Catal oguing Staff
008 95060351993 onc 000 1 eng d

040 BB ¢ here
245 10 a ILL itemns

Opti ons: <ENTER> = scroll| options
? =72 help # = # tag LE = Leader CC = Copy cat al ogui ng
OW = Overlay workform | = ltemupdate LNK = Li nk UNL = Unlink
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5. Enter the LCN of theILL Bibliographic record in field 4 of the ILL
OPAC/CAT Setup (Cl CS) table.

6. RetrievethelLL bibliographic record again and select Item Updateto
display the PIECES SUMMARY screen. Or, add the pieces from Edit
Holdings (CEH) in Circulation.

7. Select Add itemto display the HOLDINGS DISPLAY screen.

8. Add as many placeholder barcodes to this record as will be required
for ILL loans. Assign renewable Circulation Codes that are renew-
able as well as some that are not. These pieces should have the
Holding Codes you have defined for ILL.

9. File after each placeholder barcode has been created.
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Patron Records

ILL access can be limited by Patron Type Codes and can be further
restricted by options provided in Patron Registration.

Patron Type Codes

1. Enter CPC or select Patron Type Codes from the Loans Period Menu
(CLPM on the Circulation Codes Menu (CCM). The PATRON TY PE
screen appears.

2. Select acode. Add ILL access by entering 1 at the Allow ILL field.

PATRON TYPE

PATRON TYPE CODE : STF
1. Description . Staff
2. Patron G oup Code . STF = STF
3. Additional Borrower (1 = Yes) 1
4. Default Expiration Date (e.g. 01 Jun) :
5. Maxi mum Nunber of Hol ds . 75
6. Nunber of years before expiration 1-99:

(takes precedence over 4 above)
7. Default priority for Holds (1-99))
8. Allow ILL (1 = Yes) 1
Opti ons:
? help # line Line by line Copy Print Del ete Exi t

3. Filethecode.

Patron Registration

Patron accessto ILL is controlled from the Patron Type Codes, but indi-
vidual patrons within a patron type may be allowed or denied accessto
ILL. If your Patron Type allows accessto ILL, the Patron Registration
screen defaultsto the Allow ILL value set in your Patron Type Code. You
can override the value here in Patron Registration.
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PATRON REG STRATI ON - SECOND SCREEN
Patron ID: 20000002003232 Carter, Bruce

emai |l address.................:
fax number......... ... ... ...

LViS lang. code...............:
LViS Contact Time.............:
Depar t nent P
Bi I ling Code P
Country of origin.............:
9. Nurmeric field.................:
10. Description of patron.........:
11. Favourite format..............:
12. Birthday date.................:
13. Not defined...................:
14. Not defined...................:
15. Not defined...................:

NGO E WD

Opti ons
# line Line by line Accept Exi t ? help

Allow ILL

Determines accessto ILL.
D ILL access defaults to the setting in the Patron Type Code table.

Y  AlwaysallowsILL accessevenif ILL permission has not been granted in
Patron Type Codes.

N AlwaysdeniesILL access even if ILL permission has been granted in
Patron Type Codes.
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Appendix E: Inter-Library Loan

Online Catalogue Setup

Use the OPAC Port Control table to define the security restrictions for
patron inquiry and to specify whether patrons may review their ILL
requests.

NOTE: Security restrictions apply to the port being defined. Therefore,
if ILL requests areissued from a specific terminal or ILL department that
uses the same port definitions, these restrictions are ILL specific.

1. Enter OPC or select Port Control from the Online Search Setup

(O8UP) screen.
2. Pageto the PATRON INQUIRY CONTROL screen.

OPAC PORT CONTROL

OPAC PORT CONTRCL CODE : DEFAULT
------------------------------------------------------- ( Page 5 of 5)
< PATRON | NQUI RY CONTROL >

1. Security neasures on patron inquiry function 4
Patron nust know their barcode plus :

(1=passwor d, 2=Per sonal | D, 3=Phone #,4=first 3 letters of surnane)
(e.g. 1234 neans patron nust know all 4)

Al l ow patrons to see hold queues (0=No, 1=Yes)

Al l ow patrons to see bl ocks, fines (0=No, 1=Yes)

Al l ow patrons to see itenms checked out (0=No, 1=Yes)

Al l ow patrons to review ILL requests (0=No, 1=Yes)

Patrons can add | LL requests frombib display (0=No, 1= Yes)
Al |l ow patrons to renew checked out itens (0=No, 1=Yes)

Nogakrwbd
[ e e N N

Opti ons:
Backwar d

N

? help

# line Line by line Copy Print Exi t

/

1. Security measures
on patron inquiry
function

E-10

Patron must know their barcode plus: (1=password, 2=Personal ID,
3=Phone #, 4=first three | etters of surname). (For example, 1234 means
patron must know all four.) It is up to the library to define the number of
security measures applied to the user.

This option setsthelevel of security that must be met before apatron can
use the Patron Display (PAT) function which can allow the patron to
review their ILL requests. The patron data used in security measuresis
defined in the patron record. Passwords, 1 to 23 characterslong, are
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encrypted and do not display in the online catalogue. A home institution
or sublocation can be specified in the patron record.

5. Allow patrons to If yes (1), the Review ILL option appears on the PATRON RECORD
review ILL requests INQUIRY screen. That option will display the BROWSE ILL REQUESTS
BY PATRON screen which shows the reference number, title, supplying
library, status, and date (of last status update) of the request.

6. Allow patrons to add  If yes (1), the ILL request option appears on the bibliographic display in

ILL requests from OPAC. That option will display the ILL Request Entry screen which
bib display allows users to make an ILL request for the bibliographic item on
display.
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ILL Maintenance Setup
The ILL Maintenance Menu (Cl LL) provides accessto:

* Request Entry/Update (Cl RE) for daily 1LL functions such as
creating, updating, and monitoring regquests. See Request Entry/
Update (CI RE) on page E-36.

» First time setup tables, described in the following sections.

DD MW YYYY Geac ADVANCE Library System (#. #) DEFAULT AU
HH: MM Your Library Nane

I LL MAI NTENANCE

1. CIRE Request Entry/Update

2. CICS |LL OPAC/ CAT setup
3. CIRTE Request tenplate editor
4. CIRT Request types

5. G LC Supplying Library Codes

6. CAPD AVI SO patron downl oad

Enter the nunber of your selection and press <ENTER>
or ? followed by <ENTER> for Help.
Press <ENTER> to return to previous |evel :
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Request Template Editor (Cl RTE)

Defines the material type choices users have when they make an ILL
request, and the entry fields that display for each material type. TheiLL
REQUEST UPDATE screen lists the types of material which may be
regquested and displays the information from the Description of code
field.

Some default templates are provided: Bk (Books), SE (Serials), ABI -
Citations,andIAC-Citations. (TheaBl andIAC templates provide
examples of the types of templates that might be used with citation data-
bases.) Do not change these templ ates.

Each request entry/update screen is acombination of two templates, GEN
and a materia specific template.

* The GeN template defines the first six numbered fields that are
common to all request entry screens, such as Reference #s, Library,
Date Required, and so forth.

» Thesecond part of thetemplate containsfields that are specific to the
material type, for example, serials and books.

You can change the field labels in the GEN template but you cannot add,
delete, or re-arrange the fields.

If you change the display labelsin GEN and File the changes, the
common fieldsin all your templates will change (including previoudy
filed requests).

When you create a new template, it is not necessary for you to copy
GEN because these fields will automatically display when the material
typeis used.

To modify or create a new template based on these defaults, create anew
template and copy one of the defaultsinto it. You can add, delete, or re-
arrange fields on the new template. You can also create a new template

without copying the default templ ates.
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E-14

s

-

-

Request tenplate editor
Nunber of records: 20
Code Description of code
1. ABl ABlI Citations
2. ARTICLE Peri odi cal / magazi ne article
3. BK Books
4. CO Conputer files
5. FILM Fil mand visual nedia
6. GEN Control Data
7. 1AC IAC Citations
8. TECH. REPORT  Techni cal Report
9. SE Serial s
Opti ons:
# line Forwar d Search junp Add item Exit Print ? help
Select aline number to see the template.
I LL Tenpl ate [ ARTI CLE]
Nurmber of fields: 11 Headi ng: Peri odi cal / magazi ne article
Field Hel p message
1. Journal Title Enter the Journal Title
2. lIssue Details Enter the |Issue Details
3. Article Autho Enter Author(s) of the Article
4. Article Title Enter the title of the Article
5. Pages Enter the Start and End pages
6. Pub Pl ace Enter the Place of Publication
7. Pub Nare Enter the nanme of the Publisher
8. Pub Date Enter the date of Publication
9. ISSN Enter the | SSN
10. Notes Enter anything that would help identify this work
11. Max Ant. Enter the max anmpunt you are willing to pay
Opti ons:
# line Add # Delete # Exi t Print Headi ng Copy ? help

J

Thefirst screen of the template displays two columns. The first column
lists the field names as they appear on the ILL Request/Entry Update
screen. The second column displays the help message that appears near
the bottom of the screen when the user entersthefield.
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Add #

Delete #

Heading

Copy

For new templ ates, use Add #to add afield. The system promptsyou for
aline number. Enter 1. (When your template is attached to the GEN
template this field will appear on the ILL Request/Entry screen starting
at line 7.) If the line number duplicates an existing number, the system
adds a new line after the existing number and re-numbers the remaining
lines.

For new templates, use Delete # to remove afield. The system prompts
you for the line number. The system deletes the line and re-numbers the
remaining lines.

Use the Heading option to edit the description that appearsin the OPAC
for this material type code. The heading text also displays at the top of
this screen.

Use Copy to duplicate atemplate. The system prompts you for the
request material type (Request template code) to copy from. Enter the
code for the old template.
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Adding a Field
You reached this screen by entering aline number from the second
screen, or by using the Add # option.
4 )
ILL Tenplate - [ARTICLE}
Field 1
L Field nae ¢ Jownal Title
2. Hel p nessage : Enter the Journal Title
3. Export field name : bib_titl
4. Mandatory? Y
5. Validation (C D V)
6. Valid entries (if type V)
7. CODES prefix (if type O
8. MARC tag : 245
9. MARC i ndi cat or ;10
10. MARC subfield T a
11. Is this the title field? : N
12. Is this the author field? : N
Opti ons:
# line Line by line Exit Print ? help
. J
1. Field name The display label for thefield.
2. Help message Displays at the bottom of the screen when the request is entered.
3. Export field name Used for export to an external 1LL package such as AVISO. Type ??for a
list of valid fields.
4. Mandatory? Specifies whether aresponse must be entered in thisfield. Typically
used for Title.
5. Validation (C,D,V) Specifies the type of validation checking, such as a codes (C) file, date

(D), or pattern (V).

6. Valid entries (if type Enter the valid match patterns.
V)
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7. CODES prefix (if type
C)

8. MARC tag

9. MARC indicator

10. MARC subfield

11. Is this the title field?

12. Is this the author
field?

Enter the coDES prefix to be validated. For example, if thefield isfor the
institution code, enter INSTITUTION. NOTE: Thisis primarily for the defi-
nition of the GEN template.

The tag of the MARC field which supplies the information if the request
information is made from the OPAC item display screen.

The indicator of the mARc field which supplies the information if the
request information is made from the OPAC item display screen.

The subfield of the MARC field which supplies the information if the
request information is made from the OPAC item display screen.

ILL requests are indexed on Title and Author. Only one Title and one
Author field can be indexed. Answering Y indicates that thisis the title-
indexed field. Each template must have onefield flagged for indexing by
Title.

ILL requests are indexed on Title and Author. Only one Title and one
Author field can be indexed. Answering Y indicates that thisis the
Author-indexed field. Each template must have one field flagged for
indexing by Author.
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Request Types (Cl RT)

Request Types define the single letter codes that are used to specify the
way that the ILL request (ILL REQUEST/ENTRY UPDATE screen) will be
satisfied.

Request types

Nurmber of records : 18

Code Descri ption of code
Copy with binding margins
Copy of microform
Docunent delivery
Fax

Film

Loan

Loan of microform
O her

Conputer files

Audi o

Vi deo

Phot ocopy

@ N GOAWN R

X<CxmOZLr—mTMmooOow

Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit

\_ J

When acodeis selected, the following screen is displayed. Non-circu-
lating items are not normally assigned barcodes.
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1. Description

Opti ons:
? help # line

Request type :

2. Circulate (1 =

Request types

Copy with Binding nmargins
YES)

Line by line Copy Print Del ete Exi t

NOTE: Field 2 isfor information only.
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ILL OPAC/CAT Setup (Cl CS)

Defines:

» the number of days after which the item is no longer required

» thereguest types (delivery formats) available for patron-entered ILL

requests
» thematerial types available for patron-entered ILL requests
» theLcN of the bibliographic record used for ILL
» the messages displayed to OPAC patrons

/ I LL OPAC/ CAT setup \
CONTROL | TEM : CI RC. | LL. CONTROL
1. Request duration in days ;14
2. Request types for patrons : L, X, F,OC MR DOG F
3. Request tenplates for patrons . BK, SE, ARTI CLE, THESI S, VI D
4. |ILL Bibliographic LCN : 10025539
5. Message for patrons : To create an |LL Request, please en+
6. MAIN Db tenplate - BK naterial : BK = Books
7. MAIN Db tenplate - AM materi al : AM 2 = Manuscripts
8. MAIN Db tenplate - CF materi al : CF = Conputer Files
9. MAIN Db tenplate - MP nmaterial :
10. MAIN Db tenplate - MJ naterial
11. MAIN Db tenplate - VM materi al :
12. MAIN Db tenplate - SE naterial : SE = Serials
Opt i ons:
? help # line Line by line Print Exi t
. J

1. Request duration in

Enter the number of days allotted to fill the ILL request. After thistime,

days the request will be cancelled. Provides a default for all requests.
2. Request types for Enter a code. Separate each code in the list by commas.
atron
P Request types displayed to the patron when they make arequest in orPaC.
For example, the patron may ask that the item is delivered as a photo-
copy, amicroform, or fax. Request types are maintained in Reguest
Types (Cl RT).
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3. Request templates
for patrons

4. ILL Bibliographic
LCN

5. Message for patrons

6.-12. MAIN Db
templates

Templates corresponding to the types of loan materials displayed to the
patron when they make arequest in orac. For example, the item may be
abook, journal article, or acomputer file. Material types are maintained
in Request Template Editor (Cl RTE).

LCN of the bibliographic item created to handle ILL requests.

Instructions displayed to the patron when they use the ILL request option
in OPAC.

Thesefields allow the library to specify the code for the template that
displays when the patron uses the ILL Request option on the orac Brief
or Full Display. ADVANCE reads the material typeinthe MARC record and
automatically displays the template defined for that material type. If
nothing is entered in the field for a given material type, the system
prompts the patron to select a material type code.
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Supplying Library Codes (Cl LC)

Library Codesidentify thelending institutions that may supply theitems
reguested on inter-library loan. The information entered in thistableis
used for your reference and is not used by the system.

1. Select Library Codes (Cl LC).

LI BRARY CODES
Nurmber of records :
Code Descri ption of code
1. CaNLC National Library of Canada
2. CaOnT Uni versity of Toronto Library
3. CaOnw Uni versity of Waterloo Library
4. CaOn\e Uni versity of Western Ontario
5. CaUBC University of British Colunbia Library
6. UuYtrd Uni versity of University
7. UWyTfDw Uni versity of Tennesse
Opti ons:
? help Add item # line Print For war d Backwar d Search junp
Exit

E-22

2. Select Add itemto add anew library code.
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LI BRARY CODE :

Li brary Name
NUC Synbol

Address Line 1
Address Line 2
Address Line 3
Post Code

Tel ephone

Fax Nunber
Emai | Address
Cont act Name

PoOwoNOoOGAWDNE

e

Opti ons:
? help # line

-

LI BRARY CODES
CaOnT

University of Toronto Library
CaOnT

| LANET Mail Box ID: ila@or.edu

Si gmund Sanuel Library
| LL Depart nent

Toronto, Ontario

N3L 5G5

517- 588- 3456

588- 3455

ila@or. edu

Tory Hide

Line by line Copy Print Del ete

Exi t

J

All fields accept one line of text information. This datais for your infor-
mation only and is not used by the system.
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Requests from OPAC

You can make an ILL request from:

Requests from the
Search Selection

Screen

E-24

» the Search Selection screen, using the Make ILL request option

» the PATRON RECORD INQUIRY screen, using the Review ILL option

» Brief or Full Display, using the ILL Request option.

Select Make ILL request from the Search Selection screen. ThelLL
Request Entry screen appears.

/

-

Wel c ome t o
LOOK FOR THE FI RST WORD I N THE:
Subj ect
Title
Aut hor
Per sonal Nane
Cor porate Name
Conf erence Nane
Series
Al'l of the Above
Cal I Nunber

DI RECT KEY SEARCHES:

| SBN/ | SSN
CODEN

LCCN

Control Number
LCN

Musi ¢ Publ i sher Nunber

Sel ect your choice using the <SPACEBAR> or Arrow Keys,
type “?” then press <ENTER>.

For HELP,

t

h

e

Onl i ne Catal ogue
LOOK FOR ANY WORD I N THE:
Subj ect
Title

Aut hor

Not es

Series

Al of the above

Expert search

Search | AC Dat abase

Search ABl Dat abase
RESERVE DOCUMENTS:

Title

Aut hor

Patron Inquiry

Course Details

Make |LL request

then press <ENTER>.
To EXIT,

type “E’ then press <ENTER>.

J
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Requests from OPAC

I LL Request Entry MASTER

To create an | LL Request, please enter your Library Card Nunber

at the pronpt and press <ENTER>.

To EXIT without creating a request, |leave the field enpty and
press <ENTER>.

Pl ease enter your library card barcode or <ENTER> :

3. Enter abarcode.

4. If patron security is set up for further identification, additional
prompts will appear. (Use the opaC PORT CONTROL (OPC) to specify
Security measures in OPAC.)

5. The system prompts: Sel ect | LL Request Materi al Type.
For example, select Ser i al s from this screen.

I LL Request Entry MASTER
<< Sel ect Request Material Type >>

1) Books

2) Serials

3) Theses

4) Technical Report

Pl ease select the type of material and press <ENTER>

- /
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6. Select amateria type. The Select ILL Request Type screen appears.
For example, select Photocopy from this screen.

ILL Request Entry MASTER

<< Select ILL Request Type >>

1) Loan

2) Phot ocopy

3) Fax

4) O her

5) Copy of microform
6) Loan of microform
7) Conmputer files

8) Map

9) Fax

Pl ease sel ect the type of ILL request and press <ENTER>

- J

7. TheILL REQUEST ENTRY/UPDATE SCreen appears.

/ I LL REQUEST ENTRY/ UPDATE \
I LL Request No : 1000481 Current Status : 000 I DLE
Created Date : 04 MAR 1996 Last Updated Date : 04 MAR 1996
Created By User ID: MASTER Last Update Userl|D: STAFF
Pat ron Bar code : 20000002002222 Pat ron Nane : JONES

1. Date Required : 18 MAR 1996

2. Request Type : X - Photocopy

3. Mark RUSH 0

4. Journal Title : BYTE

5. Issue Details : Vol. 19, No 3

6. Article Author: Reinhardt, Andy

7. Article Title : Building the Data H ghway
8. Pages . 46-74

9. Pub Pl ace . Peterborough, NH

10. Pub Name : MeGawHill, Inc.

11. Pub Date : March 1994

12. I SSN : 0360-5280

13. Notes :

Opti ons:

? help #line Line by line File Exi t

. J
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Display Fields

ILL Request No

Current Status

Created Date

Last Updated Date

Created By User ID

Last Update UserID

Patron Barcode

Patron Name

Updateable Fields

1. Date Required

2. Request Type

3. Mark RUSH

Circulation User’s Guide

Some updateabl e fields are dependent on format, either book or serials.

System generated number.
The status of the request.
Date the request was entered on the system.

Date when the status was changed either by the system or by someone
using the Update status option to manually change the status.

The ADVANCE signon identification of the person who created the
request.

The ADVANCE signon identification of the person who last updated the
request.

The barcode of the patron who made the request.

The name of the patron who made the request.

Generated from the number of days entered in field 1 on the ILL oPac/
CAT SETUP (Cl CS) screen. You may edit thisfield to insert your required
date. Enter adate in the format Mm/DD/YY.

Defaults to the Request Type entered. Enter ??to browse alist of
Request Types.

Enter 1 to mark this request rush. Currently used for export only.
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Example: Serials Request

Updateable Fields - Serials Format

4. Journal Title

5. Issue Details

6. Article Author

7. Article Title

8. Pages

9. Pub Place

10. Pub Name

11. Pub Date

12. ISSN

13. Notes

E-28

Required. Enter the journal title.

Required. Enter the volume and issue number.

Enter the name of the author: last name, first name.
Required. Enter the title of the article.

Enter the page range of the article requested.

Enter the name of the city where the article was published.
Enter the name of the publishing house.

Enter the date the article was published (month, year, and, if applicable
the week/day).

Enter the 1SSN information.

Add any additional notes that might help locate the article.
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Example: Book
Request

4 )

I LL REQUEST ENTRY/ UPDATE
I LL Request No : 1000483 Current Status : 000 I DLE
Created Date : 04 MAR 1996 Last Updated Date : 04 MAR 1996
Created By User ID: MASTER Last Update Userl|D: STAFF
Pat ron Bar code : 20000002002222 Pat ron Nane : JONES
1. Date Required : 18 MAR 1996
2. Request Type : L - Loan
3. Mark RUSH 0
4. Aut hor . SEl DEL
5. Title : REGENERATION I N M XED CONI FER CLEARCUTS I N THE CASCASE RAN
6. Edition 1
7. Pub Pl ace : PORTLAND, OR
8. Pub Name : DEPT. OF AGRI CULTURE
9. Pub Date : 1979
10. LCCN :
11. 1 SBN
12. Notes
Opt i ons:
? help #line Line by line File Exi t
. J

Updateable Fields - Book Format

3. Author Enter the author’s name.

4. Title Required. Enter the title of the book.

5. Edition Enter the edition of the book.

6. Pub Place Enter the name of the place where the item was published.
7. Pub Name Enter the name of the publisher.

8. Pub Date Enter the date the item was published.

9.LCCN Enter the LCCN of the book.
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10. ISBN Enter the ISBN of the book.

11. Notes Add any additional notes that might help locate the article.
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Requests from OPAC

Request from Patron Inquiry

Patrons can display their ILL requestsif the Allow patronsto review ILL
requestsis set to yesin OPAC Port Control (OPC).

1. Select Patron Display from the ONLINE CATALOGUE MASTER MENU.
The PATRON RECORD INQUIRY SCreen appears.

DD MW 19YY Geac ADVANCE Library System (#. ##) STAFF ILL
11: 48 Your Library Nane
PATRON I NQUI RY

Pl ease enter your library card barcode or <ENTER> :

2. Enter abarcode number.
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4 )

PATRON RECORD | NQUI RY

Patron Barcode..: 20000002001173 Last Update: 07/06/95

Last Trans.: 07/17/95

1. Nane (Last, F M: MEHL, TRENT ERI C Regi stered : 07/06/95
2. Address.........: HAWEY HALL 423

3. Zip/Postal Code.: PlIONEER TRAIL, OR 97331

4. Phone Nunber(s).:

5. Address 2.......: 1299 MARCY LOOP

6. Zip/ Postal Code.: 97527 14. Password...: ####

7. Personal ID.....: 541969757 15. Hone Inst..:

8. ID Type.........: SSN 16. Hone Subl . .:

9. Patron Code.....: S-Student 17. Housebound (Y/N) ? : N
10. Expiration Date.: 31 DEC 1995
11. Comments........:

12. Rte. Recipient..: N
13. Rte. Location...:
Opti ons:
Li st hol ds Itemlist Revi ew | LL Exi t ? help

. J

3. Select the Review ILL option. The BROWSE ILL REQUESTS BY
PATRON screen appears. Requests display in chronological order
from the oldest to most recent.

E-32 Circulation User’s Guide (September 2000)



Requests from OPAC

BROWSE | LL REQUESTS BY PATRON
Patron Barcode: 20000002001173 Patron Name: MEHL, TRENT ERIC
# Request Titl e Requested Supp Lib Status Dat e
1. 1000060 AN EVALUATI ON OF THE SLASH (1)+ CEN COVPLETED 07/ 06/ 95
2. 1000064 THE GRI ZZLY I N THE SOUTHWEST: D+ CHI NCH | DLE 07/ 06/ 95
3. 1000070 ANCI ENT ENVI RONMENTS AND THE |+ CEN I DLE 07/ 07/ 95
Opti ons:
#item Add item Exit ? help
Display Fields

Patron Barcode

Patron Name

Request

Title Requested

Supp Lib

Status

Date

Circulation User’s Guide

The barcode number as entered.
System supplied name from the Patron Registration screen.
Line number of theitem.

System generated request number assigned to the ILL request when the
request was created.

Thetitle of the item requested.
The Library Code of the supplying institution.
The status of the ILL request as of the date indicated in the Date field.

The date when the status was last changed.
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Options

Add item Displaysthe BROWSE ILL REQUESTSBY PATRON screen. The system
prompts: Pl ease sel ect the type of material and
press <ENTER>. After you select arequest type, the ILL REQUEST
ENTRY/UPDATE screen appears. Complete your request and File.
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Requests from Brief/Full Display

If the oPAC PORT CONTROL (OPC) tableis set up to allow patronsto copy
database bibliographic information into an ILL Request, the ILL request
option becomes available at the OPAC Brief and Full Displays. If used,
ADVANCE copies the information from the current display into the ILL
reguest template.

Select ILL request to obtain the ILL Request Entry screen.

/ Main Online Catal ogue - BRI EF Dl SPLAY (1 of 1 titles)
Nunber of holdings :1
AUTHOR :Robbins, WlliamG
TI TLE : The Oregon environnment: devel opment vs. preservation, 1905-1950
/ by WIlliam G Robbins.
SUBJECT : Conservation of natural resources -- Oregon -- History
SERI ES :Man's activities as related to environmental quality in
Oregon;
LANGUAGE : ENGLI SH
CAMPUS LI BRARY COLLECTI ON/ CALL NUMBER STATUS/ DUE DATE
1. ACAD CAML HC107. O73 E58 In Library
Last Page
Opti ons:
#item Full display Prior screen Ext end search Limt list Qut put
MARC  Hol ds ILL request O der display Revi ew sear ch OPAC par s
New sear ch Reset ? help

N /

If thereisarequest template specified in iLL oPac/CAT Setup (Cl CS) for
thisitem’'s material type, the system skips the prompt for Request Mate-
rial Type, and displays the Request type prompt. If not, the system
promptsfirst for Request Materia type, then Request Type, as described
in Requests from the Search Selection Screen on page E-24.

Once the Request Type is selected, the ILL REQUEST/ENTRY UPDATE
screen isdisplayed with data from the bibliographic record filled in. Use
the File option to file the request. The patron is returned to the OPAC
Brief or Full Display.
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Request Entry/Update (Cl RE)

Access

E-36

Use Request Entry/Update (Cl RE) for:

» searching current requests

» changing new ILL requests

e cregting new ILL requests

e monitoring the status of ILL requests.

1. SelectILL Maintenance (Cl LL) fromthe General Circulation Menu.
The ILL Maintenance screen appears.

2. Select Request Entry/Update (Cl RE). The ILL REQUEST UPDATE
screen appears. (For information on setting up Library Codes, see
ILL Maintenance Setup on page E-12.)

-

| LL REQUEST UPDATE MASTER
Enter the type of request retrieval:
CUR Search existing requests ARC Search archived requests
NEW Create new request

Enter option :

Enter the code and optional search string (eg. CUR A=TWAI N
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Searching Current Requests

1. Select Search existing requests (CUR) from the ILL REQUEST
UPDATE screen. The ILL Current Request Search Entry screen

appears.

_)>—|'U(£)‘%8

\_

Browse
Br owse
Browse
Br owse
Browse
Br owse
Browse

ILL Current Request Search Entry
ENTER type of search

requests
requests
requests
requests
requests
requests
requests

Enter option=

request #
reference #
st at us
patrons
title

aut hor
institution

Enter the search code and string (eg A=TWAIN),

or <ENTER> to exit

MASTER

J

Browse requests by
request #

Browse requests by
reference #

2. Select a search method. The search entry screen is common to both

current and archive searches.

Enter RQ =[ nnnnnn] .

Displays achronological list of all requests at the request number
nearest to the one entered. Request numbers are assigned by the system
when arequest is made.

Enter RF =[ nnnnnn] .

Displays abrowse list of all reference numbers associated with ILL
requests. The reference number isassigned by thelending institution and
must be entered into the system from the ILL REQUEST ENTRY/UPDATE

screen before it can be searched.
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Browse requests by
status

Browse requests by
patrons

Browse requests by title

Browse requests by
author

Browse requests by
institution

E-38

Enter ST =[ nnn] where nnnisthe status code.

Enter 7?to see alist of statuses and status codes. Use this search method
to see new requests (ST = 000), or to review requests that have a partic-
ular status. Status codes are provided by the system and cannot be
changed. No status code table maintenance is provided.

Enter P = [ xxxxxx] .

You can enter a patron barcode or browse by name. This search displays
alist of al the requests made by the patron. If the patron name does not
match exactly an existing name, abrowse list of names that are al phabet-
ical close to the name entered appears.

Enter T=[ XXXX XXXXXX X XXX].

If atitle matches the search request exactly, the ILL REQUEST ENTRY/
UPDATE screen appears. If the search regquest does not produce an exact
match, abrowselist of ILL titlesthat are alphabetically closeto the title
entered appears.

Enter A = [ xXxxxx] .

If an author matches the search request exactly, the ILL REQUEST
ENTRY/UPDATE screen appears. If the search request does not produce
an exact match, abrowselist of ILL authors that are alphabetically close
to the author entered appears.

Enter | = [ xxx] where xxx isadefined institution code (not alending
institution). Theinstitution code is defined by CHIC codes.

This search displays alist of the requests made by the institution.

If aninvalid institution code is entered, a browselist shows the INSTITU-
TION CODES screen. If you do not enter an institution code, the system
displaysthelLL BROWSELIST - BY REQUEST NUMBER. Thisisalist of
all the requests made by all institutions.
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DD MW YY I LL BROWSE LI ST MASTER

Institution: Al Institutions

Code: 000 Descri ption: No Description Found
Request Status Li brary Act Date Title Aut hor
1. 1000042 |IDLE 28 JUN 95 The future of wo+Fields, Rona M
2. 1000041 |IDLE 28 JUN 95 The conpl et e boo+Kunt zl enan, Char+
3. 1000054 |DLE 30 JUN 95 The grizzly in t+Brown, David E. +

** Last Screen **
Opti ons:
# line Search junp Exi t New sear ch ? help

- J
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Changing the Request Status

The status of arequest ismaintained by library staff. When arequest has
been sent to apotential lending institution, you should change the status
of the request from idle to sent.

NOTE: ILL adds some statuses automatically, such as checked-out,
renewed, overdue, and completed (returned). Other statuses must be
added manually.

1. From the BROWSE LIST screen, select aline number. ThelLL
REQUEST ENTRY/UPDATE screen appears.

/ I LL REQUEST ENTRY/ UPDATE \
I LL Request No : 1000041 Current Status : 000 I DLE
Created Date : 28 JUN 1995 Last Updated Date : 10 JUL 1995
Created By User ID: RKF Last Update User|D: MASTER
Pat r on Bar code :29999900007763 Pat ron Nane : Zackary, WIliam
1. Reference #s : 2. Date Required : 08/07/95
3. Library : 4. Request Type : L - Loan
5. Mark RUSH 0 6. Institution : PUB - PUBLIC LI BRA
7. Piece Number :
8. Aut hor : Kuntzleman, Charles T.
9. Title : The conpl ete book of wal king /
10. Edition :
11. Pub Pl ace : New York :
12. Pub Nane : Sinon and Schuster,
13. Pub Date : [c1978]
14. LCCN : 78078065
15. I SBN : 0671247727 :
16. Notes :
Opti ons:
? help # line Line by line St at us File Recei ve Del ete Exi t
- J

2. Select Satus. The ILL REQUEST ENTRY/UPDATE screen appears.
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4 )

I LL REQUEST ENTRY/ UPDATE
I LL Request No : 1000041 Current Status : 000 IDLE
Created Date : 28 JUN 1995 Last Updated Date : 10 JUL 1995
Created By User |ID: STAFF Last Update User|D: STAFF
Pat ron Bar code ©29999900007763 Pat ron Name ;. Zackary, WIIliam
<< I LL TRANSACTI ON STATUS H STORY >>
STATUS DATE USER | D Conment/ Not e

1. 000 IDLE 28 JUN 1995 STAFF  Patron entered request
Opti ons:

? help # line Updat e status Delete #  Accept Exi t

3. Select Update status. The ILL REQUEST ENTRY/UPDATE screen re-
appears with the cursor positioned above line 1.

4. Enter astatus code and <ENTER>. You may add other informationin
the comment field. <ENTER>.

I LL REQUEST ENTRY/ UPDATE
I LL Request No : 1000079 Current Status : 000 IDLE
Created Date : 11 JuL 1995 Last Updated Date : 11 JUL 1995
Created By User |ID: STAFF Last Update User|D: STAFF
Pat ron Bar code : 20000002001111 Pat ron Name : Zachary, WIIliam
<< | LL TRANSACTI ON STATUS HI STORY >>
STATUS DATE USER | D Conment / Not e
010 SENT 11 JUL 1995 STAFF
1. 000 IDLE 11 JUL 1995 STAFF Patron entered request

5. Select Accept.
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s

-

I LL REQUEST ENTRY/ UPDATE
I LL Request No 1000079 Current Status 000 | DLE
Created Date : 11 JUL 1995 Last Updated Date : 11 JUL 1995
Created By User ID: STAFF Last Update Userl|D: STAFF
Pat r on Bar code 20000002001111 Pat ron Nane Zachary, WIIliam
<< | LL TRANSACTI ON STATUS H STORY >>
STATUS DATE USER | D Comrment/ Not e

1. 010 SENT 11 JUL 1995 STAFF

2. 000 IDLE 11 JUL 1995 STAFF Patron entered request
Opt i ons:

? help # line Update status Del ete #  Accept Exi t

E-42
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Creating New Requests

1. Select Request Update (CI RE) from ILL Maintenance (CILL) screen.

2. Attheprompt, enter NEWThe Ent er Pat r on Nane or Bar code
prompt appears.

| LL REQUEST UPDATE

Enter the type of request retrieval:
CUR Search existing requests

NEW Create new request

Enter option : NEW

Enter the code and optional search string (eg. CUR A=TWAI N)

ARC Search archived requests

STAFF

-

REQUEST UPDATE

STAFF

Enter Patron Nanme or Barcode:

20000002002222

<< Select ILL Material Type >>

1) Books
2) Serials
3) Theses

4) Video/visual nedia

Pl ease select the type of naterial and press <ENTER> 1
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Enter a patron name or barcode.

4. Thesystemprompts: Sel ect |LL Material Type.
Select amaterial type. The ILL REQUEST ENTRY/UPDATE screen
appears.
| LL REQUEST ENTRY/ UPDATE
| LL Request No ;1000097 Current Status : 000 I DLE
Created Date : 17 JUL 1995 Last Updated Date : 17 JUL 1995
Created By User ID: STAFF Last Update Userl|D: STAFF
Pat r on Bar code : 20000002002222 Pat ron Nane : Zachary, WIliam
1. Reference #s : X9006 2. Date Required : 08/26/95
3. Library . CEN 4. Request Type : L - Loan
5. Mark RUSH 0 6. Institution : ILL - ILL departne
7. Piece Nunber : 39999000000101
8. Aut hor : HALFORD
9. Title : THE DRY-FLY MAN S HANDBOOK: A COVPLETE MANUAL, | NCLUDI NG T+
10. Edition :
11. Pub Pl ace : LONDON
12. Pub Nane : G ROUTLEDGE & SONS, LIM TED
13. Pub Date © 1913
14. LCCN
15. 1 SBN
16. Notes
Opti ons:
? help #line Line by line File Recei ve Del ete Exi t
6. Enter the information requested and File.
Display Fields

ILL Request No

Current Status

Created Date

Last Updated Date

E-44

System generated.

The status of the request. Use the Update status option to update the
status manually.

Date the request was entered on the system.

Date when the status was updated either by the system or when the

Update status option was used to manually update the status.
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Created By User ID

Last Update UserID

Patron Barcode

Patron Name

The ADVANCE signon identification of the person who created the
request.

The ADVANCE signon identification of the person who last updated the
request.

The barcode of the patron who has made the request.

The name of the patron who made the request.

Updateable Fields - Independent of Format

1. Reference #s

2. Date Required

3. Library

4. Request Type

5. Mark RUSH

6. Institution

7. Piece Number

Enter any external reference numbers that were supplied by lending
libraries. Separate multiple entries with commas.

Date theitemis required. Calculated from the number of days specified
in Field 1 onthe ILL OPAC/CAT Setup (Cl CS) screen. Edit thisfield by
entering adate in the system format (for example, MM/DD/YY).

Enter the Library Code (as defined in ILL) for the supplying library.
Enter the single | etter request type code or enter ??to browse alist.
Enter 1 or 0. 1 indicates a rush request.

Defaults to the patron’s Home Institution Code as defined on the Patron
Registration screen. If aninstitution code is not available from the patron
record, then the institution code defaults to that of the port.

Optional. Enter the placeholder barcode that will be assigned when the
item isreceived. If abarcodeis not entered, the system prompts for one
when the Receive option isused. The system supplies N/A for photocopy
requests.

Updateable Fields - Book Format

Thefieldsthat display are those defined for the bibliographic format of
the item being requested.
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8. Author

9. Title

10. Edition

11. Pub Place

12. Pub Name

13. Pub Date

14. LCCN

15. ISBN

16. Notes

Enter the author’s name.

Required. Enter the title of the book.

Enter the edition of the book.

Enter the name of the place where the item was published.
Enter the name of the publisher of the item.

Enter the date the item was published.

Enter the LCCN of the book.

Enter the 1SBN of the book.

Information provided by the patron that will assist in identifying the
work required.

Updateable Fields - Serials Format Fields

8. Journal Title

9. Issue Details

10. Article Author

11. Article Title

12. Pages

13. Pub Place

14. Pub name

15. Pub Date

E-46

Required. Enter the journal title.

Required. Enter the volume and issue number.

Enter the name of the author: last name, first name.
Required. Enter the title of the article.

Enter the page range of the article requested.

Enter the name of the city where the article was published.
Enter the name of the publishing house.

Enter the date (month, year, and, if applicable the week/day) the article
was published.
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16. ISSN Enter the ISSN information.
17. Notes Information provided by the patron that will assist in identifying the
work required.
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Receiving

When an ILL item arrives from the supplying library:

it must be received by the ILL module

abarcode must be assigned (if this has not been previously assigned)
if theitem isto be circulated. NOTE: If abarcode is not assigned, the
system will not generate a notice.

the patron who has requested the item must be contacted.

-

I LL REQUEST ENTRY/ UPDATE
I LL Request No : 1000097 Current Status 000 | DLE
Created Date : 17 JUL 1995 Last Updated Date : 17 JUL 1995
Created By User ID: STAFF Last Update Userl|D: STAFF
Pat r on Bar code : 20000002002222 Pat ron Nane : Zachary, WIliam
1. Reference #s X9006 2. Date Required : 08/26/95
3. Library CEN 4. Request Type L - Loan
5. Mark RUSH 0 6. Institution ILL - ILL departne
7. Piece Number
8. Aut hor HALFORD
9. Title THE DRY- FLY MAN' S HANDBOOK: A COVPLETE MANUAL, | NCLUDI NG T+
10. Edition
11. Pub Pl ace LONDON
12. Pub Nane G ROUTLEDGE & SONS, LIM TED
13. Pub Date 1913
14. LCCN
15. I SBN
16. Notes
Opt i ons:
? help #line Line by line St at us File Recei ve Del ete Exi t
J
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Select Receive.
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I LL Request No
Created Date

Created By User
Pat ron Bar code

1. Reference #s
3. Library

5. Mark RUSH

7. Piece Nunber
8. Aut hor

9. Title

10. Edition

11. Pub Pl ace
12. Pub Nane

13. Pub Date

14. LCCN

15. 1 SBN

16. Notes

N

1000097 Current Status : 000 I DLE
17 JUuL 1995 Last Updated Date : 17 JUL 1995

I D STAFF Last Update User|D: STAFF
20000002002222 Pat ron Name : Zachary, WIIliam
X9006 2. Date Required : 08/26/95
CEN 4. Request Type : L - Loan
0 6. Institution : ILL - ILL departne
HALFORD

Enter Library: CEN

~

| LL REQUEST ENTRY/ UPDATE

THE DRY-FLY MAN S HANDBOOK: A COVPLETE MANUAL, | NCLUDI NG T+

LONDON
G ROUTLEDGE & SONS, LIM TED
1913

The system prompts: Ent er Li brary.

If alending library has been previoudly identified, the prompt
contains the code for that library.

Enter alibrary code; or if acode has already been entered <ENTER>.
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[ I LL REQUEST ENTRY/ UPDATE \
I LL Request No : 1000097 Current Status : 000 I DLE
Created Date ;17 JuL 1995 Last Updated Date : 17 JUL 1995
Created By User |ID: STAFF Last Update User|D: STAFF
Pat ron Bar code : 20000002002222 Pat ron Name : Zachary, WIliam
1. Reference #s : X9006 2. Date Required : 08/26/95
3. Library . CEN 4. Request Type : L - Loan
5. Mark RUSH 0 6. Institution : ILL - ILL departne
7. Piece Nunber
8. Aut hor . HALFORD
9. Title : THE DRY-FLY MAN S HANDBOOK: A COVPLETE MANUAL, | NCLUDI NG T+
10. Edition :
11. Pub Pl ace : LONDON
12. Pub Nane . G ROUTLEDGE & SONS, LIM TED
13. Pub Date : 1913
14. LCCN :
15. 1 SBN
16. Notes
Enter pl acehol der barcode (if itemis circulated): 39999000000101

. J

4. If abarcode has not been entered the system prompts:
Ent er pl acehol der barcode (if itemis circulated):
If a barcode was entered previously in the Piece Number field, this
prompt (screen) is skipped.

NOTE: You may want to reserve both renewabl e and non-renewable
barcodes for ILL purposes. Whether an item isrenewable is deter-
mined by the Circulation Code entered in the Placehol der piece
linked to the ILL Bibliographic Record.

5. ThelLL REQUEST ENTRY/UPDATE screen appears and the current
status displays as ITEM RECEIVED.
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[ I LL REQUEST ENTRY/ UPDATE \
I LL Request No 1000097 Current Status : 080 | TEM RECI EVED
Created Date : 17 JUL 1995 Last Updated Date : 17 JUL 1995
Created By User ID: STAFF Last Update Userl|D: STAFF
Pat r on Bar code : 20000002002222 Pat ron Nane : Zachary, WIliam

1. Reference #s X9006 2. Date Required : 08/26/95
3. Library CEN 4. Request Type : L - Loan
5. Mark RUSH 0 6. Institution : ILL - ILL departne
7. Piece Nunmber
8. Aut hor HALFORD
9. Title THE DRY- FLY MAN' S HANDBOOK: A COVPLETE MANUAL, | NCLUDI NG T+
10. Edition
11. Pub Pl ace LONDON
12. Pub Nane G ROUTLEDGE & SONS, LIM TED
13. Pub Date 1913
14. LCCN
15. I SBN
16. Notes
Opt i ons:
? help #line Line by line St at us File Del ete Exi t
- J
6. Select File.
Notices Contact notices are generated using whatever procedures are specified in

your Circulation system. (Hold Pickup noticesfor ILL items are gener-
ated for ILL items which have been assigned barcodes during ILL
receiving, based on library setup for Hold Pickup notices.) When patrons
check out ILL items, the normal notice cycle goes into effect. You may

want to define specific Hold Codes and notice formats for ILL items.
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Checkout

E-52

You may specify that ILL items can only be checked out and checked in
from specific ports that have been defined as ILL ports. See Chapter 3,
Port Control, of the Circulation Management Guide.

When apatron has ILL itemswaiting, theitemsareincluded in the block
and hold counts displayed on the CIRCULATION CHECKOUT screen.

01: 30PM Cl RCULATI ON CHECKOUT DD MW YY

Ent er Patron Name or Barcode : 20000002002222 Zachary, WII|iam
Bl ocks : 1 Fines : 0.00 Items out : O Holds : 1

| TEM TITLE DUE

Enter | LL <ENTER> to display the BROWSE ILL REQUESTS BY
PATRON screen.
BROWSE | LL REQUESTS BY PATRON

Patron Barcode: 20000002002222 Patron Name: Zachary, WIIliam
# Request Titl e Requested Supp Lib Status Dat e
1. 1000075 THE DRY-FLY MAN S HANDBOOK CEN COVMPLETED 07/ 17/ 95
2. 1000076 DATABASE MANAGEMENT | N SCI ENCE+ CEN RENEVED -+ 07/ 11/ 95
Opti ons:
? help Add item Delete # Backwar d Forwar d # line Exi t
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11: 53AM Cl RCULATI ON CHECKOUT DD MW YY
Ent er Patron Nanme or Barcode : 20000002002222 Zachary, WIIliam
Blocks : 1 Fines : 0.00 Itens out : 2 Holds : O
| TEM TITLE DUE
1. 39999000000106 ILL itens 07-19-95
09: 00PM
2.

You may use the DUE: option to specify the exact due date and time
rather than allowing the system to calcul ate the due date based on the
Patron Group and Circulation Codes. Enter the placeholder barcode to

check out the ILL item.

Holds
ILL requests can be viewed from Holds Processing (HRT).
1. Select HRT. The HOLDS PROCESSING screen appears.

DD MW YYYY Geac ADVANCE Library System (#. ##) STAFF ILL
HH: MM Your Library Name

HOLDS PROCESSI NG

Enter Patron Name or Barcode: 20000002002222

2. Enter apatron name or barcode.
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DD MWM YYYY Geac ADVANCE Library System (#. ##) STAFF
HH: MM Your Library Name

HOLDS PROCESSI NG
Enter Patron Nane or Barcode : 20000002002222 Zachary, Wl Iiam
Bl ocks : 0 Fines : 0.00 Items out : O Holds : 2

Enter comnmand : |ILL

- Type in a statenment to search the database

- Type ‘'S to get to the OPAC search screen

- Type ‘B to check the patrons bl ocks

- Type ‘IT or ‘LIST" to view checked out itens

- Type ‘P to update the patron record

- Type ‘SH to show the holds for this patron

- Type ‘ILL" to review ILL requests for this patron
- Type ‘?" for a nore detailed help screen

3. Enterl LL.

4. The BROWSE ILL REQUESTSBY PATRON screen appears. ILL items

arelisted in chronological order, the oldest appearing first.

-

BROWSE | LL REQUESTS BY PATRON
Patron Barcode: 20000002002222 Patron Name: Zachary, WIIliam
# Request Titl e Requested Supp Lib Status Dat e
1. 1000075 THE DRY- FLY MAN S HANDBOCOK CEN COVWPLETED 07/17/95
2. 1000076 DATABASE MANAGEMENT | N SCI ENCE+ CEN RENEVED -+ 07/11/95
Opti ons:
? help Add item Delete # Backward Forward # line Exi t

-

5. Usethe Add item option to request additional ILL items.

E-54 Circulation User’s Guide (September 2000)



Checkout

Blocks

Received ILL items display as blocks and holds. The PATRON BLOCKS
screen also appears if you use TRANSACTION UPDATE (CTU) from the
PATRON CONTROL MENU. The Holds Available block indicatesthat ILL

items are waiting.

1. Select COUT. The CIRCULATION CHECKOUT screen appears.

2. Enter B at the item prompt (line number).

3. The PATRON BLOCKS screen appears.

N

01: 52PM PATRON BLOCKS

Ent er Patron nanme or barcode : 20000002002222 Zachary, W/l iam

#.# PATRON TRANSACTI ONS AMT. CNT
1 *** |temWaiting fromHold ***
1 ILL itens

2 ILL itens

** | AST SCREEN **
Opti ons:

DD MW YY

DATE

07-11-95
07-12-95

Accept paynent Add item On/off display Page # Del # range (#.#)

File Forwar d Backwar d Exi t ? help

/

TheILL itemsthat have been assigned placeholder barcodes display as

ILL items.

NOTE: Thetitleidentifier (ILL items) that displays comes from the ILL

Bibliographic record, 245 tag.
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Checkin

When the item barcode is entered at checkin, the system recognizes the
ILL item and automatically changes the status to completed in the ILL
module.

05: 03PM Cl RCULATI ON CHECKI N DD MW YY

Chargi ng Fines: Yes
Command or |tem Barcode:

Anount :
(Detailed Display Mde)

| TEM TITLE
39999000000106 ILL items

39999000000106 accept ed.

- J
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BROWSE | LL REQUESTS BY PATRON
Patron Barcode: 20000002002222 Patron Name: Zachary, WIIliam
# Request Titl e Requested Supp Lib Status Dat e
1. 1000075 THE DRY- FLY MAN' S HANDBOOK CEN COVPLETED 07/17/95
2. 1000076 DATABASE MANAGEMENT | N SCI ENCE+ CEN COWPLETED 07/11/95
Opti ons:
? help Add item Delete # Backward Forward # line Exi t

J

Completed requests are archived automatically and can be searched

using the ARC (Search Archived Requests) option from ILL Request
Update.
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Renewals

Whether aitem can be renewed is determined by the Circulation Code
that was attached to the item. (To designate an ILL item as non-renew-
able, you must assign it a barcode with a Circulation Code that is non-
renewable. Changing the ILL status to non-renewable has no effect on

checkout.)

To renew theILL item, either:
a. Wand the barcode at the item prompt in Checkout (COUT) , or
b. Usethe Renew ling(s) # option in Checkout (COUT).

For more information see, Renewals on page 8-1.
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Archiving

Archiving

The system automatically archives completed ILL requests, that is
reguests that have been checked out and checked in. Archived requests
can be searched in the same way as current requests. See Searching
Current Reguests on page E-37.

You can view archived information and add notes to status fields but
statuses cannot change.

DD MW YYLL BROWSE LI ST - BY TRANSACTI ON NO - ARCHI VE JOHN \
Institution: Univ
Trans No St at us Library Act Date Title Aut hor
1 1000023  COWPLETED GaNLC 27 JUN 95 A centennial h+ Kirincich, M +
** Last Screen **
Options: # line Forward Backward Search jump  EXxit New search  ? help
- J
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s

-

I LL ARCHI VE TRANSACTI ON DI SPLAY
I LL Request No 1000023 Current Status 400 COWPLETED
Created Date : 26 JUN 1995 Last Updated Date : 29 JUN 1995
Created By User ID: JOHN Last Update User|D: JOHN
Pat ron Bar code : 20000002003263 Pat ron Nane : GABER, JUNE EDNA
1. Reference #s 2. Date Required : 06/27/95
3. Library CaNLC 4. Request Type L - Loan
5. Mark RUSH 0 6. Institution AU - University of
7. Piece Number | LL- 0001
8. Aut hor Kirincich, M Stephen
9. Title A centennial history of Stellarton
10. Edition
11. Pub Pl ace Ant agoni sh, N. S.
12. Pub Nane Scotia Design Publication,
13. Pub Date c1990
14. LCCN
15. I SBN 0-920147-03-8
16. Notes bi p septenber 1991
Options:
? help St at us File Del ete Exi t

Options

Status Displays the status history window.

File Saves changes made in the Comment/Note field that is attached to the
STATUSfield.

Delete Removes the record from the archive.
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-

I'LL ARCHI VE TRANSACTI ON DI SPLAY

Current Status : 400 COMPLETED
Last Updated Date : 29 JUN 1995

Last Update User|D: JOHN

Pat ron Nane : GABER, JUNE EDNA

<< I LL TRANSACTI ON STATUS HI STORY >>

USER | D Conment / Not e

MEM
MVEM
MEM
JOHN
JOHN

I LL Request No : 1000023
Created Date : 26 JUN 1995
Created By User ID: JOHN
Pat ron Bar code 20000002003263
STATUS DATE
1. 400 COWPLETED 27 JUN 1995
2. 230 CHECKED QUT 27 JUN 1995
3. 080 I TEM RECI EV 27 JUN 1995
4. 010 REQUEST SEN 26 JUN 1995
5. 000 IDLE 26 JUN 1995
Opt i ons:
? help # line Accept Exi t

Staff entered request

~

Options

# line

Accept

Positions the cursor at the Comment/Note field. You can add a note but

cannot make other changes.

Temporarily saves changes made in the Comment/Note field that is

attached to the STATUSfield.
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ADVANCE — AVISO Interface (CAPD)

AVISO isan Inter-Library Loan software product. AvISO interacts with
ADVANCE in the following ways:

Transferring ILL
Requests to AVISO

Transferring ILL Status
Reports to ADVANCE

Transferring Patron
Information to AVISO

E-62

ILL requests created in ADVANCE from OPAC or the ILL request/entry
update screen can be transferred to AvISO.

The current status of requests can be transferred to ADVANCE.

Patron information can be transferred to AvIso to assist you if your
library enters requests directly in AviIso.

From AvIso, select search oPAC.
Login to ADVANCE.

This process may take some time depending on the size of the
ADVANCE ILL database, and whether the patron information is
included.

When the compl etion message appears, the requests may be loaded
into AVISO in the same manner as other AVISO requests.

From AvISO, select output OPAC status.
Login to ADVANCE.

When the process is complete, the status of ILL requests will be
available to ADVANCE users. (This processis quicker than transfer-
ring ILL requests.)

Thisinformation is automatically transferred with ILL requests. To
determine which patrons to transfer, run the aviso Patron Download
(CAPD) from the ILL MAINTENANCE Screen in ADVANCE before
requesting atransfer.
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ADVANCE — AVISO Interface (CAPD)

AVI SO Patron Downl oad
1. Send all patrons
2. Send all |LL capable patrons
3. Send specific patron group
4. Send specific patron
Opt i ons:
# line File Exi t ? help

1. Send all patrons

2. Send all ILL capable
patrons

3. Send specific patron
group

From this screen you can select which patrons should be included in the
AVIS0 patron database. As a patron or group of patrons is selected, their
download code appears on the right side of the screen. Up to 20 separate
codes can be entered. To enter more, run the program again.

If Avisoisinstalled in ADVANCE, each time patron information is
changed in Patron Registration (CPR), the patron record is marked for
download to AvISO the next time ILL requests are downl oaded.

NOTE: This screen merely selects patrons for download; the actual
download isinitiated by Aviso.

Transfer all patrons in ADVANCE to AVISO.

Transfer all patrons in ADVANCE to AvISO who belong to patron groups
with ILL access, or have ILL access because of an override in the Patron
Registration Second Screen (CPR).

Transfer all patronsin aspecific patron group in ADVANCE to AVISO. Type
??for alist of valid groups.
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4. Send specific patron  Enter the name or barcode of each patron to transfer to Aviso. This
option will result in the quickest processing because the entire Patron
file will not be scanned.
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Screen Index

A

ACCOUNTSRECEIVABLE, 3-34, 4-31, 9-4,
9-8, 9-9, 9-11
AVISO Patron Download, E-63

B

BRIEF DISPLAY, 6-20

C

Calendar of Bookings, C-18, C-21

CANCELLATION OF FLAGGED HOLDS,
11-61

CAPD (identifier for AVISO Patron Download),
E-63

CAR (identifier for accounts receivable), 9-4

CCT (identifier for Circulation Control Table),
3-8

CEH (identifier for Edit Holdings), 11-3

CFHC (identifier for Flagged Hold Cancellation),
11-60

CHBC (identifier for Housebound Patron History
Clear), 3-42

CHBD (identifier for Checkout History Display),
3-39

CHECK HOLD QUEUE STATUS, 6-19

CHOLD (identifier for Holds Control), 11-60

CHU (identifier for Holdings Update), 11-24

CICS(identifier for ILL OPAC/CAT Setup), E-20

CILC (identifier for Supplying Library Codes),
E-22

CIN (identifier for checkin function), 5-2

CIRC.CHECKOUT (PHONE), 4-53

CIRCULATION CHECKIN, 4-29, 5-2, C-28

CIRCULATION CHECKOUT, 3-18, 4-2, 8-1,
83, C-25

CIRCULATION CODE, C-12
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CIRCULATION CODESMENU, 3-8, 3-32

CIRCULATION CONTROL TABLE, 3-39

CIRCULATION FILE PURGE MENU, C-13

CIRCULATION TRANSACTION, 4-26

CIRCULATION TRANSACTION UPDATE,
331

CIRE (identifier for Request Entry/Update), E-36

CIRT (identifier for Request Types), E-18

CIRTE (identifier for Request Template Editor),
E-13

CITY - STATE/PROVINCE - ZIP/POSTAL
CODE EDIT, 3-5

CLOSED REGISTER REPORTS, 9-7

CLPC (identifier for Last Access Patron History),
11-55

CLPD (identifier for Last Access Patron History
Display), 11-55

CMHU (identifier for Mass Holdings Update),
11-20

CONFIGURATION CODES MENU, 3-8

CONVERSION ON THEFLY, 4-42, 4-43

COUT (identifier for Checkout), 3-18, 4-2

CPR - PATRON REGISTRATION
(HOUSEBOUND PATRON), 3-8

CPR (identifier for PATRON REGISTRATION),
3-2

CPSS (identifier for Patron Second Screen
Definition), 3-25

CRBNC (identifier for Add anew Courserecord),
10-11

CRBNI (identifier for Add a new Instructor
Record), 10-8, 10-9

CREL (identifier for recall checked out items),
7-2

CREM (identifier for Reserve Processing Main
Menu), 10-4, 10-9, 10-15

CRLM (identifier for Move Itemsinto RBR),
10-4, 10-28

CRSM (identifier for Reserve Setup Menu), 10-4,
10-8, 10-11
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Screen Index

CRUM (identifier for Move Items out of RBR),
10-4, 10-31

CRVC (identifier for Revolving Collection
Maintenance), 11-27

CTU (identifier for Circulation Transaction
Update), 3-31

F

FAST FINE PAYMENT, 3-22, 3-23

G

GENERAL CIRCULATION MENU, 3-2
GENERAL CODESMENU, 3-32

H

HELP OPTIONS FOR CHECKIN, 5-3

HOLD DETAIL SCREEN, 6-6, 6-18

HOLD QUEUE DISPLAY, 6-17, 6-20, C-30

HOLDINGSDISPLAY, 4-48, 4-52

HOLDINGS MAINTENANCE FUNCTIONS,
11-19

HOLDSBY PATRON, 4-24, 6-15, C-33

HOLDS FULL DETAIL SCREEN, 6-12

HOLDS PROCESSING, 4-24, 6-3

HOUSEBOUND PATRON CHECKOUT
HISTORY, 3-40, 3-41

HOUSEBOUND PATRON CHECKOUT
HISTORY CLEAR, 3-42, 3-43

HOUSEBOUND PATRON HISTORY
DISPLAY, 3-40

HOUSEBOUND PATRON HISTORY MENU,
3-39

HPH (identifier for Housebound Patron History
Menu), 3-42

HRT (identifier for Holds by Patron), 6-5

ICM (identifier for Item Control Menu), 11-1,
11-55, 11-60

Screen Index - 2

ILL MAINTENANCE, E-12

ILL OPAC/CAT Setup, E-20

ILL REQUEST ENTRY/UPDATE, E-40

ILL Template, E-14

ITEM ACTION UPDATE, 11-48, 11-50

ITEM ACTION UPDATEACTION CONTROL,
11-49

ITEM STATUSUPDATE, 11-49, 11-51, 11-52,
11-53

ITEM STATUSUPDATE STATUSCONTROL,
11-52

L

LAST PATRON CLEAR, 11-57, 11-58, 11-59
LAST PATRON DISPLAY, 11-56

LIBRARY CODES, E-22

LVIS Contact Time, 3-10

M

MASS HOLDINGS REINSTATEMENT, 11-24

MASS HOLDINGS UPDATE, 11-20, 11-21

MASTER MENU, A-2

MATERIALSBOOKING, C-17, C-32

MATERIALS BOOKING DETAIL, C-22

MATERIALS BOOKING PATTERNS, C-3,
C-10, c-11

MATERIALS BOOKING SUMMARY, C-24,
C-26

MB (identifier for Materials Booking), C-17

MBP (identifier for Materials Booking Patterns),
C-3

MOVE ITEMSINTO RBR, 10-30

MOVE ITEMSOUT OF RBR, 10-31, 10-32

O

Online Catalogue - BRIEF DISPLAY, C-29
OPEN/CLOSE REGISTERS, 9-4, 9-6
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P

PAC (identifier for Patron Address Control), 3-29

PAD (identifier for Patron Address Descriptions,
3-30

PATRON ADDRESS CONTROL, 3-29

PATRON ADDRESS DEFINITION, 3-30

PATRON ADDRESSES, 3-24

PATRON BLOCKS, 3-21, 3-32, 3-33, 3-35,
3-36, 4-25

PATRON CONTROL MENU, 3-3, 9-2

PATRON REGISTRATION, 3-3, 3-4, 3-13,
3-16, 4-10, 4-27, 4-46, 11-57

PATRON REGISTRATION - SECOND
SCREEN, 3-27

PCM (identifier for patron control menu), 3-2,
9-2

PHONER (identifier for Telephone Renewals),
4-53

PIECES SUMMARY (Holds), 6-10

PORT, 11-15, 11-16

PRINT HOUSEBOUND PATRON CHECKOUT
HISTORY, 3-41

R

RBR Course Processing, 10-21

RBR Course Record Maintenance, 10-11

RBR Course search, 10-18

RBR Function Selection, 10-15

RBR Instructor Record Maintenance, 10-8, 10-17

RBR Instructor search, 10-16

RBR Item Maintenance, 10-25

RBR Item Selection, 10-23

RBR List of Courses, 10-18

RBR Master File search, 10-19

RBR Title display, 10-20

RECALL CHECKED OUT ITEMS, 7-2

REMOVE DELETED BOOKING PATTERNS,
C-14

Request Template Editor, E-14

Request Types, E-18

RETRIEVE HOLDINGS INFORMATION, 11-5

REVOLVING COLLECTION - CONTROL
DETAILS, 11-28
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REVOLVING COLLECTION - ITEM
INFORMATION, 11-38

REVOLVING COLLECTION - LINK/UNLINK
ITEMS, 11-36

REVOLVING COLLECTION - LOCATION
DETAILS, 11-33

REVOLVING COLLECTION - ROUTING
DETAILS, 11-31

REVOLVING COLLECTION - STATUS
FUNCTION, 11-43

REVOLVING COLLECTIONS, 11-27

RF198, C-34

S

SECOND PATRON SCREEN DEFINITION,
3-25

STANDARD CIRCULATION MENU, 4-2

STATISTICAL CODES, 3-28
SUMMARY HOLDING DISPLAY, 4-51

T

TEMPORARY LOCATION CODES, 10-6, 10-7
TRANSACTION CODES, 3-32
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&/m bols appending booking patterns, C-6
archiving
# (clear field edit command), A-8 ILL, E-59
#line (option), A-7 arrow keys, A-5
. (previous field edit command), A-8 autocancel, 11-60
<ESC> edit commands option, 6-13
regular field, A-8 available for booking, C-5

window field, A-10
? (help, field edit command), A-8

?? (code ligt, field edit command), A-8 B
back at assembly location status, 11-42
A barcodes, 3-11
accessing holdings records, 11-5

accept payment, 5-5 action code change, 11-50
accessing assigning in RBR, 10-25

accounts receivable, 9-2 checkin, 5-2

materials booking, C-17 invalid, 5-11

patron history, 11-55 item already checked in, 5-11

revolving collections, 11-27 item not in system, 5-11
account history, 9-13 negative, 3-11
accounts receivable, 9-1 placeholder, E-6
action codes, 11-47, 11-48, 11-52 renewals, 8-2
activate option, 11-30, 11-44 retrieving items by, 11-5
activation info option, 6-7 status code changes, 11-52
add system-assigned, 4-50

anew collection, 11-27 temporary real, 4-48
add/insert new locations option, 11-32 being returned to assembly location status, 11-42
added borrower, 3-16, 4-5 bibliographic display, 11-7

creating, 4-6 bibliographic record
adding display, 11-8

courses, 10-11 binding entry, 11-13

instructors, 10-8 blocking patron record, 11-58

items to revolving collection, 11-36 blocks, 3-32

locations to route, 11-31 adding, 3-34

new items, 11-15 claimed return, 5-13

patron blocks, 3-34 full, 3-33

RBRitems, 10-15 ILL, E-55
additional parameters, 11-13, C-12 materials booking, C-21
add-on software, C-1, E-1 partial, 3-33
administrative hold, 3-33 patron blocks screen, 3-35
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patron record, 3-31, 6-4
removing, 3-34, 3-37
types, 3-32
with fines, 3-33
Blocks display, 3-21
bookableitems, C-15
booking
details, C-22
form, C-4
note, C-22
pattern code, C-3
patterns, C-2
period end date, C-4
period start date, C-4
process, C-16
status, C-24
summaries, C-24
type, C-4, C-12
brief bibliographic record, 4-41

C

Calendar Processor, 11-60
cancel bookings, C-26
cancelling holds, 6-17, 11-61
capture period, 11-29, C-4, C-26
Change Action, 11-3, 11-10
change date, 4-7
change due date, 4-8
Change Status, 11-3, 11-10
charge-controlled block, 3-33
charging fines, 5-7
checkin, 5-1, 5-2
accepting payment, 5-5
accepting quick payment, 5-5
charging fines, 5-7
hold attached, 5-10
ILL, E-56
lost item found, 5-12
missing status, 5-12
note, 5-14
oustanding charges owed, 5-15
overdue message, 5-9
quick waiving, 5-6
recal, 5-10

General Index - 2

routing, 5-9
trace, 5-10
checkout, 4-1
accepting quick payment, 4-19
added borrowers, 3-18
change date, 4-7
change due date, 4-18
checkin items, 4-28
date/time change, 4-17
detailed display, 4-11, 4-31
display blocks, 4-25
display holds, 4-24
display items, 4-18
exceptions, 4-34
fine payment, 4-31
ILL, E-52
item already checked out, 4-35
itemrecall, 4-37
items, 4-14
items not catalogued, 4-41
list of current items, 3-20, 3-21
materials booking, C-33
new patron, 4-9
new patron barcode, 4-31
no loan period, 4-39
notes, 4-29
notices, 4-18
options, 4-16
original port location, 4-45
overdueitem, 4-37
overriding holds, 4-39
patron name, 4-3
quick waiving, 4-20
renewal limits exceeded, 4-38
screen options, 4-21
serids, 4-46
sessions, 4-8
simpledisplay, 4-11, 4-32
to current patron, 4-36
wrong location, 4-44
Circ Usage option, 5-2
Circulation
menu, 2-4
unbound, unbarcoded items, 4-47
Circulation Code, C-12
linking to materials booking, C-2
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claimed return, 5-13
claimed returned block, 5-13
clear field (field edit command), A-8
clearing housebound history, 3-42
clearing patron history, 11-57
close collection option, 11-29, 11-44
closed day materias booking, C-19
closing cash register, 9-6
code list display (field edit command), A-8
collection
active status, 11-41
being prepared status, 11-41
dynamic, 11-18
in transit to next location status, 11-41
name, 11-28
ready to be circulated status, 11-41
route, 11-31
status, 11-29
suspended status, 11-42
commit hold, 6-6
control details option, 11-32, 11-35
conversion-on-the-fly, 4-41
copy hold, 6-10
copy option, C-6
copy specific holds, 6-8
copying booking patterns, C-6
course
identifier, 10-11
information, 10-21
processing screen, 10-21
record, 10-11
Course Codes, 10-12
course/item unlinking, 10-32
creating
booking patterns, C-3
current collection location, 11-29
current location, 11-18, 11-21, 11-23
cursor control keys, B-1

D

date

on menu screen, A-2
default

checkin date, 5-4
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holdings definition, 11-22
defaults
conversion-on-the-fly, 11-16
defining booking periods, C-8
defining circulation codes, dynamic stock, 11-18
delete (field edit command), A-8
Delete location (option), 11-35
deleting
collections, 11-27
housebound history, 3-42
items from collection, 11-40
materials booking patterns, C-13
patron blocks, 3-37
patron history, 11-57
revolving collection records, 11-45
delinquent block, 3-33
Detailed Display Mode, 5-4
direct recals, 7-2
display
blocks, 4-25
calendar option, C-32
field width, C-4
holds, 6-4
items, 4-18
dissolved - items going home status, 11-42
dissolving collections, 11-46
dormant status, 11-41
dynamic collections, 11-18
dynamic stock, 11-18

E

edit checks, 11-14
edit fields, A-7
edit window field, A-9, A-10
escape sequences, B-1
exceptions
checkout, 4-34
holdings modification, 11-10
status/action changes, 11-22
Expert Search (option), 10-24
expired card, 3-33
expired status, C-24
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F

Fast Add, 4-33
fast fine payment, 4-19
fast fine waiving, 4-20
field editing, A-7
fields
patron registration screen, 3-4
second patron screen, 3-26
fill qualifiers, 6-12
filled holds, 6-7
filling bookings, C-25
filling holds, 6-9
fine payments, 4-31, 9-8
fines
partial payment, 9-8, 9-11
fixed booking periods, C-2, C-19
flagged hold cancellation, 6-13, 11-60
full block, 3-33, 4-26
fully booked, C-5, C-19
function keys, A-9, A-11
functions
window edit, B-3

H

held holds, 6-7
held status, C-24
help (field edit command), A-8
hold
fill sequence, 6-22
level, 6-9
Hold Code, 6-8
holdings
defaults, 11-15
maintenance, 11-18
reinstatement, 11-24
update, 11-20
holdingsinformation, 11-1
holdings update, 10-29, 11-24
holds, 6-1, 11-8
activated, 6-7
autocancel, 6-13
by patron, 6-4, 6-15
by title, 6-19

Genera Index - 4

canceling, 6-14, 6-17

copy holds, 6-10

copy specific, 6-8

detail datafields, 6-6

dynamic stock, 11-19

expires, 6-7

filled, 6-7

held, 6-7

hold level, 6-9

ILL, E-53

lapsed, 6-7

materials booking, C-32

multiple, 6-6

not filled, 6-7

notes, 6-9

pending, 6-7

placed, 6-7

priority level, 6-16

processing, 6-4

report of cancelled holds, 6-13

routed, 6-7

scope, 6-8

second screen, 6-12

systemwide, 6-8

unable to befilled, 11-60
HOLDSBY PATRON, 6-3
home qualifier, 6-13
housebound patron, 3-8, 3-39

identical barcodes, 5-11
ILL requests
archiving, E-59
blocks, E-55
checkin, E-56
checkout, E-52
from OPAC, E-24
from Request Update screen, E-43
holds, E-53
receiving, E-48
renewals, E-58
in transit status, C-24
in-house use statistics, 5-2
insert mode (field edit command), A-8
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inserts
producing, 5-12
Institution Code
on menu screen, A-2
instructor 1D, 10-8, 10-12, 10-17
instructor record entry, 10-8
instructor records, 10-9
instructor search screen, 10-16
Inter-Library Loan, E-1
invalid barcode, 5-11
item
exception status, 11-44
holds, 6-2
on loan materials booking, C-19
recall, 4-37
record not in database, 5-11
item barcode, 4-14, 10-23
clearing patron history, 11-58
renewals, 8-2
item checkout, 4-14
specific location, 4-44
item status
update, 11-51
item update
RBR, 10-24, 10-30
items
in collection, 11-38
not catalogued, 4-41
ITEMS CHECKED OUT AND LOST list, 4-21

L

lapsed hold, 6-7
lapsed status, C-24
Last command, 3-14, 4-3, 6-3, 9-8, 11-5
last patron, 11-55
library system name (on menu screen), A-2
limits on renewals, 8-4
Line by line (option), A-7
link/unlink option, 11-29
linking
booking patterns, C-12
items, 11-37
itemsto RBR, 10-28
list collection option, 11-29, 11-32, 11-35
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Listing of Active Bookings, C-34
location

exception option, 11-44
lost book status, 5-12

M

mass holdings reinstatement, 10-31
mass holdings update, 10-30, 11-20
mass updates, 11-1
materials booking, C-1, C-15
checkin, C-28
checkout, C-25
pickinglist, C-34
second screen, C-8
set up, C-2
menus
item selection, A-4
message
check digit program, 5-11
checked out, 4-35
checked out to current patron, 4-36
checkin, 5-8
checkout, 4-15
checkout limit exceeded, 4-38
claimed return, 5-13
no checkout allowed, 4-45
no loan period, 4-40
renewas, 8-2
statug/action exceptions, 11-22
update patron record, 4-4
modifying
holdings records, 11-5
move to new location option, 11-44
multiple
booking patterns, C-2, C-17
bookings, C-26

N

negative barcodes, 3-11, 4-50
new barcode, 3-12

new patron registration, 3-2
new status code, 11-51
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next field (field edit command), A-8
next location option, 11-35
no loan period, 4-39
non-circulating collections, 4-39
notes

checkout, 4-29

circulation, 5-14

holds, 6-9

renewas, 8-3

O

old barcode, 3-5
online cash register, 9-1, 9-3
Online Catalogue

materials booking display, C-29
opening register, 9-4
option bar, A-5
optionline, A-5

go to (field edit command), A-8
Order Display, 11-8
origina checkout location, 4-45
outstanding status, C-24
overbooked, C-5, C-19
overdue

items, 4-37
overriding no loan periods, 4-40
overtype mode (field edit command), A-8
Owning data, 11-12, 11-23
owning location, 11-18, 11-21

P

partia blocks, 3-33, 4-26
partia payment, 9-8, 9-11
patron
barcode, 3-4, 4-4
history, 3-40, 11-55
name, 4-3
persona 1D, 4-4
statusline, 4-13
transaction update, 11-59
patron addresses, 3-24
Patron permission

General Index - 6

OPAC Port Control table, E-10
patron records, 4-26

added borrowers, 4-5

changing blocks, 3-31

expired patron/administration hold, 4-45

history, 11-57
importing, 3-25
statusline, 4-13
transaction update, 3-31
update, 3-13, 4-4
view checkouts/lost items, 6-4
patron registration, 3-4, 11-57
accepting quick payment, 3-22
added borrowers, 4-7
addresses, 3-29
fields, 3-4
new patron, 4-10
options, 4-27
second screen, 3-25, 3-27
waiving payment, 3-23
pay fines, 3-22
paying fines, 9-8
payment methods, 9-8
persona copy material, 10-24
persond 1D, 4-4, 6-3
pickup qualifier, 6-13
placeholder barcodesfor ILL, E-6
placeholder flag, 4-47, 4-48
placing
booking, C-21
holds, 6-3, 6-5, 6-7
items on reserve, 10-28
Port Code (on menu screen), A-2
port controls online cash register, 9-3
port definitions, 11-15
port holdings defaults, 11-15
preceding location option, 11-35
previousfield (field edit command), A-8
printing
inserts, 5-12
privileges
added borrower, 3-16

Circulation User’s Guide (September 2000)



General Index

Q

quick fine payment, 3-22, 5-5
quick finewaiving, 3-23, 5-6

R

RBR Loca Control Number, 10-24
RBR maintenance functions, 10-21
RBRtitles, 10-19, 10-24
Reading List, 10-26
ready to move to next location status, 11-42
recall # option, 11-39
recalls, 6-1, 6-2, 7-1
direct, 7-2
typesof, 7-1
record
edit checks, 11-14
reinstating holdings, 11-24
release number of ADVANCE (on menu screen),
A-2
removing booking patterns, C-13
renew option, 8-2
renewas, 8-1
ILL, E-58
item barcode, 8-2
limits, 8-4
maximum, 8-4
message, 8-2
methods, 8-1
notes, 8-3
Report # 198, C-34
Reserve
book room, 10-2
book room update, 10-30
collection, 10-6
linking, 10-28
reset Amount field, 5-5
retrieve # option, 11-32
return
collection home status, 11-44
processing complete status, 11-42
return to search, 3-14
revolving collection, 11-26
administration, 11-46
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details, 11-27
route details option, 11-29
routed holds, 6-7

S

sample daily booking pattern, C-10
sample hourly booking pattern, C-11
scope option, 6-8
screen design, A-2
screen identifier, A-4
scroll options, A-6
searching
course name, 10-18
instructor, 10-16
RBR titles, 10-19
second screen materials booking, C-5
serial identifier, 4-46
serial items checkout, 4-47
setup
reserve book room, 10-5
show holds option, 4-24
dliding booking patterns, C-19
dliding booking periods, C-2
space bar, A-5
statistics, 5-2
status /action update, 11-22
status codes, 11-47, 11-51
Status conditions, 11-10
status control codes, 11-51
status handling, 11-41
status option, 11-29
systemwide holds, 6-8

T

telephone renewals, 4-53
temporary collections, 11-18
temporary location, 11-18
temporary location code, 10-6, 10-28
temporary real barcodes, 4-48
time
on menu screen, A-2
title holds, 6-1
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Titles/Items, 10-21

traces, 6-1, 6-2

transit periods, C-27

transit time materials booking, C-4

U

uncatalogued items, 4-41
unlink # option, 11-39, 11-40
unlinking reserveitems, 10-31
update current patron, 3-13
update status, 11-44

updating status/action codes, 11-22
User ID, A-3

V

values holdings defaults, 11-15
very overdue item, C-17
viewing holds, 11-8

wW

waivefines, 3-23
window
edit field, A-9, A-10
edit functions, B-3
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Reader Comments

Return To:

Library:

Comments:

Your comments and suggestions can help us improve the ADVANCE
documentation. After you have had an opportunity to use the system and
its guides, we would appreciate your comments on the usefulness of this
or any other ADVANCE documentation.

Please write your comments on a photocopy of these pages and, if you
wish, attach additional pages.

ADVANCE Product Development

Geac Canada Limited

11 Allstate Parkway

Suite 300

Markham, Ontario, CANADA L3R 9T8

Library name and address:

Your name and phone number for possible followup:

What did you like best about the document?

What did you like least about the document?

(Please turn page for more.)
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Comments (continued):

Please describe any errors, inconsistencies, or confusing pointsin the
document. (Page numbers are helpful. If you like, write your comments
directly on photocopied pages from the document.)

Did you have any difficulty finding particular topics in the document?

Are there any important topics not covered in the document?

What other suggestions do you have for improving the document?
(Specific examples are helpful.)
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