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Lesson 1:  Introduction 
 

LibNet Reports Version 2.21 Opening Screen 

 

 

Rpts1-1 

 
The opening screen for LibNet Reports (see Rpts1-1, above) has the following 
pulldown menus from which to choose reports functions: 
 
File 
Edit 
Codes 
Daily 
Statistics 
Notices 
Agency 
Miscellaneous 
Window 
Help 
 
This manual addresses each function, in order, in depth. 
 

 



File Menu 
 
The File pulldown menu selections are (see Rpts1-1a below): 
 
Print Setup 
Change Library for Processing 
Exit 
 

 

Rpts1-1a 

 

Print Setup 
Change Library for Processing 
Exit 



Print Setup Screen 

 
Select Print Setup from the File menu (shown on the previous page in Rpts1-1a) and 
the Print Setup screen appears (refer to Rpts1-2, below).   
 

 
Rpts1-2 
 
At the Print Setup screen (refer back to Rpts1-2, above), to select the correct printer, 
click on the arrow to the right of the Name box.  NOTE:  The system allows users to 
select any installed any printer.   
 

 



Change Library for Processing Screen 
 

 
Rpts1-3 
 
The system makes it possible for an unlimited number of individual libraries to share a 
single LibNet program installation.  When the LibNet Reports program is opened in 
such a multi-user environment, a user automatically is assigned to his or her own library.  
A different (member) library also can be selected using the Browse the LB_PRO 
Library File screen above (Rpts1-3). 
 
To get to this screen, select Change Library for Processing from the File pulldown 
menu (shown in Rpts1-1a on page 2). 
 
This screen also makes it possible for a user to select one from a list of libraries, then 
process reports for that library.  In the example shown above (Rpts1-3), there are two 
choices – NuGen District Library and AnyTown Library.  Just highlight the library for 
which reports will be processed, then choose the Select key (Rpts1-3) to switch over the 
system to function for that library.  Above, in the Rpts3 image, the Anytown Library has 
been selected.  Once the Select key is chosen, the system returns to the opening 
LibNet Reports screen and, as shown below in Rpts1-4, the library now is AnyTown 
Library. 
 
 

 
Rpts1-4 
 

 

 

 



The Exit function in the File pulldown menu (Rpts1-1a, below) is used to exit the LibNet 
Reports program. 
 

 
Rpts1-1a 

 

 

 

 

 

 

 

 

 

 

Lesson 2:  Codes 
 

LibNet Reports Opening Screen 

 

Print Setup 
Change Library for Processing 
Exit 



 

Rpts2-1 

 
Distinguishing codes are necessary when creating and compiling circulation reports in 
the LibNet system, which features a specific Codes pulldown menu (see Rpts2-1, 
above).  This menu offers the following selections: 
System Codes Reports � 
Old Notice Control Report 
Old Messages Report 
Reserve Notice Messages � 
Financial Descriptions 
Manual Circulation 

Patron Class Report 

Patron/Item Class Control 
Circulation Control Rules 
Call Number Summary Table 
Call Num Summary Descriptions � 
 
The selections with arrows (�) beside them have secondary pulldown menus, as 
explained later in this lesson. 
 
NOTE:  The LibNet system’s reports function allows each individual library or library 
group to develop processing codes to meet its own, specific needs.

System Codes Reports � 
Od Notice Control Report 
Od Messages Report 
Reserve Notice Messages � 
Financial Descriptions 
Manual Circulation 

Patron Class Report 

Patron/Item Class Control 
Circulation Control Rules 
----------------------------------------- 
Call Number Summary Table 
Call Num Summary Descriptions � 



System Codes Reports ���� 
 
The first item on the Codes pulldown menu is System Codes Reports, which has a 
“submenu” or secondary pulldown menu, shown in Rpts2-1a, below. 
 

 
Rpts2-1a 
 
The secondary pulldown menu for System Codes Reports features the following 
screen selections that are described in the ensuing pages (see Rpts2-1a, above): 
 
Major Locations 
Title Types 
Title Status Codes 
Title Autostamp Codes 
Item Class 

Item Locations 

Items How Acquired 
 

Major Locations 
Title Types 
Title Status Codes 
Title Autostamp Codes 
Item Class 

Item Locations 

Item How Acquired 

System Codes Reports �----------------- 
Od Notice Control Report 
Od Messages Report 
Reserve Notice Messages � 
Financial Descriptions 
Manual Circulation 

Patron Class Report 

Patron/Item Class Control 
Circulation Control Rules 
----------------------------------------- 
Call Number Summary Table 
Call Num Summary Descriptions � 



System Codes Reports -- Major Locations 

 

 

Rpts2-2 

 
The first selection on the secondary pulldown menu for System Codes Reports is 
Major Locations, which brings up the screen shown on Rpts2-2, above. 
 
However, before describing the function of this screen, it is important to note that there 
are two tiers of geographical location statistics reporting: 
 

1. major location (county) 
2. local designator (such as city, township, etc.) 

 
The Major Locations screen is the tier of statistics reporting devoted to major locations, 
designated in this system by county. 
 

 



System Codes Reports – Title Status Codes 
 
When Title Status Codes has been selected from the System Codes Reports sub-
menu, the following screen appears (see Rpts2-3, below).  At this screen, each patron 
has been assigned to a location, based on where his or her home is located.   
 

 

Rpts2-3 

 

Using the Title Status Codes screen (see Rpts2-3, above), users can assign a code 

that indicates the status of the record to each catalog record, such as “new and on 

order,” “copy in storage,” etc. 

 

Following are some examples of Title Status codes and their descriptions: 

 

A = Additional Copy On Order 

ITEMP = Temporary I.L.L. Record 

M = Mid Michigan Library League 

N = New And On Order 

 



OP = Out Of Print And Not Available 

S = Copy In Storage



System Codes Reports -- Title Autostamp Codes 
 

 
 

Rpts2-4 

 

The Title Autostamp Codes screen (see Rpts2-4, above) is used to assign 

Autostamp codes to any catalog record to help identify a particular material type. 

 

Following are some examples of Title Autostamp codes and their descriptions: 

 

CB = Cassette Book 

CD = Compact Disc 

CDR = CD-Rom 

 

 



DVD = Digital Video Disc 

DVS = Described Video 

GEN = Genealogy 

HOT = Rental 

KIT = Cassette And Book 

LP = Large Print 

LVD = Laser Video Disc 

PAM = Pamphlet 

PBK (Paper Back) 



System Codes Reports -- Item Class (Codes) 

 

 
 

Rpts2-5 

 

The Item Codes screen (see the Rpts2-5 screen, above) is used to assign item 

codes to each holding record (individual copy) and designate the type of material.  

These codes are used throughout the system for usage statistics, etc. 

 

Following are some examples of Item codes and their descriptions: 
 
ADULT = Adult 
ART = Art Print 
B&T = Baker & Taylor 
CAS = Audio Cassettes 
CB = Cassette Books 
CD = Compact Audio Disc 
CDROM = Computer CD-ROM 
DVD = Digital Video Disc 
DVS = Described Video Cassette 

 

 



EQUIP = Equipment 
FL = Foreign Language 
GEN = Genealogy



System Codes Reports -- Item Locations Screen 
 

 
Rpts2-6 
 
Item location codes, such as those found on the Item Locations screen (refer to Rpts2-
6, above), are used to identify further the location of materials within a library or a library 
group.  Such codes typically are detailed location descriptions, such as “Second Floor 
Michigan Room” or “Peninsula Community Library” (“PCL”), as shown in Rpts2-6, 
above.

  



System Codes Reports -- Item How Acquired 
 

 
Rpts2-7 
 
At the Item How Acquired screen (see Rpts2-7, above), codes are assigned to each 
holding record (each individual copy).  Each item further is designated as being donated, 
purchased through a grant, etc.  A user can report items using the Item How Acquired 
codes. 
 
Some examples of the How Acquired codes used above in Rpts2-7 are: 
 
BT = Baker and Taylor 
DON = Donation 
HB = Horizon Books 
MML = Mid-Michigan Library League 
 
NOTE:  Be sure to set up and use the “DON” or “Donation” code (see example above in 
Rpts2-7), because it is used to designate that an item has been donated.  It also is used 
on audit reports to separate donated items from purchased items.

 

 



OD (Overdue) Notice Control (Overdue Aging) Report Screen 
 
The second item on the Codes main pulldown menu, OD Notice Control Report, 
provides access to the Overdue Aging Table screen, shown in Rpts2-7, below). 
 

 
 
Rpts2-7 
 

At the Overdue Aging Table screen (see Rpts2-7, above), a user can print out a list of 
all of the library’s overdue notices.  The list of overdue notices features item 
classification codes and print message codes.  The table itself drives the production 
of patrons’ overdue notices.

 

 



OD (Overdue) Messages Report Screen 

 

The third item on the main Codes pulldown menu, OD Messages Report, provides 
access to the Overdue Messages Report table screen, shown in Rpts2-8, below. 
 

 
Rpts2-8 
 

The Overdue Messages Report Screen (see Rpts2-8, above) is used to print out a list 
of the library’s overdue notice message table.  The information on this table is generated 
in conjunction with the OD (Overdue) Notice Control Report screen’s information.  
Each message shown on the screen (refer back to Rpts2-8, above) actually is printed on 
each overdue notice. 

 

 



Reserve Notice Messages �  

 
The fourth item on the main Codes pulldown menu, Reserve Notice Messages, has a 
submenu (shown in Rpts2-2, below) that provides access to two screens devoted to 
Reserve Notice Messages: 
 
♦ Cancellation Reasons screen 
♦ Pickup Location screen 
 
 

 
Rpts2-2 
 

At the Cancellation Reasons and Pickup Location screens, a user can print out 

reserve notice message tables.  Each message is printed on a patron’s reserve pick-

up notice.

System Codes Reports � 
Od Notice Control Report 
Od Messages Report 
Reserve Notice Messages �------------ 
Financial Descriptions 
Manual Circulation 

Patron Class Report 

Patron/Item Class Control 
Circulation Control Rules 
----------------------------------------- 
Call Number Summary Table 
Call Num Summary Descriptions � 

Cancellation Reasons 
Pickup Location 



Reserve Notice Messages ���� -- Cancellation Reasons 

 

After selecting the Reserve Notice Messages entry from the main Codes menu, select 
Cancellation Reasons from the submenu to access the Reasons for Cancellation 
screen (see Rpts2-9, below).   
 

 
Rpts2-9 
 
 
 

 



Reserve Notice Messages ���� -- Pick Up Locations Screen 

 
After selecting the Reserve Notice Messages entry from the Codes menu, select 
Pickup Location from the submenu to reach the Pick Up Locations screen (see 
Rpts2-10, above).  At the Pick Up Locations screen, a user can print out the library’s 
reserve pick-up location table.  Each pick-up location shown on this screen is printed on 
a reserved item pick-up notice.   
 

  
Rpts2-10 
 
Some examples of location codes are: 
 
MD = Main Circulation Desk 
SSC = Sight And Sound Department 

Financial Codes Information Screen 

 

 



Financial Codes Information 
 
The fifth item on the main Codes pulldown menu, Financial Codes Information, 
provides access to the Financial Codes Information table, shown below. 
 

 
Rpts2-11 
 
At the Financial Codes Information screen (shown above Rpts2-11), a user can print 
out all of the library’s financial transaction codes, which are used to designate all 
financial transaction types.  Some examples of financial codes are: 
 
CDRW = Borrowers Card Renewal Fee 
COPY = Copy Machine Fee 
CREDT = Credit On Account 
DAMAG = Damages Fee 
DONAT = Patron Donations 
FAX = Fax Usage Fee 
NONDS = Non District Usage Fee 
NPFEE = Notice Processing Fee 
ODFIN = Overdue Fine (Returned) 
ODFRW = Overdue Fine (Renewed) 
REFND = Cash Refund to Patron 
REPCD = Replacement Card Fee

 



Manual Circulation Screen 
 
The sixth item on the Codes pulldown menu, Manual Circulation, provides access to 
the Manual Circulation table, shown below. 
 

 
 

Rpts2-12 

 

At the Manual Circulation screen (see Rpts2-12, above), a user can generate manual 
circulation code reports.  The codes are used to enable a library to count the number of 
“non-barcoded” items that are manually circulated among patrons.  Such counts are 
important because they are used in various statistical reports. 
 
Some examples of manual circulation codes are: 
 
ILL = Interlibrary loan photocopies 
MAG = Magazines 
NET = Internet Questions, Searches 
PAM = Pamphlets 
PBK = Paperback Exchange 
PER = Periodicals 
SL = Special Loan 
UNB = Unbarcoded Items 
 

 



Patron Class Report Screen 
 
The seventh item on the Codes pulldown menu, Patron Classes, provides access to 
the Patron Classes table, shown below. 
 

 
 

Rpts2-13 

 
At the Patron Classes screen (refer to Rpts2-13, above), a user can print out a list of 
the library’s patron classification codes.  Patron classification codes are used to assign a 
category to each patron.  The classifications allow for the application of specific rules, 
such as loan periods, fee amounts, privileges, etc., to specific patrons. 
 
Some examples of patron classifications are: 
 
CHILD = Child Patron 
DEL = Patron to be Deleted 
ILL = Inter Library Loan Account 
REG = Regular Patron 
STAFF = Library Staff 
XACCT = Special Handling Account 
DEL = Deleted Patron 
ILL = Used For Inter Library Loan 
REG = Regular Patron Lib2 
 

 



Patron/Item Class Control Screen 
 
The eighth item on the Codes pulldown menu, Patron/Item Class Control, provides 
access to the Patron/Item Class Control table, shown below. 
 

 
 

Rpts2-14 

 
At the Patron/Item Class Control screen (see Rpts2-14, above), a user can print out a 
list of the library’s patron/item control classifications.  The table featuring this information 
works in conjunction with the Patron Class Code Report and the Item Class Report 
tables.  A combination of patron and item classifications point to rules records in the 
system’s rules file. 
 
Some examples of patron/item classifications and the related rules, as shown on Rpts2-
14 above, are: 
 

Patron Classification Item Classification  Rules 

CHILD    ADULT   ADULT 
CHILD    ILL    ILL 
CHILD    KIT    KIT   

 



Circulation Control Rules Screen 
 
The ninth item on the Codes pulldown menu, Circulation Control Rules, provides 
access to the Circulation Control Rules table, shown below. 
 

 
 

Rpts2-15 

 
At the Circulation Control Rules screen (refer to Rpts2-15, above), a user can print a 
copy of the library’s circulation control rules table, which specifies all circulation rules for 
each item that has been checked out. 
 

 



Call Number Summary Table 
 
The tenth item on the Codes pulldown menu, Call Number Summary Table, provides 
access to the table of the same name, shown below. 
 

 
 
Rpts2-16 
 
At the Call Number Summary Table screen (Rpts2-16 above), a user can print out a list 
of the holdings that have been summarized into call number categories for statistics 
reporting.  Some typical categories are: 
 

- adult 
- children’s 
- movies 
- nonfiction 

 

 

 



Call Num Summary Descriptions ���� 
 
The eleventh item on the Codes pulldown menu, Call Num Summary Descriptions, 
has a submenu or secondary menu of items that actually are the call number summary 
descriptions or classifications: 
 
Major 
Intermediate 
Minor  
 
These descriptions are used in conjunction with the call number summary tables.  When 
reporting using this function, items are grouped by call number and reported by 
category.  Category descriptions are found in these codes. 
 

 
Rpts2-17  
 

 

System Codes Reports � 
Od Notice Control Report 
Od Messages Report 
Reserve Notice Messages � 
Financial Descriptions 
Manual Circulation 

Patron Class Report 

Patron/Item Class Control 
Circulation Control Rules 
----------------------------------------- 
Call Number Summary Table 
Call Num Summary Descriptions � 
IPAC Summary Table 

Major 
Intermediate 
Minor 



Call Num Summary Descriptions ���� -- Major Call Number Summary Table 
 
The Major Call Number Category Table (shown below in Rpts2-18) provides a 
summary of the library’s major call number category codes and works in conjunction with 
the Call Number Summary Table, the Intermediate Category Table, and the Minor 
Category Table. 
 

 
Rpts2-18



Call Num Summary Descriptions ���� -- Intermediate Call Number Summary Table 
 

 
 

Rpts2-19 
 
At the Intermediate Call# Category screen (see Rpts2-19, above), a user can print out 
a list of the library’s intermediate call number category codes, which work in conjunction 
with the Call Number Summary Table, the Major Category Table, and Minor 
Category Table.

Intermediate Call # Category 

 



Call Num Summary Descriptions ���� -- Minor Call Number Summary Table 
 

 

Rpts2-20 

 

At the Minor Call# Category screen (Rpts2-20, above) a user can print out a list of the 
library’s intermediate call number category codes, which are used in conjunction with the 
Call Number Summary Table, the Major Category Table, and the Minor Category 
Table.  Such descriptions are used in various statistical reports. 
 

 

 

 

Minor Call # Category 

 



IPAC Summary Table 

 
The twelfth item on the Codes pulldown menu, IPAC Summary Descriptions, provides 
access to the IPAC (Internet Public Access) Summary Table, shown below. 
 

 

Rpts2-21 

 
A user can access the IPAC Summary Table (see Rpts2-21 above) to print out a list of 
holdings that have been categorized into types for a Web catalog.  Using this system, 
once placed into a Web catalog, Web searches of a library’s holdings can be conducted 
to search for a specific material type (this would be a limited search). 
 

 



Item Cost Percentage Table 

 
The thirteenth and final item on the Codes pulldown menu, Item Cost Percentage 
Table, provides access to the Item Cost Percentage XREF [cross-reference] Table, 
shown below. 
 

 
Rpts2-22 
 
The purpose of this table is to cross-reference with and assign prices to un-priced items 
in the library, using retail prices of the same items.  In other words, this table features 
“default” prices for items that, for whatever reasons, did not have prices entered into the 
system when they were received by the library.  The “default” price assigned to an item 

 

 



actually is a percentage of the retail cost, – see the column labeled, “Default Price (If 
Missing in Record)” in the Item Cost Percentage XREF Table (Rpts2-22, above). 

 

 

Lesson 3:  Daily Reports 
 

LibNet Reports Version 2.16 Opening Screen 

 

 

Rpts3-1 

 
This lesson focuses on the Daily pulldown menu (see Rpts3-1, above), which has the 
following functions: 
 
End of Day Recap 
Print Daily Check Out Detail 
Financial Recap 
Patron Count (Old Method) 
 

 

End of Day Recap 
Print Daily Check Out Detail 
Financial Recap 
Patron Count (Old Method) 



 

End of Day Recap 
 

 
Rpts3-2 
 

At the opening LibNet Reports screen, select End of Day Recap from the Daily 
Reports pull-down menu to bring up the Daily Circulation Summary Select screen 
(see Rpts3-2, above).  At this screen, enter dates in the Date From and the Date 
Through boxes (refer back to Rpts3-2), then select the OK button at the bottom of this 
screen. 
 

A resulting Daily Circulation Summary report appears in the Report Preview screen, 
seen below in Rpts3-3. 
 

 
Rpts3-3 
 
The date range seen in Rpts3-3 above includes circulation statistics over a specific 
period of time, which can be from one day to several years.  Statistics are summarized 
by the hour of checkout and the type of material (such as “Adult”, “Children’s”, 
“Audiovisual”, etc.).

 

 

 

 



Print Daily Check Out Detail Report 
 

 
Rpts3-4 
 
At the opening LibNet Reports screen, select Print Daily Check Out Detail from the 
Daily Reports pull-down menu to bring up the Daily Check Out Detail Report – Select 
Screen box, shown in Rpts3-4, above.  Enter dates in the Beginning Date and the 
Ending Date boxes then select the Run Daily Check Out Detail Report button at the 
bottom of the screen (refer back to Rpts3-4, above).  A progress report box titled, Items 
Checked Out Report by Out Date Report Process, appears (see Rpts3-5, below), 
showing the progress of the report as it is being processed.  The resulting report is seen 
in Rpts3-6, below. 
 

 
Rpts3-5 
 

 

 

 

 

 



Rpts3-6



Financial Recap 
 

 

Rpts3-7 

 
At the opening LibNet Reports screen, select Financial Recap from the Daily Reports 
pull-down menu to bring up the Financial Recap Select Screen.  At this screen, type 
dates into the Begin Date and the End Date boxes (see Rpts3-7, above), then select 
either the Run Report Summary button or the Run Report Detail button located at the 
bottom of this screen. 
 
The Run Report Summary button (refer back to Rpts3-7, above) is used to generate an 
overall report summary of financials (see Rpts3-8, below, for a sample report). 
 

 

 

 

 



Rpts3-8 

 

The Run_Report Detail button (refer back to Rpts3-7, above) is used to generate 

a more detailed financials summary report. 



Patron Visit Count Screen 
 

 
Rpts3-7 
 
At the opening LibNet Reports screen, select Patron Count (Old Method) from the 
Daily Reports pull-down menu to bring up the Patron Usage Count – Selection 
Screen (see Rpts3-7, above).  At this screen, insert dates into the Select Items Check 
out From and Through boxes, then select the Patron Usage Count (Old Counting 
Method) button on the bottom left side of the screen.  This generates a report featuring 
the number of patrons that have used the library over a particular period of time (see 
Rpts3-9, below) 
 
 

 
Rpts3-9 

 

 

Lesson 4:  Statistics 
 

LibNet Reports Version 2.16 Opening Screen 

 

 

 

 



 

Rpts4-1 

 
This lesson focuses on the Statistics pulldown menu (see Rpts4-1, above), which has 
the following functions: 
 
Statistics Reports (Batch Run) 
Monthly Usage Statistics 
Statistical Collection Summary 
Items Added/Weeded Summary (New) 
Book Renewals Statistics 
Patron Summary By Location (New Stats) 
Patron Count by Location (visited this Library) 
Edit Item Call Numbers Against Statistics Call # Summary Table 
Edit Statistics History File Against Call # Summary Table 
Edit Item Call Numbers Against IPAC Call # Summary Table 
 

Introduction 

 
Statistics reports are useful for managing collections and for local and state usage 
reporting.  The statistics pull-down menu is used to produce various circulation statistics 
reports.  Select a particular report to generate, and enter date ranges for each report.  
By using the statistics report functions, circulation counts can be tallied and reported for 
a single day, week, month, year, or for multiple years.  

 

Statistics Reports (Batch Run) 
Monthly Usage Statistics 
Statistical Collection Summary 
Items Added/Weeded Summary (New) 
Book Renewals Statistics 
Patron Summary By Location (New Stats) 
Patron Count by Location (visited this Library) 
Edit Item Call Numbers Against Statistics Call # Summary Table 
Edit Statistics History File Against Call # Summary Table 
Edit Item Call Numbers Against IPAC Call # Summary Table 



Statistics Reports (Batch Run) 
 
Statistics reports are grouped into a single “batch run” procedure.  Each unique report is selected by 

clicking the mouse on the check box in front of each type of report (see Rpts4-2, below): 

− material type 
− patron location 
− patron borrowing patterns 
− circulation by age/gender/category 
− circulation by location/age/gender/category 
 
Staff can choose to generate one or all such reports at once. 
 

 
Rpts4-2 
 
To process the reports, select a report type by clicking in the circle next the desired 
report, then select the Run Reports button at the bottom of the Statistics Reports 
(Batch Run) screen.  Using this “batch” mode of processing, all of the reports selected 
will run together in one batch, one after the other, without further input from a user.  This 
“batch” mode makes it possible for reports to send directly to the printer without the 
usual on-screen report review. 
 
As a batch report runs, the system extracts data from various files and creates a 
temporary “extract work” file.  To reprint a report that just finished running, simply check 
the Use Existing Extract File box at the right, top of the Statistics Reports (Batch 
Run) screen (refer back to Rpts4-2, above). 
 

 

 



IMPORTANT NOTE:  To run a Borrowing Patterns By Patron report, only use the 
Select Patrons For This Lib. Only option.  This limits the report to patrons who only 
use this library and pertains only to a LibNet system that runs multiple libraries on a 
shared library installation. 
 
 
Summary By Material Type   
 
The Summary By Material Type report counts the number of items circulated within the 
date range entered and summarizes them into material type categories.  In the example 
in Rpts4-3 below, the dates 1/01/2001 through 12/31/2001 have been entered, and the 
Summary By Material Type box has been checked.  Then, the Run Reports button is 
selected, and the resulting report prints directly to the printer (it does not appear on the 
computer screen), in a format shown below Rpts4-5. 
 

 
Rpts4-3 
 

 

 

 

 



INSERT scanned pix of first page of report here. 
 
Rpts 4-4



Summary By Patron Location 
 
The Summary By Patron Location report counts the number of items circulated by the 
number of patrons, and summarizes these numbers into patron location codes.  
Examples of patron location codes are township, city, etc., which represent where 
patrons reside. 
 
In the example in Rpts4-5 below, the dates 1/01/2001 through 12/31/2001 have been 
entered, and the Summary By Patron Location box has been checked.  The Run 
Reports button has been selected, and the resulting report prints directly to the printer (it 
does not appear on the computer screen), in a format shown below Rpts4-6 on the 
following page. 
 

 
Rpts4-5 
 

 

 

 



INSERT scanned pix of first page of report here. 
 
Rpts 4-6



Borrowing Patterns By Patron Location 
 
This report is a more detailed analysis of the Summary By Patron Location report.  In 
addition to providing circulation counts by location, the percentage of usage is calculated 
and compared between locations. 
 
In the example in Rpts4-7 below, the dates 1/01/2001 through 12/31/2001 have been 
entered, and the Borrowing Patterns By Patron box has been checked.  Then, the 
Run Reports button is selected, and the resulting report prints directly to the printer (it 
does not appear on the computer screen), in a format shown in Rpts4-8 on the following 
page. 
 

 
Rpts4-7 
 
 

 

 

 



INSERT scanned pix of first page of report here. 
 
Rpts4-8 
 



Circulation By Age/Gender/Category 
 
The Circulation By Age/Gender Category report provides a detailed analysis of items 
circulated, broken down by patron’s age, gender, and material type. 
 
In the example in Rpts4-9 below, the dates 1/01/2001 through 12/31/2001 have been 
entered, and the Circ. By Age/Gender/Category box has been checked.  Then, the 
Run Reports button is selected, and the resulting report prints directly to the printer (it 
does not appear on the computer screen), in a format shown in Rpts4-10 on the 
following page. 
 

 

Rpts4-9 

 

 

 

 

 



INSERT copy of report, first page. 
 
Rpts4-10 
 



Circulation by Location/Age/Gender/Category 
 
This report is a detailed analysis of items circulated, broken down by patron’s location, 
code, age, gender, and material type. 
 
In the example in Rpts4-11 below, the dates 1/01/2001 through 12/31/2001 have been 
entered, and the Circ. By Age/Gender/Category box has been checked.  Then, the 
Run Reports button is selected, and the resulting report prints directly to the printer (it 
does not appear on the computer screen), in a format shown in Rpts4-12 on the 
following page. 
 

 

Rpts4-11 

 
 
 

 

 

 



INSERT copy of report, first page. 
 
Rpts4-12 



Monthly Usage Statistics 
 
The Monthly Usage Statistics report summarizes the items circulated (checked out) for 
any given month.  This report is helpful for monitoring circulation trends because it tallies 
items circulated and summarizes them into groups by material type.  A gain/loss 
comparison is made between circulation “this month” and also during the same month of 
the previous year. 
 

 
Rpts4-13 
 
The date 12/2000 was entered on the Monthly Usage Statistics Select Screen in 
Rpts4-13 above, and a partial resulting report is shown in Rpts4-14, below. 
 

 

 

 



Rpts4-14 



Statistical Collection Summary 
 
The Statistical Collection Summary report analyzes the entire library collection by tallying and 

summarizing items in material groups that show the number of titles and items (holdings) in each category.  

In addition to reporting holdings statistics, this report also tallies the number of items circulated within a 

certain time range for each group.  Enter the date range to extract circulation counts within a particular 

range. 

 
Interlibrary loan statistics also are reported within each material category, including 
incoming and outgoing materials (see Rpts4-15 and 4-16, below, and Rpts4-17 on the 
following page). 
 

 
Rpts4-15 
 
Statistical Collection Summary Screen as Report Is Running 

 
Rpts4-16 
 

 



INSERT report page here. 
 
Rpts4-17 
 



Book Renewals Statistics 
 
The Book Renewals Statistics report is a summary by material type.  Renewals are 
logged by date and selected according to the date range entered (see Rpts4-18, below).  
Renewal records are stored indefinitely in the system. 
 

 
Rtps4-18 
 
 

 
 
Rpts4-19 
 
 
 

 

 

 

 



Patron Summary By Location (New Stats) 
 
The Patron Summary By Location report is a summary by patron location or service area code.  Patron 

visits are logged by date and selected according to the date range entered (see Rpts4-20, below).  A patron 

visit is defined as checking materials out on a particular day – for instance, a patron checks out five items 

on a particular day and the system considers that to be one patron visit.  A date range can be entered before 

running this report. 

 
Patron visit counts are stored in the system indefinitely.  However, relative to circulation history, individual 

patron identifications never are saved.  See Rpts4-21, below, for the resulting report. 

 

 
Rpts4-20 
 
Completed Patron Summary Report 

 
Rpts4-21 
 

 

 



Patron Count By Location 
 
The Patron Count By Location report is a summary of the number of patrons per library (important to 

distinguish if the system is set up to be shared by multiple libraries).  Patron counts are logged by date and 

selected according to the date range entered (see the example in Rpts4-22, below).  A patron who “uses” 

the library is one who checks materials out on a particular day.  Generate a report by including a start date 

at the Summary By Patron Location screen shown below in Rpts4-22 (the end date automatically 

appears, as in Rpts4-22, below).  To print another copy of a report, check the Use Existing Extract File 

box. 

 

 
Rpts4-22 
 
 
TRIED TO RUN REPORT AND SAYS THERE ARE NO RECORDS FOR TIME 
PERIOD. 
 
Rpts4-23

 



Edit Item Call Numbers Against Statistics Call # Summary Table Screen 
 
The Edit Call Numbers Against Statistics Call Number Summary Table procedure reads the entire 

library holdings (items) file.  To run this report, select the Run Call Number Summary Exception 
Report button at the bottom of the Call Number Summary Exceptions screen, shown below in Rpts4-24.  

The resulting report is shown on the following page in Rpts4-25. 

 

 

Rpts4-24

 



Completed Call Number Summary Exceptions List (Report ) 
 
Every item that does not fit into a summary category is selected and listed on the 
resulting Call Number Summary Exceptions List report (see Rpts4-25, below).  This 
resulting “call number summary table” is used throughout the collection reporting 
system.  When running this report, it is important to ensure that all items summarize 
correctly into a summary group, otherwise reporting will be inaccurate due to unmatched 
call numbers being bypassed by the process. 
 

 
Rpts4-25 
 
 
 

 



Edit Statistics History File Against Call # Summary Table Screen 
 
The Edit Statistics History File Against Call Number procedure reads checkout history records and 

recalculates the statistics category, using an item’s current call number and the “call number summary 

table” (covered in the LibNet Setup Module).  Every item that does not fit into a summary category is 

selected and listed on the resulting exception report.   

 

The “call number summary table” is used throughout the collection reporting system.  It is important to 

ensure that all items summarize correctly into a summary group, otherwise reporting will be inaccurate 

because unmatched item call numbers are bypassed by the system. 

 
This procedure also is used to convert or update items in the checkout history file, where 
the call number might have been changed.  If an item later is re-catalogued and 
assigned to a new call number location, this procedure also will move all previous 
circulations into the new classification. 
 

To generate the Edit Statistics History File Against Call Number Summary Table report, enter dates in 

the Checked Out From and Through boxes, then select the Run History Summary Exceptions button at 

the bottom of the Edit_Stats screen shown in Rpts4-24, below.  The system will check each item call 

number against the library’s (or libraries’) Call Number Summary Table.  To update the records to reflect 

the new summary category, select “Yes” (see Rpts4-26 again, below) before running the report.   A 

resulting report is shown on the following page in Rpts4-27. 

 

NOTE:  BOB -- “category” in these boxes should be “category”. 

 

 



Rpts4-26 

 

Completed Edit Statistics History File Against Call # Summary Table Report 

 
Rpts4-27

 



Edit Item Call Numbers Against IPAC Call # Summary Table Screen 
 
The Edit Item Call Numbers Against IPAC Call Number Summary Table procedure reads the entire 

library’s holdings (items) file.  Each item record is checked against the library’s (or libraries’) Internet 

catalog summary or IPAC Summary Table (covered in the LibNet Setup Module).  Every item that does 

not fit into an IPAC summary category is selected and listed on this exception report. 

 
The IPAC summary table is used to assign a material type category to each item.  It is 
essential to ensure that all items summarize correctly into an IPAC summary group, 
otherwise Internet catalog searching will be inaccurate because items might not appear 
in the correct group. 
 
To generate this report, select the Run Call Number Summary Exception Report button 
at the bottom of the Call Number Summary Exceptions screen, shown below in Rpts4-
28.  The resulting report is shown on the following page in Rpts4-29. 
 

 
Rpts4-28 

 



Completed Edit Item Call Numbers Against IPAC Call # Summary Table Screen 
 

 
Rpts4-29 
 

Lesson 5:  Notices 
 

LibNet Reports Version 2.16 Opening Screen 

 

 



 

Rpts1 

 
This lesson focuses on the Notices pulldown menu (see Rpts1, above), which has the 
following functions: 
 
Weekly Notice Extract 
Print Combined Libraries On New Mailer Form 
Print Combined Libraries On New Mailer Form In Text Mode 
Print Overdue On 8.5X11 
Print Reserve Notices Form 
Reset Reserve Notice File 
Print Reserve Notices Form In Text Mode 
Demand Notice on 8.5X11 
 

 



Weekly Notice Extract 
 

 

Rpts40 

 
 

 



View Queue 

 
Rpts40a 
 
 

 
Rpts40b 
 

 

 



 
Rpts40c 
 
 
 



Weekly Notice Extract Screen 

 
Rpts40d 
 
Weekly Noice Extract Screen with Extract Date 

 
Rpts40e 
 

 

 



Print Combined Libraries (Overdue Notices) On New Mailer Form Screen 
 

 
Rpts41 
 
 
Alert Message Prior to Starting Sort 

 
Rpts41a 
 
 
 

 



 
Print Combined Libraries (Overdue Notices) On New Mailer Form Screen 

 
 
Rpts41b 



Print Overdue (Notices) On 8.5X11 (Page) Screen 
 

 
Rpts42 
 
Notice Select Queue 

 
Rpts42a 

 

 



Purge All Notice Changes 

 
Rpts42b 
 
Purge Dup Notice Changes 

 
Rpts42c 
 
 
 

 

 



Print Overdue Notices with Notice Date Included 

 
Rpts42d 
 
Report Progress 

 
Rpts42e 
 
 

 



Overdue Notice Screen 

 
Rpts42f 
 
 
 
 
 
 
 
 
 



Print Reserve Notices Form 
 

 
Rpts43 
 
Bob – No records to process is what system is saying.  Help! 
 
 
 
 

 



Reset Reserve Notice File 
 

 
Rpts44 
 
Bob – This report appeared to run, but did not result in a new screen or anything.  Help! 
 
 
 
 

 



Print Reserve Notices Form In Text Mode 
 

 
Rpts45 
 
Bob – Again, no records available when I go to run report. 
 
 

 



Demand Notice on 8.5X11 
 

 
Rpts46 
 
Browse by Name – Browse the LB_PAT File 

 
Rpts46a 
 

 

  



Patron Demand Print Notice Screen 

 
Rpts46b 
 
Demand Notice 

 
 
Rpts46c  

 



Lesson 6:  $Agency 
  

LibNet Reports Opening Screen 

 

 

Rpts6-1 

 
This lesson focuses on the $Agency menu and its functions, used to generate reports 
related to items that the LibNet system automatically sends into collections once three 
overdue notices have been generated. 
 
The $Agency pulldown menu (see Rpts6-1, above) has the following functions.   
 
Weekly Agency Extract “All” Libraries 
Browse Collection Transfer Files � 
Special Procedures � 
Collection Agency Extract Control 
Agency Email Settings 
 

Weekly Agency Extract “All” Libraries 
Browse Collection Transfer Files � 
Special Procedures � 
Collection Agency Extract Control 
Agency Email Settings 

 



Weekly Agency Extract “All” Libraries Screen 
 
The first item on the pulldown $Agency menu, Weekly Agency Extract “All” Libraries, is selected to 

extract the week’s records of patrons whose accounts are ready to be turned over to collections. This menu 

item accesses the Weekly Agency Extract ‘ALL’ Libraries screen (Rpts6-2, below), from which the 

weekly extraction reports are run. 

 

 

Rpts6-2 

 
At the Weekly Agency Extract ‘ALL’ Libraries screen (Rpts6-2, above), select View 
Extract Queue and the Collection Agency Extract Run screen (Rpts6-3, below) with 
the queue of waiting extractions (of patron records pending collections) appears.  
Highlight a particular extraction in the queue, choose the Select button at the bottom of 
the Collection Agency Extract Run screen, and the Weekly Agency Extract “All” 
Libraries screen reappears (see Rpts6-4, on the next page).  
 

 

 



Rpts6-3 

 

 
Rpts6-4 
 
Select the Run Extract key at the bottom of the Weekly Agency Extract “ALL” 
Libraries screen (see Rpts6-4, above), and, as the record extraction occurs, the system 
shows which library is being searched (in a multi-library circulation system).  It also 
indicates, in red typeface, the number of records the system has already checked. 
 

 

 



Browse Collection Transfer Files 
 
The second item on the pulldown $Agency menu, Browse Collection Transfer Files, 
is used to browse the different library collection’s transfer files by selecting one of the 
“submenu” or secondary menu items, as shown below in Rpts6-5. 
 

 

Rpts6-5 

 

The submenu choices are: 
 
Collection Agency Patron Browse 
Collection Agency Transactions 
Collection Transactions By AutoNum 

Weekly Agency Extract “All” Libraries 
Browse Collection Transfer Files � 
Special Procedures � 
Collection Agency Extract Control 
Agency Email Settings 

 

 

Collection Agency Patron 
Browse 
Collection Agency 



Browse Collection Transfer Files -- Collection Agency Patron Browse 
 
Select the Collection Agency Patron Browse entry from the Browse Collection 
Transfer Files submenu, and the Patrons Selected For Collection Agency screen 
appears (see Rpts6-6, below). 
 
This screen contains all of the collection activity for all of the library patrons and can be 
used to Insert, Change, and Delete entries on the patron list (top of the screen) and the 
itemized transaction list (bottom of screen).   
 
In the example below in Rpts6-6, details about an item that has gone into collections is 
listed on the bottom half of the screen under the heading, “Collection Agency Extract 
Transactions”.  
 

 
 Rpts6-6 

 

To see more details about the highlighted item in collections, select the Item Transactions button on the 

bottom of the screen (refer back to Rpts6-6, above).  

   

 



Once the Item Transactions button has been selected, the Item Transactions screen appears (see Rpts6-

6a, below), where information about the highlighted collection record can be updated or deleted, or the 

collection record itself can be deleted.  The item referenced in Rpts6-6a has been billed for and the bill has 

been mailed.  A fine of 10 cents was posted on July 27, 2000. 

 

Rpts6-6a 

 
 
 
 



 
Rpts6-6b 
 
Also at the Patrons Selected For Collection Agency screen (see Rpts6-6b, above), a 
user can insert, change, or delete information on a highlighted entry, or delete an entire 
highlighted entry.   
 

 

  



The screens that correspond with the Insert, Change, and Delete buttons are shown 
below. 
 

Insert 

 
Rpts6-6c 
 
Change 

 
Rpts6-6d 
 
Delete 

 

 

 



Rpts6-6e



Browse Collection Transfer Files -- Collection Agency Transactions 
 
Select the Collection Agency Transactions entry from the Browse Collection 
Transfer Files submenu, and the Collection Agency Extract Transactions screen 
appears (see Rpts6-7, below). 
 

 

Rpts6-7 
 

To view more detailed information about the item listed above in Rpts6-7, select the Item Transactions 

button at the bottom of the screen (refer back to Rpts6-7, above) and the Item Transactions screen appears 

(see Rpts6-7aa, below).  At the Item Transactions screen, information about an item can also be updated 

or deleted. 

 

 

 

 



Rpts6-7aa 
 
Also on the Collection Agency Transactions Screen, if an “extract” date is typed into 
the Extract Date box at the top of the screen (see Rpts6-7bb, below), and the “Enter” 
(“return”) key on the computer keyboard is selected, then the Changing Agency 
Extract Transactions screen appears (see Rpts6-7cc, below). 
 

 
Rpts6-7bb 
 

 
Rpts6-7cc 
 

 

 

 



At the Collection Agency Extract Transactions screen (Rpts6-7, below), a user also 
can insert, change, or delete information regarding a particular account transaction.   
 

 
Rpts6-7 
 

 

 



The screens that correspond with the Insert, Change, and Delete buttons are shown 
below. 
 
Insert 

 
Rpts6-7a 
 
Change 

 
Rpts6-7b 
 
Delete 

 
Rpts6-7c

 

 



Browse Collection Transfer Files – Collection Transactions By AutoNum 
 
The Collection Transactions by AutoNum entry on the Browse Collection Transfer 
Files submenu provides a different view of the collection transfer files on the CXF 
AutoNumber Browse screen.  Mainly used for systems work, this view displays records 
cross-referenced by “auto” numbers, assigned by the system and listed in the first 
column (Rpts6-8, below). 
 

 
Rpts6-8 
 
As with the other screens/views, the Item Transactions button can be selected to view transaction details 

for a highlighted record, as shown below on the Item Transactions screen (Rpts6-8a).  At this screen, a 

user can update or delete the record. 

 

 

 

 



Rpts6-8a



Special Procedures 
 

The third item on the pulldown $Agency menu, Special Procedures (see Rpts6-9, 
below), is a function used by NuGen Systems support staff only for support issues.  The 
submenu functions should not be run unless directed and supervised by NuGen 
Systems support staff. 
 

 

Rpts6-9 

 

Submenu Items 

 
Master File VS Agency Collection Error List 
Create Patron Balance Register 
Special Agency Extract “All” Libraries 
Print Collections Transfers:  New 

Print Collections Transfer:  Update 

 
 

Weekly Agency Extract “All” Libraries 
Browse Collection Transfer Files � 
Special Procedures � 
Collection Agency Extract Control 
Agency Email Settings 

 



Collection Agency Extract Control 
 
The fourth item on the pulldown $Agency menu, Collection Agency Extract Control 
(see Rpts6-10, below), is used by an individual library to set its collection policies. 
 

 
Rpts6-10 
 
When Collection Agency Extract Control is selected from the $Agency menu, the 
Collection Agency Aging screen appears (Rpts6-10a, below).  At this screen, set up 
the collection policies by entering the information required in each of the four columns: 
 
Patron Class 
Chg Fee 
Bill Code 
Minimum Balance 
 

 
Rpts6-10a 
 
 
 
 

Weekly Agency Extract “All” Libraries 
Browse Collection Transfer Files � 
Special Procedures � 
Collection Agency Extract Control 
Agency Email Settings 



To begin the process of inserting the appropriate information under each column, select 
the Insert button at the bottom of the Collection Agency Aging screen (refer back to 
Rpts6-10, below) to access a form to be completed for this purpose. 
 

 
Rpts6-10 
 
The Adding a Collection Agency Record screen or form appears (see Rpts6-10b, 
below). 
 
Insert 

 
Rpts6-10b 
 



To complete the Adding a Collection Agency Record form, first make sure that the 
correct library number (1 for Benzie Shores District Library, as shown below in Rpts6-
10b) is in the field next to Lib at the top of the screen. 
 
Next, complete the Patron Class field by selecting the arrow to the right of that box (see 
Rpts6-10b, below) and choosing a classification from the list that appears on the 
Browse Patron Classification List shown in Rpts6-10c, below. 
 

 
Rpts6-10b 
 
The list of classification codes from which to choose are shown below in Rpts6-10c.  They are: 

 
CHILD = Child Patron 
DEL = Patron to Be Deleted 
ILL = Inter Library Loan A 
REG = Regular Patron 
STAFF = Library Staff 
XACCT = Special Handling Acc 
 

 
Rpts6-10c 
 
 

 



On the form below (Rpts6-10d), the patron classification of REG for Regular Patron has 
been selected for that field. 
 
The next field to complete is the Bill Collection Fee field.  Select either Yes or No under 
that field (refer back to Rpts6-10d, below).  In the example below, “Yes” has been 
chosen. 
 

The next field is the box labeled, Financial Code To Bill (shown Rpts6-10d again, below), which has an 

arrow to be selected for a list of financial codes from which to choose. 

 

 

Rpts6-10d 

 

The list of financial codes from which to choose is: 

 

CDRW = Borrowers Card Renewal 
COPY = Copy Machine Fee 
CREDT = Credit On Account 
DAMAG = Damages Fee 
DONAT = Patron Donations 
FAX = Fax Usage Fee 
NONDS = Non District Usage Fee 
NPFEE = Notice Processing Fee 
ODFIN = Overdue Fine (Returned) 
ODFRW = Overdue Fine (Renewed) 
REFND = Cash Refund to Patron 
REPCD = Replacement Card Fee 
REPLA = Item Replacement Cost 
SERV = Service Processing Fee 
 
 

 

 



Once the code is chosen from the list on the Financial Codes screen (in the example below on Rpts6-10e, 

“REPLA” for item replacement cost is chosen), choose the Select button at the bottom of the screen. 

 

 
Rpts6-10e 
 

After the Financial Code to Bill field has been completed (see Rpts6-10f, below), 
continue on to complete the Minimum Account Balance field.  Complete this field by 
entering an amount, then select the OK button at the bottom of the Adding a Collection 
Agency Record screen to ensure that the amount appears on the Collection Agency 
Record form. 
 

 
Rpts6-10f 
 

 

 

 



The minimum account balance amount entered into the example below (see Rpts6-10g) 
is $100. 
 

 

Rpts6-10g 

 
Now that the Adding a Collection Agency Record form is complete, select the OK button at the bottom of 

the form to process the information.  Once the system processes the information, it will be included on the 

Collection Agency Aging screen as it is in the example below (Rpts6-10h): 

 

Patron Class = REG 

Chg Fee = Y 

Bill Code = REPLA 

Minimum Balance = $100 

 

 

 



 

Rpts6-10h 

 
Agency Email Settings 
 
To access the Collection Agency Email SetUp screen, at the main LibNet Reports 
screen, select the $Agency menu, then Agency Email Settings. 
 

 
Rpts6-11 
 
The Collection Agency Email SetUp screen (refer to Rpts6-11, above) is a form used 
to create and change e-mail records using the fields: 
 
Email Server Name (library’s e-mail server) 
Email From Account (library e-mail address) 
Email To Account (collection agency’s account) 
Email Subject (subject of e-mail) 

 

100.00 



 
To use this form, type the new or changed information into the chosen field, then select 
the Update Email Info button on the bottom, left side of the screen (refer back to Rpts6-
27, above). 
 
An example of a completed e-mail form is shown below in Rpts6-11a. 
 

 
Rpts6-11a 

 

 

 

 

 

Lesson 7:  Miscellaneous 
 

LibNet Reports Opening Screen 

 

 

 



 

Rpts7-1 

 
 
 
 
 
 
 
 
This lesson focuses on all of the other reports that can be generated by the LibNet 
system, outside of overdue notices, collections, daily reports, and codes.   
 

 

Inactive Items Report 
Titles With No Items Report 
Items Added Report 
Items Added/Weeded Recap Report 
Items Checked Out Report 
 
Collection Value Report 
Collection Depreciation Report 
Collection Status Count 
 
Patron Labels (2-Up) 
Patron Laser Labels 
Selected Patron Report 
Selected Patron To ASCII File (Phone Num) 
Selected Patron To ASCII File (Patron Address) 
Patron Count By Registration 
Print Patron Card Mailers 
 
Print Selected Titles (By Full Call#) 
Print Selected Titles (By Call2) 
Print Selected Titles By “Times Circulated” 
 
Reserve Master Reports 
 
Authority Reports 
Calc Print Barcodes with SCD 
 
Age Weeded Items 
Age Active Items 
Calc Duplicate Weeded Barcodes 
 
Remove Deleted Patrons (Status=1) 
End-Of-Year Roll Totals 
Re-Initialize Item YTD Totals 
Clear Patron Number from Item History File 
Purge Old Item History Records 
View Error Exception Log 
 



The Miscellaneous pulldown menu (see Rpts7-1, above), the subject of this lesson, 
provides access to the following reporting functions: 
 
Inactive Items Report 
Titles With No Items Report 
Items Added Report 
Items Added/Weeded Recap  Report 
Items Checked Out Report 
 
Collection Value Report 
Collection Depreciation Report 
Collection Status Count 
 
Patron Labels (2-Up) 
Patron Laser Labels 
Selected Patron Report 
Selected Patron To ASCII File (Phone Num) 
Selected Patron To ASCII File (Patron Address) 
Patron Count By Registration 
Print Patron Card Mailers 
 
Print Selected Titles (By Full Call#) 
Print Selected Titles (By Call2) 
Print Selected Titles By “Times Circulated” 
 
Reserve Master Reports 
 
Authority Reports 
Calc Print Barcodes with SCD 
 
Age Weeded Items 
Age Active Items 
Calc Duplicate Weeded Barcodes 
 
Remove Deleted Patrons (Status=1) 
End-Of-Year Roll Totals 
Re-Initialize Item YTD Totals 
Clear Patron Number from Item History File 
Purge Old Item History Records 
View Error Exception Log 
 
 

 



Inactive Items Report 
 
Select Inactive Items Report to access the Inactive Item Report Selection screen 
(Rpts7-2, below).  At this screen, select and run reports for: 
 
deactivated items 
active items still checked out and overdue 
active items not circulated for a certain amount of time 
MARC catalog records with no item records attached 
 
Complete the fields on the screen below (Rpts7-2), as necessary, to run each type of 
report. 
 

 
Rpts7-2 
 



Sample Report – Inactive Items Deactivated 
 
To run a report featuring inactive items that have been deactivated, on the Inactive Item 
Report Selection form (Rpts7-2a, below), type dates into the From and Through boxes 
next to the heading, “Inactive Items Deactivated From,” then select the Run Report 
button at the bottom of the screen (Rpts7-2a, below). 
 
NOTE:  A range of call numbers and item class selections can be included as 

parameters for this report by using the arrow keys  on the bottom half of the Inactive 
Item Report Selection screen. 
 

 
Rpts7-2a 
 

 

 



The resulting Inactive Item Report of deactivated items is shown below in Rpts7-2b. 
 

 
Rpts7-2b 
 



Sample Report -- Active Items Still Checked Out and Overdue 
 
To run a report featuring active items that are still checked out and overdue, on the 
Inactive Item Report Selection form (Rpts7-2c, below), enter a number of days into the 
box next to the heading, “Active Items Still Checked Out and Overdue At Least” (30 
in the case of the example in Rpts7-2c, below), then select the Run Report button at the 
bottom of the screen (Rpts7-2c, below). 
 
NOTE:  A range of call numbers and item class selections can be included as 

parameters for this report by using the arrow keys  on the bottom half of the Inactive 
Item Report Selection screen. 
 

 
Rpts7-2c 
 



The resulting Inactive Item Report of active items checked out and at least 30 days 
overdue is shown below in Rpts7-2d. 
 

 
Rpts7-2d 
 
 
 



Sample Report – Active Items Not Checked Out for a Certain Number of Days 
 
To run a report featuring active items that have not been checked out for a certain 
number of days, on the Inactive Item Report Selection form (Rpts7-2a, below), type a 
number of days into the box next to the heading, “Active Items Not Circulated For At 
Least” then select the Run Report button at the bottom of the screen (Rpts7-2e, below). 
 
NOTE:  A range of call numbers and item class selections can be included as 

parameters for this report by using the arrow keys  on the bottom half of the Inactive 
Item Report Selection screen. 
 

 
Rpts7-2e 
 
 

 

 



The resulting Inactive Item Report of items not circulated for at least 100 days is shown 
below in Rpts7-2f. 
 

 
Rpts7-2f 
 



Titles With No Items Report 
 
Select Titles With No Items Report to access the Print Titles by Title- Selection 
Screen (Rpts7-3, below).  To run a report of titles with no items or holdings attached to 
them, select the Run Search For Weeded Titles, By Title button at the bottom of this 
screen. 
 
NOTE:  To place parameters on this report, the Skip Titles With AutoStamp box may 
be filled in with a special code (such as “SHM” for sheet music, as shown below in 
Rpts7-3) established by the library, and the Skip Titles With Status box may be filled in 
with “Y” for Yes and “N” for No. 
 

 
Rpts7-3 
 

 

 

 



The resulting Titles With No Items report is shown below in Rpts7-3a. 
 

 
Rpts7-3a 
 
 
 



Items Added Report 
 
Select Items Added Report to access the Items Added Report – Selection Screen 
(Rpts7-4, below).  At this screen, enter dates in the From and Through date boxes, and 
include a Location Code, if desired (such as “PCL” for Peninsula Community Library).  
Then, select the Titles By Author within Call Number button at the bottom of the 
screen to generate the report. 
 

 
Rpts7-4 
 
 
 
 

 

 

 



The resulting Items Added Selected Title List report is shown below in Rpts7-4a. 
 

 
 
Rpts7-4a 
 
 



Items Added/Weeded Recap Report 
 
Select Items Added/Weeded Recap Report to access the Items Added/Deactivated 
Select Screen (Rpts7-5, below).  At this screen, enter dates in the From and Through 

date boxes, and include a Donated Acquired Code by using the  key next to the word 
“Donation”, a Select Only By How Acquired Code, if desired, and a Location Code, if 
desired.  Then, select the Run Report Summary button at the bottom of the screen to 
generate the report. 
 
 

 
Rpts7-5 
 

 

 

 

 



The resulting Items Added/Deactivated (Weeded) report is shown below in Rpts7-5a. 
 

 
Rpts7-5a 
 



Items Checked Out Report 
 
Select Items Checked Out Report to access the Items Checked Out screen (Rpts7-6, 
below).  At this screen, Items Checked Out reports can be run by patron name, patron 
location, patron class, and item call number. 
 

 
Rpts7-6 
 
 



Items Checked Out Report – Patrons Name 
 
To generate an Items Checked Out Report by patron name, select the Report By 
Patrons Name button from the Items Checked Out screen, shown below again in 
Rpts7-6. 
 

 
 
 
The Items Checked Out by Patron Name Select Screen (Rpts7-6a, below) appears.  
At this screen, include a date in the Aging Date box, a Minimum and Maximum 
Number of Days OverDue, if desired, and check Yes or No to Skip Deactivated Items.  
Then, select the Run Report button at the bottom of the screen. 
 

 
Rpts7-6a 

 

 

 

 



 
The resulting Items Checked Out by Patron Name report is shown below in Rpts7-6b. 
 

 
 
Rpts7-6b 

 



Items Checked Out Report -- Patron Location 
 
To generate an Items Checked Out Report by patron location, select the Report By 
Patron Location button from the Items Checked Out screen, shown below again in 
Rpts7-6. 
 

 
Rpts7-6

 



The Report By Patron Name Within Location Selection Screen (Rpts7-6c, below) 
appears.  At this screen, include a date in the Aging Date box, a Minimum and 
Maximum Number of Days OverDue (if desired), use the arrow key for the Select a 
Location box (if desired), and check Yes or No to Skip Deactivated Items.  Then, select 
the Run Report button at the bottom of the screen. 
 

 
Rpts7-6c 
 

 
 
 

 

 

 

 

 



The resulting Items Checked Out by Patron Name Within Location report is shown 
below in Rpts7-6d. 
 

 
Rpts7-6d 
 
 
 
 
 
 
 

 



Items Checked Out Report -- Patron Class 
 
To generate an Items Checked Out Report by patron class, select the Report By 
Patron Class button from the Items Checked Out screen, shown below again in Rpts7-
6. 
 

 

Rpts7-6 

 

 



The Items Checked Out Report By Patron Name Within Classification Select 
Screen (Rpts7-6e, below) appears.  At this screen, include a date in the Aging Date 
box, a Minimum and Maximum Number of Days OverDue (if desired), use the arrow 
key for the Select a Location box (if desired), and check Yes or No to Skip Deactivated 
Items.  Then, select the Run Report button at the bottom of the screen. 
 

 
Rpts7-6e 
 
 
 
 
 



The resulting Items Checked Out by Patron Name Within Classification report is 
shown below in Rpts7-6f. 
 

 
 
Rpts7-6f 
 
 
 



Items Checked Out Report -- Item Call Number 
 
To generate an Items Checked Out Report by item call number, select the Report By 
Patron Item Call Number button from the Items Checked Out screen, shown below 
again in Rpts7-6. 
 

 

Rpts7-6 

 
 
 

 



The Items Checked Out Report By Call Number Select Screen (Rpts7-6g, below) 
appears.  At this screen, include a date in the Aging Date box, and fill in the Beg and 
End Call number boxes (manually or using the arrows), if desired.  Also, include a 
Minimum and Maximum Number of Days OverDue (if desired), and check Yes or No 
to Skip Deactivated Items.  Then, select the Run Report button at the bottom of the 
screen. 
 

 
Rpts7-6g 
 



The resulting Items Checked Out by Item Call Number report is shown below in 
Rpts7-6h. 
 

 
Rpts7-6h 
 



Items Checked Out Report – Select Patron 
 
To generate an Items Checked Out Report by patron, select the Select Patron button 
from the Items Checked Out screen, shown below again in Rpts7-6. 
 

 

Rpts7-6 

 

 



The Patron Items By Call# screen (Rpts7-6i, below) appears.  At this screen, select the 
Browse by Name button, then the Browse the LB_PAT File screen appears (see 
Rpts7-6j, below). 
 

 
Rpts7-6i 
 

 
Rpts7-6j 
 
At the Browse the LB_PAT File screen, a user can view the library’s patron list by 
name, address, barcode, and location by selecting the tab at the top of the screen (see 
Rpts7-6j, above), then choose that patron with the Select button.  New patrons also may 
be added using this screen by selecting the Add New Patron button (Rpts7-6j). 
 

 

  

 



In the example below, the Patron Barcode tab has been selected, and a patron’s 
barcode has been highlighted (see Rpts7-6k).  Choose the Select button at the bottom 
of the screen.  
 

 
Rpts7-6k 
 
The Patron Items by Call# screen reappears with the patron’s fields filled in (see Rpts7-
6l, below.  Select the Print Items button at the bottom of the screen to print out the 
report. 
 

 

 

 

 

 

 



Rpts7-6l 

 



An example of the printed Patron Items By Call# is shown below in Rpts7-6m. 
 

 
Rpts7-6m 
 
 



Unpaid Items By Patron Report 

 
From the Miscellaneous pulldown menu, select Unpaid Items By Patron Report to 
access the Unpaid Items Reports screen (Rpts7-7, below). 
 

 
Rpts7-7 
 
 
Select the Report by Patrons Name button on the Unpaid Items Reports screen 
(Rpts7-7 again, above) to access the UnPaid Items Report By Patron Name Report 
Selection screen (Rpts7-7a, below). 
 

 
Rpts7-7a 
 
At this screen, fill in the From and Through fields with dates, then check Yes or No for 
Select Items Billed for Replacement Only.  Select the Run Report button at the 
bottom of the screen (Rpts7-7a) to process the report. 
 

 

 

 

 



 



An example of the resulting UnPaid Items Report By Patron Name is shown below in 
Rpts7-7b, below. 
 

 
Rpts7-7b 
 



 
Rpts7-7 
 
Select the Report by Location/Name button on the Unpaid Items Reports screen 
(Rpts7-7 again, above) to access the UnPaid Items Report By Patron Name within 
Location Report Selection screen (Rpts7-7c, below). 
 

 
Rpts7-7c 
 
At this screen (Rpts7-7c, above), fill in the From and Through fields with dates, then 
check Yes or No for Select Items Billed for Replacement Only.  Include a location 
selection, if desired, by using the arrow button next to the Select Location field, then 
select the Run Report button at the bottom of the screen (Rpts7-7c) to process the 
report. 
 

 

 

 

 

 



An example of the resulting UnPaid Items Report By Patron Name Within Location is 
shown below in Rpts7-7d, below 
. 

 
Rpts7-7d 



Collection Value Report 
 
From the Miscellaneous pulldown menu, select Collection Value Report to access the 
Collection Value Report -- Selection Screen (Rpts7-8, below). 
 
To run a Collection Value Report, first include a Through Date (Rpts7-8, below), and 
select a location code using the arrow next to the optional Select Only Location Code 
field, if desired.  Then select the Run Collection Value Report button at the bottom of 
the screen to generate the report. 
 
This report reads the active item files AND deleted (weeded) item files.  If an item’s date 
added is less than or equal to the entered Through Date, the item will be selected.  If 
the item was deleted, the item’s deleted date also is compared to the Through Date 
entered on the Collection Value Report- Selection Screen.  If the deleted date is less 
than or equal to the Through Date, then the item will be inactive.  In other words, the 
item is accounted for as being on the shelf on the date entered in the Through Date 
field.   
 
NOTE:  Donated items are report separately by entering the system’s How Acquired 
Code Used For Donations to denote that items were donated in the field of the same 
name (see Rpts7-8, below). 
 

 
Rpts7-8 
 
************************************************ 
KTE – RUN ABOVE REPORT!!!!!! RESUME HERE! 
 

 

 

 

 



 
 
 



Collection Depreciation Report 
 
Select Collection Depreciation Report to access the Depreciated Depreciated 
Collection Value Report- Selection Screen (Rpts7-9, below). 
 

 
Rpts7-9 
 
 
 



Collection Status Count 
 
Select Collection Status Count to access the Collection Status Report- Selection 
Screen (Rpts7-10, below). 
 

 
Rpts7-10 
 
 



Patron Labels (2-Up) 
 
Select Patron Labels (2-Up) to access the Patron Selection Process screen (Rpts7-11, 
below). 
 

 
Rpts7-11 
 
 
 
 
 
 



Patron Laser Labels 
 
Select Patron Laser Labels to access the Patron Laser Label Selection Process 
screen (Rpts7-12, below). 
 

 

Rpts7-12 

 



Selected Patron Report 
 
Select Patron Report to access the Patron Selection Process screen (Rpts7-13, 
below). 
 

 
Rpts7-13 
 



Selected Patron To ASCII File (Phone Num) 
 
Select Selected Patron To ASCII File (Phone Num) to access the Patron Select 
Process screen (Rpts7-14, below). 
 

 
Rpts7-14 
 
 
 



Selected Patron To ASCII File (Patron Address) 
 
Select Selected Patron To ASCII File (Patron Address) to access the Patron 
Selection Process screen (Rpts7-15, below). 
 

 

Rpts7-15 

 



Patron Count By Registration 
 
Select Patron County By Registration to view the Patron Registration by Library 
screen (Rpts7-16, below). 
 

 
Rpts7-16 



Print Patron Card Mailers 
 
Select Print Patron Card Mailers to access the Print Patron Card Mailers Select 
Screen (Rpts7-17, below). 
 

 
Rpts7-17 
 
 



Print Selected Titles (By Full Call#) 
 
Select Print Selected Titles (By Full Call#) to access the Print Titles by Call#- 
Selection Screen (Rpts7-18, below). 
 

 
Rpts7-18 
 
 
 



Print Selected Titles (By Call2) 
 
Select Print Selected Titles (By Call2) to access the Print Titles by Call#- Selection 
Screen (Rpts7-19, below). 
 

 

Rpts7-19 

 



Print Selected Titles By “Times Circulated” 
 
Select Print Selected Titles By “Times Circulated” to access the Print Titles by 
Times Circulated- Selection Screen (Rpts7-20, below). 
 

 

Rpts7-20 

 



Reserve Master Reports 
 
Select Reserve Master Reports to access the Reserve Report – Selection Screen 
(Rpts7-21, below). 
 

 
Rpts7-21 
 



Authority Reports ���� 
 
Select the Authority Reports submenu (Rpts7-22, below) to access the By Author, By 
Subject, and By Series authority reporting screens. 
 

 

Rpts7-22 

 
 
 
 
 
 

 
 

 

Inactive Items Report 
Titles With No Items Report 
Items Added Report 
Items Added/Weeded Recap Report 
Items Checked Out Report 
 
Collection Value Report 
Collection Depreciation Report 
Collection Status Count 
 
Patron Labels (2-Up) 
Patron Laser Labels 
Selected Patron Report 
Selected Patron To ASCII File (Phone Num) 
Selected Patron To ASCII File (Patron Address) 
Patron Count By Registration 
Print Patron Card Mailers 
 
Print Selected Titles (By Full Call#) 
Print Selected Titles (By Call2) 
Print Selected Titles By “Times Circulated” 
 
Reserve Master Reports 
 
Authority Reports � 
Calc Print Barcodes with SCD 
 
Age Weeded Items 
Age Active Items 
Calc Duplicate Weeded Barcodes 
 
Remove Deleted Patrons (Status=1) 
End-Of-Year Roll Totals 
Re-Initialize Item YTD Totals 
Clear Patron Number from Item History File 
Purge Old Item History Records 
View Error Exception Log 
 

By Author 
By Subject 
By Series 



Authority Reports -- By Author 
 
Select By Author to automatically generate an authority report by author (see Rpts7-
22a and 7-22b, below). 
 

 
Rpts7-22a 
 

 
Rpts7-22b 
 
 



Authority Reports – By Subject 
 
Select By Subject to automatically generate an authority report by subject (see Rpts7-
22c and 7-22d, below). 
 

 
Rpts7-22c 
 

 
Rpts7-22d 



Authority Reports -- By Series 
 
Select By Series to automatically generate an authority report by series (see Rpts7-22e 
and 7-22f, below). 
 

 
Rpts7-22e 
 

 
 
Rpts7-22f 



Calc Print Barcodes with SCD 
 
Select Calc Print Barcodes with SCD to access the Calculated Barcodes with SCD 
Select Screen (Rpts7-23). 
 

 

Rpts7-23 

 
 

 
Rpts7-23a 
 
 
 
 

 



 
 



Age Weeded Items 
 
Select Age Weeded Items to access the Calculated Barcodes with SCD Select 
Screen (Rpts7-24). 
 

 

Rpts7-24 

 

Location 

 
Rpts7-24a 
 

 

 



 
 

 
 

Rpts7-24b 

 



Age Active Items 
 
Select Age Active Items to access the Calculate Age of Active Items screen (Rpts7-
25). 
 

 
Rpts7-25 
 
 
 
 
 



Calc Duplicate Weeded Barcodes 
 
Select Calc Duplicate Weeded Barcodes to access Deleted Items (LB_ITD) with 
Duplicate Barcodes (Rpts7-26). 
 

 
Rpts7-26 
 
 
 
 



Remove Deleted Patrons (Status=1) 
 
Select Remove Deleted Patrons (Status=1) to access Report Preview screen with the 
Patron Delete Exception Report (Rpts7-27). 
 
 

 
Rpts7-27 
 



End-Of-Year Roll Totals 
 
Select End-Of-Year Roll Totals to access the End of Year Roll Totals screen (Rpts7-
28). 
 

 
Rpts7-28 
 
 
 
 
 



Re-Initialize Item YTD Totals 
 
Select Re-Initialize Item YTD Totals to access the Initialize Item YTD Totals screen 
(Rpts7-29). 
 

 
Rpts7-29 
 



Clear Patron Number from Item History File 
 
Select Clear Patron Number from Item History File to access the Items History File 
Update Screen (Rpts7-30). 
 

 
Rpts7-30 
 



Purge Old Item History Records 
 
Select Purge Old Item History Records to access the Purge Old Item History 
Records Update Screen (Rpts7-31). 
 

 
Rpts7-31



View Error Exception Log 
 
Select View Error Exception Log to view the Exception Log screen (Rpts7-32). 
 

 
Rpts7-32 
 
 

 


