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Lesson 1: Introduction

LibNet Reports Version 2.21 Opening Screen

# Lib\ANet Reports Version 2.21 Library is Benzie Shores District Libray
File Edit Codes Daily Statistics Moticer $égency Mizcellaneous Window Help

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

2% LibAMet Reports Version 2.21 Library is Benzie Shores District Library
File Edit Codes Daily Statistics Motices $é4gency Mizcellaneous Window Help

Print Setup
Change Library for Processing
Exit

Rptsl-la



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).

Printsetup 2]
— Printer
Froperties... |

Marne:

Statug Ready

Type: HF Officelet G Series Printer
‘Where:  DOT4_001

Camment:

— Paper Orientation

Size: ILetter [B5x11in) j & Partrait

Source: IAut.:. j " Landzcape
Metwark... | 0Ok I Cancel

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

# Browse the LB_PRO Library File
Current Library ls: 2 AnpTown Library

Select Library |

Lib | Mame |

Ao owr Library

K 2

Select

Cloze Help |

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.

2f Lib\Net Reports Version 2.21 Library is |

Edit Codes Daily  Statistice Motices  $Agency Miscellaneous  Window Help

Rpts1-4



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

&% Lib\Net Reports Version 2.21 Library iz Benzie Shores District Library
Fil= Edit Codes Daiy Statistics Motices $égency  Miscellaneous  window  Help

Print Setup
Change Library for Processing
Exit

Rpts1-1a

Lesson 2: Codes

LibNet Reports Opening Screen



&% Lib\Net Reports Version 2.21 Library iz Benzie Shores District Library
Fil= Edit Codes Daiy Statistics Motices $égency  Miscellaneous  window  Help

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

Patron Class Report

Patron/ltem Class Control
Circulation Control Rules

Call Number Summary Table
Call Num Summary Descriptions >

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/ltem 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 >

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.

2% LibAMet Reports Version 2.21 Library is Benzie Shores District Library
File Edit Codes Daily Statistics Motices $é4gency Mizcellaneous Window Help

System Codes Reports > Major Locations

Od Notice Control Report Title Types

Od Messages Report Title Status Codes
Reserve Notice Messages > Title Autostamp Codes
Financial Descriptions Item Class

Manual Circulation

Item Locations

Patron Class Report

Patron/ltem Class Control
Circulation Control Rules

Call Number Summary Table

Call Num Summary Descriptions >

|
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



System Codes Reports -- Major Locations

Report Preview

File “iew Zoom

%El@ Page: [1 2 feoes [T ] Down [T 3 2oem: [100% Zoom [x]

Date: 753004 MuGen District Library Page 1
Time: 5:36PM hlajor Locations Proc: Systern_Codes_R
User:

Last Changed
Codes Descriptions Date Time Who
1 Benzie County 81911925 1:31PM | HANSOMN R
2 Manistee County B/19/1995 1:23PM | HANSOM R
3 Grand Traverse County 8/19/1995 1:23PM | HANSOMN R
4 Leelanau County 8/19/1995 1:23PM | HANSOMN R
5 Other 8/19/1995 1:23PM | HANSOMN R

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,

The Major Locations screen is the tier of statistics reporting devoted to major locations,

designated in this system by county.

township, etc.)

LY



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.

2 Repork Preview

File  Yiew Zoom

%Egl Page: [1 H sooes 1 F Down [T 3 Zoem: [100% Zoom =]

Date: 840904 Benzie Shores District Library Page 1
Time: 8:20PM Title Status Proc: System_Codes R
User:

Last Changed
Codes Descriptions a3 Date Time Who
A Additional Copy On Qrder 0 S/09/1996 203PM [ LT
[TEMP Termpoarary |.L.L Record 0 FAGL00T [ 11:428M | KMY
M Mid Michigan Library League 0 24202000 3:30PM [ RH
M Mew And On Order 0 50941996 ZE2PM (LT
op Cut Of Print And Mot Available 0 50941996 253PM LT
= Copy In Storage 0 120441995 | 1218PM [ LT

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 [.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

2z Reporkt Preview

File ‘iews Zoom

@E Page: |1 = Acroess: |1 =] Dwn: |1 2 Zoom: [100% Zoom|[x]

Date: 80904 Benzie Shares District Library Page 1
Tirme: S:50FM Auto Stamp Proc: System Codes R
User:
Last Changed
Codes Descriptions = Date Tirme Wwha
CE Casszette Book 0 10/22/1997 1:.05FM
ch Compact Disc 0 1072201997 1:05PM
CDR cD-Rom 0 10/22/1997 1:09FM
DD Digital “/ideo Disc 0 5044999 [ 11:21AM
Dv'3 Described “ideo 0 5/2211993 1:53FM
GEN Genealogy 0 8201999 [ 12:12PM
HOT Rental 0 10/22/1999 | 12:54PM
KIT Cassette And Book 0 4/3041999 [ 12:26FPM
LF Large Print 0 10/221997 1:05FM
LvD Lagser Wideo Disc 0 10/221997 1:05FM
PAM FPamphlet (Woodmere) 0 9011999 [ 11:404M
PBEK Faper Back 0 20841995 [ 11:02PM |-

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)

2 Report Preview

File Wiew Zoom

@lﬁlgl Page: |1 3: AcCross: |1 3’?‘; iD= |1 3’1 Zoorm: I‘]I]D% ZDDml:I

==l

Rpts2-5

Date: 8/09/04

Benzie Shores District Library Page 1

Tirne: 9:15PM ltern Codes Proc: System_Codes R
User:

Last Changed
Codes Descriptions =) Date Tirme Whao
ADULT Adult 1 2/031995 4:53AM [
ART Art Print 9 21319596 2:08PM
B&T Baker & Taylar 1 21319596 2:08PM
CAS Audio Cassettes 7 210911995 231 AM
CB Cassette Books 7 2051995 2:32AM
cD Compact Audio Disc 2 BABAS9E | 12:535PM
CDROM Cormputer CO-ROM 4 60441996 D:46AM
DvD Digital “ideo Disc 3 504998 | 11:46AM
DS Described Yideo Cassette 3 8/02/1995 9:35AM
EQUIF Equiprnent 9 173141998 1:37FPM
FL Foreign Language 1 2291996 | 11:26AM
GEMN Genealogy 1 5201999 | 12:15PM

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 -- [tem Locations Screen

2 Report Preview

File ‘iew Zoom

%l!l%l Page: [T 3 Across [T 2] Down [T 2] Zoom: [100% Zoom =]

Date: 80904 Benzie Shores District Library Page 1
Time: 2:07PM Itern Locations Proc: System_Codes_R
User:

Last Changed
Codes Descriptions Date Time Wwho
PCL Peninsula Community Library 2/103/2004 1:31FM

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 -- [tem How Acquired

2 Report Preview

File Wiew Zoom

@lﬁlgl Eage: |1 Eli ACross: |‘| E|’.°; Do |‘| E|3 Zoom: |1DI]% ZDDml:I

Date: 5/09/04 Benai iateict L Page 1
Tirne: 8:54PM [terns How Accouired Proc: Systern_Codes R

User:
Last Changed
Codes Descriptions 5 Date Time YWho
BT Baker And Taylor 0 2/09/1995 314 AN N
oo Donation a 2/09/1995 31440 -
HE Horizon Books a 2091995 314AM N
ML Mid-Michigan Library League a 20511955 F15AM -

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 ltem 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).

2 Report Preview

File Wiew Zoom

@lﬁlgl Page: [1 2] Across: [1 F Down I H Zoom: [100% Zoom []

Date: 8/03/04
Time: 3:35FPM
Usear:

Benzie Shores District Library

Page 1
Proc: OD_Contral_R

[tern From-To Charge |Charge Fee Per | Fee Per Print Last Chaged
‘Class Days REPLA |Per ltermn | Motice ltem  [Message Code| Date Time | Userin
ADULT B- 9909 N I F0.00 $0.00 m JEA7P5 | 12:82PM
ADULT 8- 140 M I $0.00 $0.00 m B/23/95 | 12:39PM
ADULT 2- 28| M I §1.00 $0.00 m 80655 | 10:19AM
ADULT 36 - 420 ¥ I F0.00 $0.00 m 8406/55 | 11:11AM
CAS 8- 140 M I $0.00 $0.00 m BF23/95 | 12:39PM
CAS 2- 28| M I §1.00 $0.00 m 80655 | 10:19AM
CAS 36 - 420 ¥ I F0.00 $0.00 m 8406/55 | 11:11AM
ch g - 140 M I F0.00 $0.00 m 8/23/95 | 12:39PM
ch 2- 28| M I §1.00 $0.00 m 80655 | 10:19AM
ch 36 - 420 ¥ I F0.00 $0.00 m 8406/55 | 11:11AM
ILL 8- 140 M I §0.00 $0.00 a1 872395 | 12:39PM
ILL 2- 28| M I §1.00 $0.00 m 90655 | 10:19AM
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.

= Report Preview _|ﬁ||_>
File View Zoom

@lﬁl Page: [1 H scces [T F Down [1 3 2oom: [100% Zoom 7]

Date: 8/409/04 Benzie Shores District Library
Time: 10:37PM Overdue Messages Report
User:
Last Changed
Code Descriptions Date Time Who
[} Generic Overdue Message 22900 452PM | C 0T 77T 7 | This notice is to serve as & reminder that the tems listed

below wehich were checked out on your card are now

pastdue and should be returned promptly to the Benzie

Shores District Library . Also showen are charges due

yOUr accournt.

|DMD |Demand Motice | 10/15/90 | 400PM | t has come to our attertion that you have not returned th
following items. If they are not returned immedistely | you

are  reguired to pay for them. If you have guestions,

contact the  library at 352-4671

|PRECS] Account Callection ltems | 7r27m5 | 12:55PM | Statement Of Account! Listed belaw are items That ha
been  hilled to your sccourt.

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

File Edit Codes Daily Statistice Motices  $Agency  Mizcellaneous  ‘window  Help

System Codes Reports >
Od Notice Control Report

Od Messages Report
Reserve Notice Messages » Cancellation Reasons
Financial Descriptions Pickup Location

Manual Circulation

Patron Class Report

Patron/ltem Class Control
Circulation Control Rules

Call Number Summary Table
Call Num Summary Descriptions »

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.



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).

= Report Preview

File iew Zoom

@lﬂgl Page: [1 F Acwes [T Z Down [T 2 Zoom: [100% Zoom (=]

Date: 810904 Benzie Shares District Library Page 1
Time: 10:29PM L_Beasons for Cancellation | Proc: System_Codes_R
User:

Last Changed
Codes Descriptions 5 Date Time Who
MSGE Sorry, It 15 Missing Frarn Our Collection 0 BA5£2000 2:32PM | JB
MEW IRetry-2 manths-Mo Chg-Return This Slip! 0 50451997 T:O1PM | KM
MW Meed More Info/Pls Call 922-4521 7 Marly 1 473041997 SESAM | KM
MNSP Mo Supplier Found..Chy Is Mot Refundable 0 43041997 | 10:18AM | KW
OTH Other Reason (Custom) 0 4/301997 9:58AM | KWy
REF hust Be Used In The Library. Reference 0 4/30119597 9:58AM | KW

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.

File  “iew Zoom

@Egl Page: |1 5 Awwse |1 & Down [ 2 Zoom: [100% Zoom ]

| w

Date: 441806 Benzie Shores District Library Page 1

Tirme: 5:20FM I Fick Up Locations I Froc: Systern_Codes_R

User:

Last Changed

Codes Descriptions = Date Time Wha

WD Main Circulation Desk 1] 2/09/1995 2:20AM | ob

S5C Sight And Sound Department 1] 5/09/1997 1:56FM | 5P
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.

2 Repork Preview

Fil= ‘ieww  Zoom

@lgl Page: |1 33, ACtogs: |1 ﬂ Dieer: |1 ﬂ Zoorm: |1DD% Zooml:l

Date: 80904

Benzie Shores District Library Page 1
Time: 10:41PM Financial Codes Information Proc: Finance_Codes_R
User:
Default Last Changed
Codes  |Description Arnount User Date Time
CORW |Borrowers Card Renewal Fee 1.00 Bah 205595 1:57AM
COPY |Copy Machine Fee 015 Bob 2/09/95 1:55AM
CREDT |Credit On Account 0.a0 112701 3:48PM
DAMAG | Damages Fee 5.00 CARTER C 727195 4:26PM
DOMAT |Patron Danations 0.00 Bab 209/55 1:58AM
FAX Fax Usage Fee 1.00 Bob 2/09/95 1:59AM
NOMDES |Mon District Usage Fee 200.00 COLLER 11/28/98 | 11.57AM
MPFEE |Motice Processing Fee 0.00 Baob 2/09/95 2:00AM
ODFIM | Overdue Fine (Returned) 0.00 HANSOMN R 808/55 2:32PM
ODFRW| Cwerdue Fine (Renewed) 0.a0 HARNSOMN R aa05m5 5:32PM
REFMD |Cash Refund to Patran 0.00 1127 3:4GPM
REPCD |Replacement Card Fee 1.00 HAMSOMN R 8/08/95 5:33PM
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.

File ‘iew Zoom

@lﬁlgl Page: [1 H screes [T F Down [T 3 Zoom: [100% Zoom =]

Date: 80904 Benzie Shores District Library Page 1

Tirne: 10:43PM Manual Circulation Proc: Manual_Circ_ R

User:

Summary Catagory

Codes Descriptions Major Inter Mlinor
ILL Interlibrary loan photocopies MC MIPC 999
MAG MAGAZINES b MB 999
MET INTERMNET QUESTIONS, SEARCHES b MET 999
FAM Farnphlets M M 999
FPEK FAFERBACK EXCHANGE i 36 999
FER FERIODICALS M MB 999
=] Special Loan MC =] 999
LIMEB Unbarcoded ltems M MIF 999

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.

£ Report Preview ;Iil_
File ‘iew Zoom
@lﬁlgl Page: m ACHOSS: m Dy m Zoam: IMEI
Date: 8/09/04 Benzi e Page 1
Tirme: 10:43P M | Patron Classes Proc: Patron_Class R
ser:
Maximum | Minimurn |Renew Renew | Allow [Sound
Class Descriptions Balance |For Motice | Fee Amount  [Months|CheckOut| Alarm
CHILD |Child Patran noop ooo 0.00 0
DEL  |Patron to be Deleted noop ooo M 0.00 0 M A
ILL Inter Library Loan Account 99500 | 000 M 0.00 12 N M
REG  |Regular Patron 2500 200 M 0.00 12 N M
STAFF |Library Staff 99500 000 M 0.00 12 Y M
HACCT [Special Handling Account 99500 | 000 M 0.00 12 b M
DEL  |Deleted Patron noo| oo M 0.00 0 M Y
ILL Used For Inter Library Loan 000 0.00 0.00
REG  |Regular Patron Lib2 25,00 000 M 0.00 i M
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/ltem Class Control Screen

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

2 Reporkt Preview

File Wiew Zoom

@lﬁlgl Page: [1 8 Across: |1 & Down |1 & Zoom: m
Date: 809704 Benzie Shores District Library Page 1
Titne: 10:45P M Patronfltem Class Control Froc: Patron_ltern R
User:
Patron [tern
Class Class Rules
CHILD ADULT ADULT
CHILD CAS CAS
CHILD CB CB
CHILD ch ch
CHILD ILL ILL
CHILD ILLy ILLy
CHILD J J
CHILD JE JE
CHILD JFE JPE
CHILD JR JR
CHILD KIT KIT
CHILD LF LP
g
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.

= Reporkt Preview

File  Wiew Zoom

@lﬁlgl Page: [1 2 Across: [T 3 Dewn [I 3 Zoom: [100% Zoom =]

o St o

[licteicd | ibpo

Date; B8/09/04 ¥ Page 1
Tirne: 10:45F M |-ECircuIation Control Rules Froc: Contral Rules R
User:

Rules Circ | Daily |ChgDays| Max |Grace| Default Wlax |Fine OD|Service | RSY | Max

0 Days | Fine Closed Fine |Days | Replace. |Renew| Renew | Fee [Wait | Circ
14DAY3-A, 14| 010 i 1.00 0 15.00 4 i 0.oo 7 20
14DAYS-B 14| 010 i 1.00 0 20.00 4 i 0.oo 7 20
14DAYS-C 14| 010 i 1.00 0 8.00 4 i 0.oo 7
140450 14| 025 i 200 0 20.00 a i 0.oo 7
14DAYS-E 14| 010 i 1.00 0 5.00 4 i 0.oo 7 20
28DAYS-A 28| 000 M 0.oo 0 25.00 1 M 0.0o 7 40
28DAYS-B 28| 000 M 0.oo 0 20.00 1 M 0.0o 7 =]
28DAYS-C 28| 000 M 0.oo 0 0.oo 2 i 0.0o 7 99
J0AYS-A 3| 6.0 ¥ 1.00 1] 20.00 1 b 0.ao 7
J0AYS-B 3| 1.00 ¥ 3.00 1] 20.00 o b 0.ao 7
IDAYS-C 3| 1.00 i 300 0 30.00 a i 0.0o 7 3
9990AYS | 5999 | 0.00 M 0.oo 0 0.oo a i 0.0o 0 20
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.

=z Report Preview

Fil=  Yiew Zoom

@E Fage: |1 3] Across: |1 =1 D [T 2 Zoom: [100% Zoom x|

=7

Date: 80904 Benzie Shores District Library Page 1
Tirne: 10:46PM | Call Number Summary Table | Proc: Call_Mum_Sum_R
Lser:
Call Number Range Summary Catagory Last Updated

From Ta Mlajor Inter Mlinor Date Time User ID

0ao 099993939 o 10 o 2116056 H12PM T

100 199999999 o 10 010 BA7R5 ) HAM

200 2999939339 o 10 020 JAOBSS | S44PM

300 399339399 01 10 030 THOBSS | 544PM

400 499993339 o 10 040 JAOBSS | S44PM

500 599339399 01 10 050 THOBSS | 544PM

600 E99993939 o 10 00 JAOBSS | S44PM

700 799339399 01 10 070 7RSS 5:45PM

300 599993333 01 10 0s0 JHOBS5 | 545PM

300 818939399 01 10 030 7RSS 5:45PM

920 828339399 01 10 092 7RSS 5:45PM

930 999993999 o 10 030 JAOBS5 | S45FM .

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.

&% Lib\Net Reports Version 2.21 Library iz Benzie Shores District Library
Fil= Edit Codes Daiy Statistics Motices $égency  Miscellaneous  window  Help

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

Patron Class Report

Patron/ltem Class Control
Circulation Control Rules

Call Number Summary Table Major

Intermediate
Minor

Call Num Summary Descriptions >

Rpts2-17



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.

Date: Benzie Shares District Library Page 1
Time: Mlajor Call# Catagory Proc: System_Coc
Lser:

Last Changed
Codes Descriptions o Date Time
m Adult 1] 2M3/15595 224 AM
04 Juvenile 1] 2M3/15595 224 AN
05 Y oung Adult 1] S/28/1958 | 10:02AM
o7 Audio-visual 1] 2031935 | 11:18PM
03 Equipment 1] 143171938 1:19PM
2] Member Library Rotating Callections 0 2724/1950 3:06FM
M Manual Circulation (Mon Barcoded) 0 2051995 | 11:18PM

Rpts2-18



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

2 Report Preview 1=

File Wiew Zoom

@lﬁlgl Page: [1 2 Across: [T = Down 1 & Zoom: [100% Zoom =]

Date: 8/09/704 Benzie Shores District Library Page 1

Ll;n;;:: 10:49PM Intermediate Call # Category Proc: System_Codes_R
Last Changed

Codes Descriptions =) Date Time Whao

#A Aundio-Yisual Departrment 0 2/24/1996 3:.07PM

#B Adult Reference Desk 0 2241996 3:07PM

#C MWlain Circulation Desk 0 2/24/1996 3:03PM

10 Adult Regular Collection 0 2081995 | 11:19FM

14 Owversize 0 20054995 | 11:20PM

17 Reference 0 2/08/1995 [ 11:20PM

14 Reference Desk 0 4/15/1999 1.09PM

19 Fublic Computing Center 0 8/05/1999 1:18PM

20 Large Print 0 2081995 | 11:21FPM

22 Used For Testing 0 2241996 I11PM

23 Melson Room 0 7872000 7 14PM

24 Cassette Books 0 2084995 | 11:21PM

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.



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

=z Report Preview

Fil=  Yiew Zoom

@E@ FPage: I‘] 3: AcCross: |1 H’f; Lt I‘I Elf, Z00rm: I‘]I]D% ZDDml:I

Date: 8/09/704 Benzie Shaores District Library Page 1
Tirne: 10:51PM - Proc: System_Codes R
User Minor Call # Category
Last Changed
Codes Descriptions =] Date Time YWho
0ot Generalities (101-093) 0 209415955 1:07AM
010 Fhilogophy (100-199) 0 2/09/1995 1:08AM
020 Religion (200-299) 0 2/09/1995 1:08AM
030 Social Sciences (300-399) 0 209415955 1:09AM
040 Language (400-453) 0 209415995 1:09AM
050 Science (500-599) 0 209415955 1:20AM
00 Techology (500699 0 2/09/1995 1:21AM
070 The Ars (FO0-795) 0 209415955 1:21AM
0a0 Literature (800-859) 0 209415955 1:21AM
030 Geography & History (900-919/930-993) 0 2/09/1995 1:22AM
092 Biographies (920-929) 0 2/09/1995 1:23AM
093 Fiction CB's 0 971942001 B:43PM
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.




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.

2 Repork Preview

File Wiew Zoom

glﬁlgl Page: [1 4 across: [ 2 Down [T Zoom: [75% Zoom [x]

J

[ ate: S409/04 Benzie Shares District Librany Page 1
Time10:52FM IPAC Summary Table FProc: IPAC_Sum_R
Lzar:
Call Number Range Summary Catagarny Catalog Optians(Blank=Ho)
Fram Ta Ml ajor Inter hlinar Lisplay?| Resenve™| ILLY
{ululu] lele 1 1 1 1 1 1
A Errrrrrr. 1 1 2 1 1 1
CAS CAS|ZEEasss 4 1 1 1 1 1
co Ch |ZEEeessss 4 2 2 1 1 1
D LD | ZEEeaasss 4 2 2 1 1 1
ILL ILL |ZEEeaasss 7
J J 1 2 2 1 1 1
J {a]uln] J lele 1o 1 2 1 1 1 1
J CAS J CAS 4 1 2 1 1 1
J FIC J FIC 1 2 2 1 1 1
J KIT J KIT 4 1 2 1 1 1
JE JE 1 2 2 1 1 1
JE (000 JE (999957777 1 2 1 1 1 1
JE |FIC JE [FIC 1 2 2 1 1 1
JFPB JPB |EE58ass s 1 2 2 1 1 1
JR IR |EEEEEET 1 2 1 1 1
KIT KIT |ZEZ22222 4 1 1 1 1 1
LF (000 LFP (9999777 1 1 1 1 1 1
LP |A LFP |ZEEEesssss 1 1 2 1 1 1
O SHO00 WS 1999 1 1 1 1 1 1 hal

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, Iltem Cost Percentage
Table, provides access to the Item Cost Percentage XREF [cross-reference] Table,
shown below.

File  Wiew Zoom

@IE'%I Fage: |1 33, AR |1 3’.’; | |1 33, Z00m: |?5?»1; Zoom ILl

Oate: 1206 Dlobic Ch e Muickeiod | ik cor page 1
Time:G:01PM em Co=t Percentage XREF Table Proc: ICT_Sum_R
User: [Cost A= A Percentage OF Price)

I

Lib | tem Class| For Donated Item% Far Purchased tems|§ Default Price (If Missing In Record)
1 ADULT 1000 % THOO % 25.00
1 CAS 2000 %% TS.O00 % 15.00
1 ;] 20000 % 000 % 22.00
1 ch 2000 9 000 % 18.00
1 ILL ooo % ooo % 0.00
1 ILLW 000w ooo % 0.00
1 J 5000 % 000 % 20,00
1 JE S.00 0 % 000 % 9.95
1 JFB 500 % 000 % 5.99
1 JR o.oo ooo % 0.00
1 KIT ooo % ooo % 0.00
1 LP .00 4 000 % 12.95
1 oS 500 % 000 % 158.00
1 FBE S.000 % 1000 % 388
1 R 5000 W 2000 % 25.00
1 ROC o.oo w ooo % 0.00
1 ROT .00 4 000 % 12.00
1 S o009 ooo % 0.00
1 SJE ooo %% ooo % 0.00
1 WHE 200w 2500 % 15.00
1 A 2000w Qooo % 20000
1 “PB 500w 2000 % G6.99
1 TR .00 % 000 % 10,00

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

¥ Lib\Met Reports Yercion 1.7 Library is MuGen District Library
i File Edit Codes) Daily Etatistice Motices  $gency Mizcelaneous  ‘Window Help

End of Day Recap

Print Daily Check Out Detail
Financial Recap

Patron Count (Old Method)

LibNet Reports

NuGen Systems Inc. copyright 2002

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 Detall
Financial Recap

Patron Count (Old Method)



End of Day Recap

# Daily Circulation Summary Select Screen - |I:I|£|
[T Pause Extract Total Recards: 0 Records Read: | 0
Extract Finished: | 0

Date From:

Date Through: |7/14/2004
End_Daj,f_Recap_R Cancel |

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.

= Report Preview &

File Wiew Zoom

@lﬁlgl Page: |‘I Elﬁ Across; |1 3’1’ | W= |‘I 3’1 Zoom; |?5°/o Zoam |:I

I»

Drate: /0904 Page 1
Time:11:02PM Daily Circulation Summary Proc:End_Day_Recap_R
User: aam g g

Circ From: 7442004
tajor Catagony Through: 742004 Catagory Totalz by Hour of Chedd Out

Mo Drescription
Time: 07.02 02-09 0910 4011 1112 12.01 04-02 02.02 03-04 0405 0506 0607 0702 0809 09-10 10-11 11-12 12-6AM To

ltems:

Grand Total of ktems by Hour of Check Out

Time: 07.08 0508 09-10 10-11 11-12 12-01 01.02 02-03 0304 0405 0506 0607 O7-03 03.09 09-10 10-11 11-12 12-6AM To
ltems:
Total Number of Patrons This Period= 1}

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

# Daily Check Out Detail Report - Select Screen S E3

Beginning Date: |1,01/2000

Ending Date: |12/31,2000]

Fun Daily Check Out Detail Report Check_0Dut_Detail_Report Cancel |

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, ltems
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.

Items Checked Out Report by Out Date Report Process

[

1% Complete

Cancel
Rpts3-5
Date: 3/105 Eenzie Shores District Library Fage 1
Ll;n: 445FM "if‘;fg‘::'éﬁ:cfe';‘ Report Proc: Check_Oul_Detail_Report
Report Range: 1/01/2000-1 273172000
Out Out Due  Patron Title |
Dats  Time  Date Location  Barcods Cal 1 CalZ  Calld Stalus Author |
Tree grows in brooklyn
FIc SMITH Smith, Betty
Cat who sang for the birds J Liian Jackson Braun.
LP MYSs BRAUN Braun, Lilian Jackson
Battle creek f Scoft Lasser.
FIc LASSE Lasset, Scoft
Devil's teardrop : @ novel of the last night of the certury / Jetfery Deaver.
FI DEAVE Deaver, Jefiery

Tara Road / Mazve Binchy.

FIc BINCH Binchy, Maeve
Short novels of John Steinkeck /

FIc STEIN Steinbeck, John
UNBATED TRaP
P FIC COOKS COOKSON, CATHERINE
Liskilty / Preston Dits

FIc DILTS Dilts, Pregtan
Dragenly in aimber by Diana Gabalon
cas GABAL Gabaldan, Diana
Hardtine : & V.. Warshawsk novel | Sar Paretsky.

mvs PARET Paretsky, Sara
Buster Miight's Cate /Sancha Dallas.

Fic DALLA Dallas, Sandra

*ou cant eat your chicken pox, Amber Brawn {Pauls Danziger ; intetior ustretic
I EIC DANZ) Darziger Pailla




Rpts3-6



Financial Recap

# Financial Becap Select Screen

[T Pause Extract Total Records: |

Begin Date:

I1."D1."2DDD

End Date:

1243172000

Run Report Surmmary

Trans Report

I Run_Repart Detail IDet_TranS

IS 3

Recards Read: |

Extract Finished: |

Cancel |

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).

Date: 40806

Benzie Shores District Library Page 1
Time: B:37Pw Amounts Billed, Recieved and Written ¢ Proc: Trans _Report
Uszer: Between 10012000 and 12431/2000
Used Credit Uzed Maon Patron | Mon Patron

Code Description TBilled $Caszh on Account Credit Card | FWritten Off $Cazh Credit Card
CORWY  |Borroweers Card Renewsal Fee F1.00 F1.00
COPY  |Copy Machine Fee §4 .65 ¥3.70 §3.75 F175.05
CREDT |Credit On Account F30.50
DAMAG |Damsges Fee §29.95 F21.15 F5.80
MOMDS |Mon District Usage Fee $1,400.00 §1,400.00
MPFEE |Motice Processing Fee F162.00 47 .30 F2.00 §38.70
ODFIM - |Cwerdue Fine (Returned) F21285 $800.51 985 $915.34
CDFRWY [Cwerdue Fine (Renewed) FE07 20 F187 .50 $31:5480
REPCD |Replacement Card Fee F1.00 Fz2.00
REFLA |tetn Replacement Cost $3,790.45 23692 §2, 75675
SERY  |Service Processing Fee F10.00 F5.00 §5.00

--- Grand Totals For Report --- F5125.10 §2 73568 F2065 403347 F175.05

Total Cashe F2910.73

Total Credit Cards:

F2910.73



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

# Patron Uzage Count [Old Method] - Selection Screen M= E
[T Pause Extract Total Records: | 0 Records Read: | 0
Select lterns Checked COut Frarm: §1,01,/2000 'I-'hruugh: 1243172000
||F'atr|:|n Usage Count (Old Counting Methaod) I Old_Patron_Count_Rpt Cancel |
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)

[ ate: OSA0G6 Benzie Shares District Librany Page 1
Time:5:47 P Patron Visit Count Froc:Old_
Uszer Cirzulation Period From 1042000 Through2s3122000
Total Mumber of Patron Wisits For Period Indicated= 10,130
Rpts3-9

Lesson 4: Statistics

LibNet Reports Version 2.16 Opening Screen




4% Lib\Net Reports Yersion 1 7 Library is MuGen District Library
FEile Edit Codes Daily Maotices  $&gency Miscelaneous  Wwindow Help

Statistics Reports (Batch Run)

Monthly Usage Statistics

Statistical Collection Summary

ltems 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

SR P P W e PRV P Y B el

NuGen Systems Inc. copyright 2002

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 ltem 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)

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.

#* Statistics Reports (Batch Run) Screen - |EI|5|
[T Pause Extract Total Records: | 0 Records Read:l 0 Batch_Run
mmdddyyyy mmdddiy ey

Date Hange: I Through: I fOR F Llse Existing Extract File?

—oelect Report:

[T Summary By Material Type

[ Summary By Patron Location (Old Stats)
™ Borrowing Patterns By Patron

[T Circ. By AgefGender/Catagory

[T Circ. By LocationfAge/Gender/Catagory

oelect Patrons Far This Lib. Only?
’7 " Yes & Mo -‘

Run Reports Batch Run Cancel |

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.

# Statistics Reports [Batch Bun) Screen !EIE
[T Pause Extract Total Recnrds:l 0 Records Read:l 0 Batch_Run

o P folol

e U e TS
|Date Range: |1,f|:|1f2|:||:|1 Through: |12f31,f2|:||:|1 OR [T Use Existing Extract File?

—Select Report:

¥ Summary By Material Type

[T Summary By Patron Location (Old Stats)
[T Borrowing Patterns By Patron

[T Circ. By Age/GenderfCatagory

[T Circ. By LocationfAgedGender/Catagory

=elect Patrons For This Lib. Only?
[  Yeg Lo -‘

Run Reports I Batch Run Cancel |

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.

-I # Statistics Reports [Batch Run) Screen M= B3
[T Pause Extract Tatal Recnrda:l 0 Records Read:l 0 Batch Run
ooy ey ooy ey
Date Range: |1m1f2|:||:|1 Through: |12f31f2|:||:|1| {OR [~ Use Existing Extract File?
—oeleCl Hepor.

™ Summary By Material Type

v Summary By Patron Location (Old Stats)

[" Barrowing Patterns By Patron
[T Circ. By AgefGender/Catagory
[T Circ. By Location/Age/Gender/Catagory

= Yes i+ [a
Run Reports I Batch Fun Cancel |

Rpts4-5

"Select Fatrons For This Lih.DnIy?-‘




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.

# Statistics Reports [Batch Run] Screen M= E
[T Pause Extract Tatal Recurds:l 0 Records Read:l 0 Batch_Run
mimdddy ey mmddddy ey
Date Range: |1,-1:|1,f2|:||:|1 Thraugh: |12f31f2|:||:|1 f0OR I Use Existing Extract File?
e aa=llaaa

™ Summary By Material Type:

" Surnmary By Patron Location (Old Stats)
¥ _Borrowing Patterns By Patron
[T Circ. By AgefGender/Catagory
[T Circ. By LocationfAge/Genden/Catagory

=elect Patrans For This Lib. Only?
’7 T Yesg &« Mo -‘

ﬂ Run Reports Batch Run Cancel |

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.

# Statiztics Beports [Batch Bun] Screen M= E3
[T Pause Extract Tatal Recnrda:l ] Records F{eadzl 0 Batch Run
mmdddyeyyy mmdddy ey
Date Range: |1,f|:|1f2|:||:|1 Thraugh: |12f31,-‘2|:||:|1 {OR [~ Use Existing Extract File?

—oelect Repart;

[T Summary By Material Type

[T Summary By Patron Location (Old Stats)

[ Borrowing Patterns By Patron
FV Circ. Eij,r Agel/Gender/Catagory

[T Circ. By Location/Age/Gender/Catagory

" Yasg * [a

Run Reports I Batch Run Cancel |

Rpts4-9

"Select Fatrons Far This LiI:u.Dan,r?-‘




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.

# Statistics Reportz [Batch Bun] Screen

Tatal Recnrda:l 0 Records Read:l 0 Batch Run

[C Pause Extract

mmddddfyyyy mimddddyyyy

Date Range: [1,01/2001 | Through: [12/31,/2001

—aelect Report:

I B3

f0OR [T Use Existing Extract File?

™ Summary By Material Type

[T Summary By Patron Location (Cld Stats)
[T Borrowing Patterns By Patron

[T Circ. By AgefGender/Catagory

¥ Circ. By LocationiAgeiGender/Catagory

Rptsd-11

=elect Patrons Far This Lib. Only?
’7  Yes Loy -‘

Run Reports l Batch_Run

Cancel |




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.

=101 x|

[~ Pause Extract Total Recards: | 0 Records Read: | 0

# Monthly Usage Statistics Select Screen

Extract Finished: | ]

haonth: |12 Y aar: |2|:||:||:|

Fun Monthly Usage Summary || Monthly_Usage_Sumr Cancel |

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.

Date: 09005 Benzie Shores District Librany Page 1
Time: 10:11FPM IMTW Proc: blonthly_Uszage_Sumr
Uszern For Month:12/2000

This Same Montrl Month YTD-Curr | YTD-Last YTD
Catagony Description honth Lastear GainfLoss 12-hanths “ear GainfLozzs
01 10 Adult-Adult Regular Collection 253 211 42 5% 13627 12852 G445 %
o1 15 Adult-Overzize z 4 2 100 % 30 2z g 3E%
04 17 Adult-Reference 3 H 1 50 % a7 Ge 21 -A5%
01 20 Adult-Large FPrint =k 73 18 25 % 1885 1620 265 16%
o1 32 Adult-Reader Development Collection 1 u] 1 25 % 11 4 7 1T5%
uf] 33 Adult-Inter-Library Loan (Incomming) 42 53 11 -26 % 314 71a =l 13%
01 a6 Adult-hdass-hdaket Faperbadc 150 142 H] 5% 2483 2002 520 S21%
Majar Categony Total 1142 1085 a7 5% 12097 12417 420 2%
0z 17 023 MNotfound in Major Call#-Referance i} [u} i} 0% 1 1 0 0%
03 18 03 HNotfound in Major Call#-Fublic Comr a 5 G 50 % 131 104 30 0%
0z a6 03 Motfound in bdajor Call#-hd asshd ke 7 13 5] 26 % 119 278 159 -134%
Majar Category Total 16 12 2 12 % 251 280 128 E1%
o4 a0 Juwenile-Children's Regular Collection 128 156 28 22 % Z3BZ 2956 574 2%




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).

I. # Collection Statistical Summary Select Screen 5 =10] x|
[~ Pause Extract Total Records: 0 Records Read: | 0
Extract Finished: | 0
Beginning Date: |
Ending Date: |
Cancel |
Rpts4-15
Statistical Collection Summary Screen as Report Is Running
# Collection Statistical Summary Sel o ]
[T Pause Extract Total Records: | 24 B75 Records Read: | 24 BR0
Extract Finished: | 1

Beginning Date: |

Ending Date: |

Adding Major and Inter records, . Please YWait 5

Run Statistical Collection Report otat Collect Rpt Cancel |

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.

# Book Renewals Statistics Reports Screen

IS B3

[T Pause Extract Total Recnrda:l 0 Records Read:l 0 Extract Finished: | 0

Date Range: |1,f|:|1f2|:||:|1 Thraugh: |12f31f2|:||:|1|

OR I Use Existing Extract File?

=elect Report: ¥ Summary By Material Type

RewRptBatch_Run

Rtps4-18

Cancel |

%Elgl Page: |1 3: Aoross: |1 i 3 Zaoam: |1DU% Zn:n:nml:l

Date: 3/11/05 CENZIE STOTes LISICt Ciorary Page 1
Time: 4:09PM Renewals By Material Type Summary Proc: RewRptSum_By_Mat_Type
Usar TOT2002 - 1A 2002
ltern
Description Count
Adult
Adult Regular Collection
Generalities (001-0939) 2
Fiction B
Mystery 2
Adult Regular Collection Total: 10
Large Print
Fiction 2
Large Print Total: 2
Adult Total: 12

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.

# Summary By Patron Location

[” Pause Extract

Date Range: |1,f|:|1,f2|:||:|1 Through: |12f31f2|:||:|1|

Total Recnrda:l 1] Records Read:l 0 Batch Run P%L

mmdddfyyyy rmmddddyyyy

Run Summary By Patron Location {New Stats)

{fOR [T Use Existing Extract File?

SIS E3

Cancel |

Rpts4-20

Completed Patron Summary Report

Eile “iew  Zoom

@lﬁl%l Bane: I‘] 3’1 Arrass |1 = Bewm |1 = Zoom: I‘]DD% Zooml:l

Date: 3714105

Benzie shares District Library

Page 1
Proc:Patron_By LOC_R_M

Time: 2:14PM Patron Visit Summary By Patron Location
User 1012007 - 12/317.2001
Description Patran Visits
UnBarcoded ltems 42
Total 842
Total Patron Yisits For Period= 842

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.

# Summary By Patron Location (LE_PMD) - |EI|5|
[~ Pause Extract Tatal Recurda:l 0 Records Read:l 0 Batch_Run_ PO
mmdddiyyyry
Date Range: I -Through- 1/27/2006 fOR [T Use Existing Extract File?
|‘ Run Library Usage by Patron Location (This Library) Cancel |
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.

=101 %]

# Call Number Summary Exceptions

[T UnCheck to Pause Extract Total Records: I 0 Records Read:l 0

This procedure processes the entire item file. ltern call numbers are checked against the Call#
summary table. Items that do not summarize are listed on an exception report.

Murmber of ltems Found: 1]

| Edit_cal Cancell

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.

File Yiew Zoom

%IE'%I Page: |1 =] Across: |1 =11 Do |1 =] Zoom: |75% Zoom =]

Lrate: 40006 Benzie Shores District Librany Page 1
Timeld:51FP M Call Mumber Surmary Exceptions List Froc: Edit_call
User: Mumber of tems Found: 5]
Title
Author BarCode |cant| canz [ canz
Rich shall inherit #
Adler, Elizabeth 20020795 | [ | ApLER
FERENNIAL PATCHINORE
ROBINSON, JACKIE ILL1010123582 | ILL | |
Encyclopedia Americana.

s0240187 | REF |02 | Encio
H.:
Haire-Sargeant, Lin 50124621 | REF | @en | HarE

100 years of American newspaper comics ;. an illustrated encyclopedia ! edited by Maurice Harmn,

BOZ34347 | ROT 7915 | onE
Eagle has landed /
Higgins, Jack H0022759 | ROT [ FIC | HIGe
Craggerman /
Francis, Richard H BO05TE05 | ROT | Mvs | FRAnC
Litle men : life at Plumfield with Jo's boys S
Alcott, Louiza May H0075021 [+ [rcmion [ acor

B

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”.

# Edit_Stats ) ] S

[~ Pause Extract Total Recnrda:l 0 Recards Read:l 0

This procedure will read the check-out history records and recalculate the statistics catagory using the
itemn's current call number and the call# summary table. If the current catagory does not match the
catagory that was assigned aoriginally (at check-out time) the histary record will be selected for

the exception report.

Checked Cut From: | 1,01/2000 Through: |12,"31f2|:||:||:|

If you enter "¥" below to Update Histary?, the records will be updated to reflect the new summary catagary.
Update Histary?
{r‘ Mo Yes—‘ If "N" Mathing Will Be Changed

Murmber of lterns Found: | 0

Run History Summary Exceptions | Edit_Stats Cancel |




Rpts4-26

Completed Edit Statistics History File Against Call # Summary Table Report

File Wiew Zoom

@IE'E' Page: [1 3 Aeoee [T 3 Downe I 3 Zoom: [100% Zoom [=]

Date: 44006 EENZIE SNoTes LISt Liorary Page 1
Tirme:11:01FM History Summary Exceptions Proc: Edit_Stats
User: 4 lters found for 1/401/2000-12/31/2000

— CHG = lterm Surnmary Changed
W MWF = Mo Surmmary fdatch Found For Current lterm

Call Mumber Histary Assignment Mew Assignment
BarCode W | Callt | Call 2 Call3 | Major  Inter MWinor | Major  Inter  Minor
80022759 MMF |ROT | FIC HIGGI a1 10 100
80234347 MMF |ROT |741.5 DNE a1 10 070
80234347 MMF |ROT |741.5 ONE a1 10 070
80234347 MMF |ROT |741.5 DNE a1 10 070

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. ltis
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.

# Call Humber Summary E xceptions !EI
W UnCheck to Pause Extract Tatal Recnrds:l 23074 Records Read:l 3,240

This procedure processes the libraries item file. ltern call numbers are checked against the IPAC Callé#
summary table. ltems that do not summarize are listed on an exception report.

Mumber of Errors Fnund:| 2
. Run Call Number Summary Exception Report || Edit_IPAC_Sel Cancel |

Rpts4-28



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

File  Wiew Zoom

%Elgl Eage: |1 2 Aowes 1 2 Dowr [ 2 Zgem: [100% Zoom [=]

Date: 3A4/05 Bermhehroreeitrieiirey Page 1
Tire: 2:34PM Call Number Summary Exceptions List Proc: Edit_Call
Lger. Mumber of ltems Found: 9
Title
Authar BarCode ‘ Callt ‘ Call 2 ‘ Call 3
Rich shall inherit /
Adler, Elizabeth 50020755 | | M | ADLER
Before | say goodbye
Clark, Mary Higgins 80264062 | CD | FOLK MUSI| CLARK
PERENNIAL PATCHWORK
ROBINSON, JACKIE IL010123s82 [ | |
Encyclopedia Americana.

BO240187 | REF 031 | Encio
H. :
Haire-Sargeant, Lin 50124521 | REF | GEN | HAIRE
100 years of American newspaper comics © an illustrated encyclopedia / edited by Maurice Hom.

80234347 |ROT |7815 | onE
Eagle has landed /
Higgins, Jack BO0Z22759 | ROT [ FIC | Hical
Daggerman /
Francis, Richard H BO057605 | ROT [ Mys | FRANC
Little rmen : life at Plumnfield with Jo's boys /
Alcott, Louisa May 50075021 |v |FcTon | Acor

Rpts4-29

Lesson 5: Notices

LibNet Reports Version 2.16 Opening Screen

I



¥ Lib\Net Reports Version 1.7 Lihram ic MuGen District Library
File Edit Codes Daily Statisticsl Motices $tgency Mizcelaneous ‘Window Help

LibNet Reports

NuGen Systems Inc. copyright 2002

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

* Weekly Notice Extract Screen ** For all Libraries ** -0 x|

Frocessing ltem Master File BSDL Extract
Auto Extract for All Libraries
Select RUN EXTRACT to Update Extract File

Aging Date of Last Extract:  2/05/2001

Calculated Date for This Extract: 2422001 --= Enter Below

Enter Aging Extract Date: I- <

Mo  Yes “ Mo  Yes

Bun Extract Yiew Clugue || Cancel |

Rpts40

"Include Everything Cverdue: - "Include Damages Mat et Nntiﬁed:—‘




View Queue
# Motice Extract Run

Matice Extracts

s|lwir|le|c|e]| x|

Hatice_Queue

1/30/01 | 10:236M | 1/29/01 5 39 101.90 L
1/22/0 24EPM 1422401 17 GG 95.00
1/15/01 230PM 141501 15 5 ar.eh
1./08/0 4:52PM 140801 la] 106 22118
10300 11:224M 10101 43 G4 54.30

1242700 247PM | 1242500 45 a2 92,590

1248/00( 1258PM | 12/18/00 10 15 22.21

121200 4:R3PM | 1241400 28 a4 163.70

12/04/00 415PM | 12/04/00 46 110 156.05

112700 17184 [ 11/27/00 57 134 121.70

112100 10:2546 [ 17/20/00 . £4 149.40

11400 1033486 [ 1113400 23 B0 B5.85

11/06/00 1:05PM | 1140600 32 79 14855

10,3000 511PM | 1043000 40 G3 135.685

10/24/00( 103448 [ 10/23/00 55 137 92919

4 I I 3 I vI
1
Purge All Matice Changes | 1
Purge Dup Motice Charges | Select Delete |
Cloze | Help |

Rpts40a

Exception Message

Extract of: 2/06/2001 Would You Like To Delate
All Notice Fee Charges?

o |

Cancel |

Rpts40b




Exception Message

Extract of: 2/06/2001 Would You Like To Delete
Duplicate Notice Fee Chargas?

oK | Cancel |

Rpts40c



Weekly Notice Extract Screen

# Weekly Motice Extract Screen ** For all Libraries **

=10 %]

Frocessing ltern Master File B=DL Extract

Auto Extract for All Libraries
Select RBUN EXTRACT to Update Extract File

Aging Date of Last Extract:  2/05/2001

Calculated Date for This Extract: 2122001 --= Enter Below

Enter Aging Extract Date: I- <

Include Everything Cverdue: Include Damages Mot et Motified:
IVFND " Yes -‘ ’7 & Mo Yes _‘

Bun Extract “iew Clueue |

Cancel |

Rpts40d

Weekly Noice Extract Screen with Extract Date

* Weekly Notice Extract Screen ** For all Libraries ** s|wir|elc|e] =[Ol x|

FProcessing ltem Master File B=0L Extract

Auto Extract for All Libraries
Select RUN EXTRACT to Update Extract File

Aging Date of Last Extract:  2/05/2001

Calculated Date for This Extract: 2422001 --= Enter Below

Enter Aging Extract Date:l I 105 1999 I“:“|

Include Everything Owerdue: Include Damages Mot Yet Motified:
IVFND T Yeg -‘ ’7 & Mo O Yes _‘

Run Extract “iewe Clueye |

Cancel |

Rpts40e




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

% Print Overdue Notices For All Libraries By Zip-Code

This Procedure WYill Print All Libraries Motices
Intermixed By Zip-Code In One Run.

Mote: All Libraries kust Have The Same EXTRACT Run Date.

Motice Select Queue |

Enter Matice Run Date: |
[T Print "*Cost™ Over Replacement Amt

=101 %]

v Will Check For Postal Pre-Sort{500 Minimum) I

| (0]74 I Print_Motices

Cancel |

Rpts41

Alert Message Prior to Starting Sort
# Alert Messagel

Pre-Sort Not Allowed! Need 500 Minimum. 1 Are
Indicated, Pre-Sont Will Be ighored

Continue |




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

File ‘“iew Zoom

%IE@' Page: [1 2 Across [1 F Down [11 3 Zoom: [75% Zoom [=]

-

RETURM SERMICE REQUESTED

Library Card Mumber: Date Frepared:
termn Description Oue Date
Total ftems Oweardue = 1}
Taotal Account Collection = 000
Lib-1 Lib-2 Lib-2 Lib-4 Lib-5 Lib-& Lib-7  Total

sl Mloaloo o AZ_a_a 4 4

Rpts41b



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

# Print Overdue Notices -0 x|

Motice Select Queue

Enter Motice Run Date:

[T Print ""Cost™ Owver Replacement Amt

(8] | Frint_Letter Cancel |

Rpts42

Notice Select Queue
# Motice Extract Run slwir|ejc|o]| x|

Motice_[ueue

M atice Estracts

1422/ F46PH 1422401 17 [ 95.00
1415401 . 30Pk 141501 15 a5 785
1/08/01 4:52PH 1/08/01 55 106 221.18
103200 [ 17:2200 140101 43 G4 54.30
12427400 247PM | 12525400 45 a2 92,90
12800 1258PK | 12/18/00 10 15 224
1212400 4.53PM | 12717./00 2a a4 163,70
1270400 415PM | 120400 46 110 156.05
11427000 17184k | 11/27/00 57 134 121.70
112900 10:25480 | 11/20/00 54 B4 149.40
11400 10:394k | 1113400 23 ] B5.85
1140600 T.05FM | 11/068/00 a2 79 148,55
1043000 511PM | 10530400 40 63 135.85
102400  10:3448 | 10/23/00 ala] 137 929.19
< | BiEl
1
Purge All Motice Changes | 1
Purge Dup Motice Charges | Delete |

Cloze | Help |

Rpts42a



Exception Message

Extract of: 2/06/2001 Would You Like To Delote
All Notice Fee Charges?

(1] | Cancel |

Purge Dup Notice Changes

Exception Message

Rpts42b

Extract of: 2/06/2001 Would You Like To Delete
Duplicate Notice Fee Charges?

oK Cancel |

Rpts42c




Print Overdue Notices with Notice Date Included

# Print Dverdue Notices s|wirlelc|p] =13 x|

Motice Select Queues

Enter Motice Run Date: 2052001

[~ Print "*Cost™ Over Replacement Armt

0] Frint_Letter Cancel |

Rpts42d

Report Progress

Rpts42e



Overdue Notice Screen

File Wiew Zoom

%IE'EI Page: [1 2] Across: [1 3 Down [1 2 Zoom: [75% Zoom [=]

BENZIE SHORES DISTRICT LIBRARY
G320 MAIM STREET

PO BOX G331

ANTTOWN W1 422220000

FATRON® "UMREGISTERED
CIRC DESK

CIND™Y

FRANKFORT I

* QVERDUE ACCOUHNT HOTICE *

Librany Card Humbe@020000 [ ate PreparedFebroany 5, 20041

This notice isto serwve as a reminder that the items listed below which vwere chedied out an your
card are now pastdue and should be returned promptly to the Benzie Shores District Librany.
Al shown are charges due on your account.

Item Crescription Lue Crate

TIXOZE GeongBea, Dachezs of Depoazhine J, By Foreman, smawld 521 GEORG 12401
— & Remlnder O Thege Addtbonal Owe rdee ems —
TOM223T Look bomeward, avgel ta#onyort, By Niobk, Thomas  FIC WOLFE 110rm

Rpts42f




Print Reserve Notices Form

# Print Reserve Notices - Selection Screen ** For all Libraries #% o ]

Enter Motice Fun Date:  |RiEETETE

I= This & ReRun?
|7'F' Ma  Yes —‘

| Eun Report | Print_Fesenes Cancell

Rpts43

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



Reset Reserve Notice File

* Reset Reserve Notices - Selection Screen ** For all Libraries **

Enter Motice Run Date:

Run Report

Frint ReservesReset

=101 =]

Cancel |

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

% Print Reserve Motices - {In Text Mode) ** For all Libraries ** =10 x|

Enter Motice Run Date:

Iz This A ReRun?
|7ﬁ' Ma  Yes —‘

u Eun Repart Frint_ResenesT Cancel |

Rpts45

Bob — Again, no records available when | go to run report.



Demand Notice on 8.5X11

# Patron Demand Notice o ] 1

[T Pause Extract Total Recnrda:l 0 Records Read:l 0 Extract Finished:l 0

Patran BarCode: |

| Browse By Mame ||

—The fallowing Patron |s Selected For Statement:

Motice Message ta Print

| d
Print Motice |Print_Motice Exit |

Rpts46

Browse by Name — Browse the LB_PAT File
# Browse the LE_PAT File =10l ]

Fatron Name |F'atlon Address I Patron Barcode I Patron Location I

M ez |
Barcode Patron M arme Address Location| a
iy 7l fujui] I J
9031774 *DUPLICATES, LIBRARY 000-00-0000 | FRAME,
987ER4 31 “ILL Library, Test 000-00-0000 | TRaVA
9041385 *LIBRARY DISPLAYS 000-00-0000 | FRAME,
9055476 “LIERARY PROGRAMS 000-00-0000 | FRAME,
9024530 *REPAIR® 000-00-0000 | FRAME,
90207008 “RESERWVE SHELF® 000-00-0000  |HELEM
TEMP? *TestlLLLibrary 000-00-0000 | TRAWR
9020030 “UMREGISTERED, PATRON® 000-00-0000 | FRAME,
1234567890387 | ABBA, SALSA 000-00-0000 | CUSTHR
9062610 ABBETT, JOHN P 000-00-0000 | GAR
0247000060051 [ABBETT, ROSEMARY L 000-00-0000 | FRAME,
9024068 ABBEY, SUZ4MME 000-00-0000 | GAR
9023011 ABBOTT, SAMDRA C 000-00-0000 | LAKE
9036609 ACAMS, SaM X 000-00-0000 | PAR
9054719 ACKER, MAT 000-00-0000 | FRAME,
KI BiEl
Add Mew Patron

Cloze Help |

Rpts46a



Patron Demand Print Notice Screen

# Patron Demand Motice o ] 4|

[~ Pausze Extract Total Recurds:l 0 Records Read:l 0 Eutract Finished:l u}

Patron BarCode: |9585968

Browse By Mame

The following Patron |s Selected For Staternent:
9055278 "BOOK LAMINATING

Warkroom
Library 49635-0000
FRAMK

Maotice Message to Print

| 2
[ Print Motice IF'rim_NDtice Exit |

Rpts46b

Demand Notice

File Wiew Zoom

@l!lgl Page: |1 33 ACross: |1 3’.‘! | |1 3’1 Z£00Im: |?‘5% Zoom I:l

BENZIE SHORES DISTRICT LIBRARY 1
G320 MAIN STREET

FO BOX 621

ANTTOWH M1 422820000

TEOOE LAMINATING
ORKEDOM
LIBRARY 40625

* RCCOUHT STATEMEHT **

Date F dduly 14, 2004
Library Card Humbe 8055275 e Freparediuly

Item Crescription Crue [rate

FIAEAHD Dve T o0 T the Cockonts wes, By Mesey, ke [0 Dy Lak] 12290 O rdie
BRSO Fromme r's Costa R ka 2001, By Greenspan, Ellot  [1225 Daw Lak] IO COwerde
SENTSET] Khcwrpon T £ b pr 0 < Gk 1, By [1Z30 Doy Lak] IO Ok rdee
SEETTON Cokg iMmer fepark compke qud, By [1225 Doy Lak] MO O rdee
BE5E2 Pockethor Corda oy /sionyan, By Freeman, Dow  [1225 Dag Lak] WO O rdee
FOAET222 Reckon ng Sk kay Peaman., By Peaman, Siaron kay [1212 Daw Lak] M Owerde
ST 155 Falls the £ hadow SSharo by, By: Peaman, Sharon kay [1219 Do Lak] IO Ok rdee
ST 206 Workd amaiac and bock ot tct, By [1244 Dag L3k ZHEO1 ‘O rdee
ATV 173 A bk ntlore S om te i e H7LL MA 1AE AR e e

Rpts46¢c




Lesson 6: $Agency

LibNet Reports Opening Screen

File Edit Codes Daily Statistice Motices J$tgency Mizcellaneous  ‘window Help

Weekly Agency Extract “All” Libraries
Browse Collection Transfer Files >
Special Procedures >

Collection Agency Extract Control
Aaency Email Settinas

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 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.

# Weekly Agency Extract 'ALL' Libraries ] |
Agency Extract "All Libraries" Coll_Extract_All

Select Run Extract Button to Update Extract Files

Diate of Last Aging Extract: |?,Q?,QDDD

Calculated Date for This Extract: IB;D3,"2E||:||:| - = This Date Should Be

This Extract Aging Date: IB;D3,I‘2[||:||:| <--- Used Here.
Previous Selection From: |1,-D1;1998 Thraough: I12,-‘31,f1995

Auto Increment Aging Days By: | 7

Select Mew Transactions From: |1,"|:|E|;1998 Through: |1,-1:|',ff1999
BunExtract “iew Extract Clugue Cancel |

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).

# Collection Agency Extract Run [_ (O] =]
Extract_Queue |
F413/00 1./01/98 1./01/98 1 20.00
7/08/00 1/01/98 | 1./01/98 ] 0.0
7405400 1/01/38 (12431798 18 10329
741099 I 741099 3IE2 BEE. 43
<] | i3
Inzert Change | Delete |

Cloze | Help |




Rpts6-3

7 Weekly Agency Extract "ALL" Libraries

™ Skip Error Msg Agency Extract "All Libraries” Call_Extract_All
Select Run Extract Button to Update Extract Files

Date of Last Aging Extract: I?,Q?,QDDD
Calculated Date for This Extract: IB;"EIS;QEIEID <--Enter Below
Enter Aging Extract Date: I?,Q?,QDDD

Previous Selection From: |1f|:|1,f1998 Through: |12,-‘31f1998

Auto Increment Aging Days By: | 7

Select Mew Transactions From: |1fDE|f199E| Through: |1,-D?,f1999

Run Extract |I

Rpts6-4

Cancel |

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.

Motices Miscellaneuu& Window Help

Weekly Agency Extract “All” Libraries
Browse Collection Transfer Files >
Special Procedures >

Collection Agency Extract Control Collection Agency Patron
Agency Email Settings
Browse

File Edt Cades Daily Statistics

Rpts6-5

The submenu choices are:

Collection Agency Patron Browse
Collection Agency Transactions
Collection Transactions By AutoNum




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”.

# Pations Selected For Collection Agency _ O =
Search Patran: | Agency_Pat_ B
| Patron Marme Patron Murn | Barcode/Address |  Added First FR | Last #FR | ]
| TI2Tr2000 Tr2ir2000 J
| IR0 Tr2Yr2000( 80352000
| TI2Tr2000
TI2YI2000

71272000 TI2TI2000 | 80372000 ﬂ

Collection Agency Extract Transactions: Insert |Qhange| Delete |
Iterm Mumber | Billed Added FZode| Due Status | Billed Feceived | Wi Off Last Uipdate

2004159 3101998 Tr27i2000 QODFIM | 381998 0.10 Trayr2oon

ltern Transactions Insert Change Delete

Cloze | Help |

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.

Item Transactionson

Agency Cxt_ B
ODFIN
Posted $5Billed $SReceived SWrt-Off
12700 0,10
KN i
Total: 0.10
Extract_Date: I”Z?."ZUUU Date Written: IHZ?."ZUUU
Billed: 0.10
Received: |
Written Off: I
Update Delete | Close |

Rpts6-6a



#+ Patrons Selected For Collection Agency =]
Search Patron: | Agency_Pat B

Patron Marme Patron Mum | BarcodeiAddress | Added First ¥FR | Last ®FR =]
— | e LTy P T 272000 7i27/2000 [
| Ti2Tizo0n
Trayiaoon

TI2TIA000 | Si032000

| A fifi
] 712742000
| TI27i2000 TI2T2000 | 0372000 j
Collection Agency Extract Transactions: Insern | Change I Delete |
lterm Mumber | Billed Added FZode| Due Status | Billed Received | wiri Off Last Update

B0137R3| 712301958 Trayranon QDFIM Trayiaoon

Insert Qhangel Delete II

ltern Transactions

Close | Help |

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

# Adding a Account Collection Trans Recor H=1 3
Agency_Trans_F

Lib Code: [

Patror CH: I_m
DateBiled [~
Date Added: [
Title CHl [ @
Itern Ct: I—D
Finl Cade: [

Date Due: I—
Last Update: I—

At Billed: I
Amt Received: I
Arnt ik Off: I
Cancel |
Rpts6-6¢
Change
# Changing a Account Collection Trans. =] &3

Aaency_Trans_F

Lib Code: [

Patrar C: l_m_

Date Biled:  [7723719928 |

Date Added:  [7/27/2000 |

Title CH [ 1

Itern CH: lw

Finl Code: W Overdue Fine (Returned)
Date Due: IW

Last Update: IW

AmtBiled [ 030 |

Amt Feceived: l—

At et QIFf:

Cancel |
Rpts6-6d
Delete
Confirm Delete

@.ﬂ.re you sure you want b delete the highlighted recaord’?




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).

# Collection Agency Extract Transactions

Agency_Trans B

Estract D ate: I-

Patron Barcode Date Billed | Date Added | Finl Code| Date Due Amt Billed | Amit Bece «

2418/1993 AR RESYW _I
124181993 7/05/2000 [ RESY 0.25
44301993 70542000 ODFBW | 120141998 11.90
1248/1998| 70852000 RESY 0.25
4/3041998|  7A05/2000) ODFRW | 1/01/1993 11.90
4/30/1993( /0542000 ODFBRW [11/1941997 16.20
44301998  FA0RS2000)| ODFBW | 120141998 9.84
FAO05A2000(  FAOSS2000| HOT 1.00
FAA1A998 | FA0RS2000 ODFIN 14171957 15.00
FAORS2000(  FAORS2000|HOT 1.00
12418/998|  7/08/2000) RESY 0.75
124181993 7/05/2000 [ RESY 0.25
N Nahd

Inzert | Change I Delete |

ltern Transactions Cloze |

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.

Item Transactionson

Agency Cxt B
RESY
Posted  S$Billed SReceived  $Wri-Off
Fj05j00  0.50
70600 0.50
KN I
Total: 1.00
Extract_Date: |7/06/2000 Date \Written: |7/06/2000
Billed: 0.50
Received:
Written Off:

Update Delete Close |




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).

# Collection Agency Extract Transactions

Agency_Tranz_B
= stract D ate: |4£24£2EIEIEI

Patran Barcode Date Biled | Date Added | Finl Cade] DateDue | S | Amt Billed | Amt Bece «
12/18/1998 |  7/05/2000) RESY 0.25 _I

4/3041998 | FA05/2000 ODFRW | 1401/1998 11.90

12/18/1998 |  7/05/2000) RESY 0.25

4/301998 | FA0SS2000 ODFRWS | 14011998 11.90

4/30/1998 | FA05/2000) ODFRW 111/19/1997 1E.20

4/30/1998 | FA05/2000 ODFRW | 1/401/1998 9.84

FAO0RS2000]  FA05A2000|HOT 1.00

7211998 FA0RS2000] ODFIM 1/17/1997 15.00

FAO0RS2000]  FA0RS2000|HOT 1.00

1241841998 7/05/2000) RESY 0.75

12/18/1998 |  7/05/2000) RESY 0.25
4 I | 3 I vI

Inzert | Change I Delete |

ltem Transactions Cloze |

Rpts6-7bb

# Collection Agency Extract Transactions

Agency_Tranz B
Estract D ate: I 4/24,/2000

Date Billed

Date &dded

12 =1 0o 0.
4/30/1993| 7052000 00FRW | 1/01/1932 11.90
1241841938  7/05/2000) RESY 0.25
4/30/1998| 7052000 00FAW | 1/01/1932 11.90
4/30/1998| 7/05/2000(00FAW 114191957 16.20
4/30/1993| 7/05/2000(00FRAW | 1/01/1998 9.84
FA05S2000| 7052000 (HOT 1.00
742141998 | F/05/2000| ODFIN 1/17/1937 15.00
7A05/2000|  FA05/2000|HOT 1.00
12/18/1938 7/05/2000| RESV 0.75
12/18/19598) 7/05/2000| RESV 0.25
4 | I » I vI

Inzert | LChange I Delete |

ltem Transactions Cloze |

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.

# Collection Agency Extract Tranzactions

Extract [ ate: | 4/24,/2000

Patran Barcode D ate Billed

D ate Added Date Due

= = 052000 oy .50 _I
1271819 740542000 RESY 0.25
4430419958 7052000 ODFRW | 1./01/1998 11.90
121841998  7/05/2000( RESY 0.25
443041998 7052000 ODFRMWS | 1/01/1998 11.90
4430479958 7052000 ODFRW [11/19/1997 16.20
44307998 /05,2000 ODFRW | 1/01/1938 9.84
FA0RS2000(  FA05/2000|HOT 1.00
74219958 /052000 ODFIN 14171997 15.00
FAO0RS2000)  FA05/2000 HOT 1.00
121841998 70542000 ( RESY 0.75
. 121841998  7/05/2000( RESY 0.25

NN I A4

Inzert | Change I Delete |

ltem Transactions Cloze |

Rpts6-7




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

Insert
# Collection Agency Extract Transactions %]
Agency Tranz B
Extract Date: |

Patron [*----- T _

12/18/1338|  7/05/2000

4/30/1998|  7/05/2000 10141938 11.90

12/18/1938|  7/05/2000 W 025
4/30/1998|  7/05/2000 /0141998 11.90
4/30/1938|  7/05/2000 1141941337 16.20
4/30/1938|  7/05/2000 /0141338 924
F/05/2000|  7/05/2000 1.00
7/2141998|  7/05/2000 117419597 15.00
7/05/2000]  ¥/05/2000 1.00
12/18/1338|  7/05/2000 075
12/18/1938|  7/05/2000 0.25

2]
Inzert | LChange I Delete |

X

Item Transactions Cloze |
Rpts6-7a

Change
# Changing a Account Collection Trans. =1 B3
Agency_Tranz F

Lib Code: [

Patron CH: I_m
DateBiled:  [1271871998
DateAdded:  [7/05/2000 |
Title CH: [ 1849
Itern CH: I—D
Finl Code: [RESV |

Date Due: I—
Last Update: IW

AmtBiled [ 050 |
Amt Received: I—
Amtwitar [
Cancel |
Rpts6-7b
Delete

Confirm Delete B

Are you sure pou want to delete the highlighted record?

Rpts6-7¢c



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).

# CXF AutoNumber Browse

Auto Murm: I 0 Agy_AutaMum_B

Auto Murnber |Hatron Barcode| Date Billed | Date Added| FCode| Amt Billed|Amt Receivad | Ara|
315663 | 055310 4011998 | 7052000 [ DAMA 34.95 [
31588 | 9017914 4/30A1998 | /0572000 | ODFR 16.20
1589 | 3017914 4/30A1998 | 70572000 [ ODFR 11.80
31590 | 3017914 4/30A1998 | 70572000 [ ODFR 11.80
31591 | 9017914 4/30A1998 | /0572000 | ODFR 9.584 1.00
31600 | 20330 FA21A998 | 70552000 [ ODFIN 15.00
31630 | 3045730 12/18A19958 | 70552000 | RESY 0.25
31631 | 3045790 1271181995 | 70552000 | RESY 0.25
31637 | 9017914 121181995 | 70552000 | RESY 0.25
31635 | 3017914 124181998 | 70552000 | RESY 0.25

2l

I Itern Transactions Il

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.

Item Transactionson

Agency_Cxt_B
RESY
Posted SBilled SReceived  SWrt-Off
Z105/00  0.50
7{06700 0.50
K i
Total: 1.00
Extract_Date: ITJ’UB."ZUUU Date Written: ITFUB."ZUUU
Billed: 0.50
Received: |
Written Off: |
Update | Delete | Close |




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.

File Edit Codesz Dailp Statistice Motices J$tgency Mizcellaneous ‘Window  Help

Weekly Agency Extract “All” Libraries
Browse Collection Transfer Files >
Special Procedures >

Collection Agency Extract Control
Aaencv Email Settinas

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



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.

File Edit Codes Daily Statistics Motices $égency Miscellaneous Window Help

Weekly Agency Extract “All” Libraries
Browse Collection Transfer Files >
Special Procedures >

Collection Agency Extract Control
Aaencv Email Settinas

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

i # Collection Agency Aging Ed
Patron Clazz | Chg Fee | Bill Code Minimum Balance
4] | i

Inzert | [Ehange I Welete |
Cloze | Help |

Rpts6-10a



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.

| # Collection Agency Aging

Patron Clazz | Chg Fee | Bill Code Finirum B alance

4] | i
[Ehatine I WElEte |

Claze | Help |

Rpts6-10

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

Insert
# Adding a Collection Agency Becord
Lib: |1_ Benzie Shores District Library Coll_Cantrol _F

Patron Class: || :>_>|
Bill Caollection Fee:
’7 = Yes Mo —‘
Financial Code To Bill: | >_>|
Minimum Account $Balance: I

Ol Cancel | Help |

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.

# Adding a Collection Agency Record

ih- Benzie Shores District Librar

Patron Class: || >_>|

’—Elill Caollection Fee:

& Yes © No

]

Financial Code To Bill: I :>_>|
Minirnum Account $Balance: |

(024 I Cancel | Help |

Rpts6-10b

Caoll_Contral_F

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

I ) d P,
DEL |Patron to

]

be Deleted 30.00 $0.00

M
ILL Irter Library Loan A $399.00 $0.00 M
REG | Regular Patron $25.00 $2.00 M
STAFF| Library Staff $333.00 $0.00 M
#ACCT| Special Handling Acc $333.00 $0.00 M

<l |

Library: 1

$0.00 1] M
$0.00 12 Y
$0.00 12 Y
$0.00 12 ks
$0.00 12 Y
ol
Select I Cloze |

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.

Lib: |1_ Benzie Shores District Library Coll_Contral_F

25

Patron Class: IREG
Bill Collection Fee:
’7 * Yes  No —‘
IFinanciaI Code Ta Bill | =3 I
Minimurm Account $Balance: |

(0]24 | Cancel | Help |

Rpts6-10d

Regular Patran

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.

= Financial Codes M= E3
Code Description Amount | Service Charge
CORYW | Bormowers Card Fenewal  1.00 0.oo
COFY | Copy Machine Fee 115 Q.00
CREDT | Credit On Account oo Q.oo
DaMAG | Damages Fee 5.00 Q.o
DOMAT | Patron Donations 0.0 0.oo
s, Fax Uzage Fee 1.00 Q.oo
MOMDS | Mon District Uzage Fee | 200.00 Q.oo
MFFEE | Motice Proceszsing Fee 0.00 0.0o

OCFIM | Owerdue Fine [Returned Qoo Q.o
OOFRW | Owerdue Fine [Renewed)  0.00 Q.oo
REFMD | Cash Refund to Patron 0.00 0.0a
FEFCD | Replacement Card Fee 1.00 [.000
|temn Heplacement Cost .00

'SERV | Service Frocessing Fee 2.00 Q.oo

V/ Select | >( E xit | -

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.

7 Adding a Collection Agency Record
Lib: |1_ Benzie Shores District Library Coll_Contral_F

Patran Class: IREG :>_>| Regular Patran

~Bill Collection Fee: —
& Yes O MNo

|Financia| Code To Bill: |REPLA,

[term Replacement Cost

Minimum Account $Balance: |

{ Cancel | Help |

Rpts6-10f




The minimum account balance amount entered into the example below (see Rpts6-109g)
is $100.

Lib: |1_ Benzie Shores District Library Coll_Caontral_F

Patron Class: IREG >_>| Regular Patron
Bill Collection Fee:
’7 * Yag Mo —‘
Financial Code To Bill: IREF'LA >_>| ltem Replacerment Cast
Minimum Account $Balance: I 1DD.DDI I

(0]24 I Cancel | Help |

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
ChgFee =Y
Bill Code = REPLA

Minimum Balance = $100



i # Collection Agency Aging N

Patron Clazz | Cha Fee | Bill Code irirwum B alance

KN i
Ihzert | LChange I Delete |

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.

#+ Collection Agency Email Setlp E3

Email Server Name: I

Email From Account: I

Email To Account: I

Email Subject: |

Update Email Info. Cancel |

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)



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.

# Collection Agency Email SetUp E

Email Server Name: mail.tcnet.ur

Email From Account; - - ““ttadl.tcnet.org

Email To Account: I-l L.com

Email Subject: ITraverse Area District Libr

Update Email Info. | Cancel |

Rpts6-11a

Lesson 7: Miscellaneous

LibNet Reports Opening Screen



2% Lib\Met Reports Yersion 2.21 Library is Benzie Shores District Library
File Edit Codes Daily  Statistice  Motices  $Agenc ﬂindow Help

Inactive ltems 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 ltems
Rpts7-1 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

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.



The Miscellaneous pulldown menu (see Rpts7-1, above), the subject of this lesson,
provides access to the following reporting functions:

Inactive ltems Report

Titles With No ltems Report

ltems Added Report

ltems 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 ltems
Age Active ltems
Calc Duplicate Weeded Barcodes

Remove Deleted Patrons (Status=1)
End-Of-Year Roll Totals

Re-Initialize Iltem 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.

#+ Inactive Item Report Selection M=] E3

™ Pause Extract Total Recards:l [ Records Read: | 0

—Select Type of Report
Mote: ¥ou Can Select Either Deactivated ltems, Or Active [terns That Are Still Checked Qut, Or Actrive lterms

Mot Checked Out For a Certain Mumber of Days, Or Find All MARC Catalog Records With Mo lterm Records
Attached. Entering Dates Will Select Inactive tems. Entering Mumber of Days Will Select Active ltems
Cwver So Many Days Overdue Or Since Last Circulation.

Inactive lterns Deactivated From: I- Thmugh:l

Or-  Active ltems Still Checked Out And Cverdue At Least:l Days

Or-  Active lterms Not Circulated For At Least:l Days
~Call Mumber Range Selection (Skip, if you want all Call Numbers)

Calll Call2 Call3
From Calk# | [ | =3
Through Call# | | | il

~Inactive Status Selection (Skip, if you want all inactive codes)——— Pracess Deleted File?
Select Inactive Status:l ﬂ ’VI_ Include Deleted Iter;|
~ltem Class Selection (Skip, if you want all codes)

Select term Class: I ﬂ - And Class - I ﬂ _And Class - I ﬁ
Inactive_ltem_Rep Cancel |

Rpts7-2




Sample Report — Inactive Items Deactivated

To run a report featuring inactive items that have been deactivated, on the Inactive ltem
Report Selection form (Rpts7-2a, below), type dates into the From and Through boxes
next to the heading, “Inactive Iltems 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 EJ on the bottom half of the Inactive
Item Report Selection screen.

# Inactive Item Report Selection [_ [T x|
[T Pause Extract Total Records:l [ Records Read: | 1]

—oelect Type of Report
Mote: You Can Select Either Deactivated tems, Or Active ferns That Are Still Checked Cuot, Or Actrive lterns
Mot Checked Out For a Certain Mumber of Days, Or Find All MARC Catalog Records With Mo ltem Records
Attached. Entering Dates Will Select Inactive ltems. Entering Mumber of Days YWill Select Active ltems
Crver So Many Days Owerdue Or Since Last Circulation.

Inactive lterns Deactivated From: I‘]fﬂ‘],QDDD Through:|12,f31,QDDD|

Or-  Active ltems Still Checked Out And Owerdue At Least:l Days

Or-  Active ltems Mot Circulated For At Least:l Days
—Call Mumber Range Selection (Skip, if you want all Call Mumbers)

Callt Call2 Calld
From Call#.' | | ﬁl
Through Call# | | | >3

~Inactive Status Selection (Skip, if you want all inactive codes)——————— Process Delated Fila?
Select Inactive Status:l ﬂ lrl_ Include Deleted Iter;‘
~ltern Class Selection (Skip, if you want all codes)

Select ltem Class: I ﬁ - And Class - I ﬂ - And Class - I— ﬁ

I Fun R'egor‘[ II Inactive_ltem_Rep Cancel |

Rpts7-2a




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

File ‘iew Zoom

@lﬁlgl Page: [1 2] Across: [1 = Down: 1 2] Zoom: [Tile pages [=]

Date: 421106 Benzie Shores District Librane Page 1
Time: 1:23PM Proc: Inactive_ltem_Rep
User: Ceactivated ltems From 1/01/00 Through 1243100
For All Inactive Status Codes
All ltemn Class Codes Selected
Del Added  Last Out Date Title Price Cost

Copies Forail R ISBN Fublished Call1 Callz2 Call3  Author BarCode Item Status
SA300 122700 SATAS 062802954 erkiday, ey, and brewerf 15.000 0.00

o o 1] ¥T0: 7 LTo: 7 1335 DIXOM  Dixon, Jeane 20026131 MISSG
SHLO0 12A685  TAOGMHG 1564838555 1945 Parkers' complek book otdreams £alE & De ek Parkr. 2495 0.00

1 1 1] ¥T0: 7 LTo: 7 15463 PARKE Parker, Julia S020B697 MISSG
500 10T R8T 030945143 Wome s & 15.000 0.00

o o 1] ¥T0: 1 LTo: 1 306.4 WOhER 20009251 SKICR
500 A6 THATAT 013TERI0 Rockporteaking prog @m £ 0.95 0.00

o o 1] ¥T0: 2 LTo: 2 6137176 RIFPE Rippe, James M B001875T SKICR
L0 Ti2eNd SM1M0 0236218256 ¢ 1988 Somethlng weder the ted b droolleg 3 Calil awd Hobtes colkction / 795 0.00

1 1 1] ¥TO0: 27 LTD: 27 T41.5 WWATTE ‘Wiatterson, Bill 80149792 REPLP
2000 7284 22404 02103028K (aci 1992 Top S poems £ 1095 0.00

o o 1] ¥T0: 4 LTD: 4 811008 TOP 5§ 80163455 MISSG
500 2 R8T D6280TIEET Anddle i the Wkst: tie siorpottie 0K Comal gutight/ 1205 0.00

o o 1] ¥T0: 1 LTo: 1 791483 MARKS Warks, Paula Mitchell 20047245 SKICR
20700 112700 A0 0622046502 Plilrs ottie earth £ 1105 0.00

o o 1] ¥TO0: 39 LTD: 34 FIC FOLLE Fuollett, Ken 80333588 REPLP
120500 101008 G400 1565121783 1293 Ballr 13 houe] fby Nawe! Klncakd. .05 0.00

o 1] 1] ¥T0: 14 LTD: 14 FIC KINCA  Kincaid, Manci S0232309 REPLP
2800 12180 10A1588 Wby Dk of, The Wkt wtiak £ by He man Wil 15.00 0.00

o 1] 1] ¥T0: & LTD: & FIC MELW  hlville, Herman B0034261 WWEED
800 SR28MT TIZEME DETIHETE . 199z Englieh pathet @ hotke |/ 12.00 0.00

1 1 1] ¥T0: & LTD: & FIC ONDAS Ondaatje, hichasl 80181217 WWEED
2S00 12A300 42547 DGTIZIIST0 Dtz mmer 5.05 0.00

o 1] 1] ¥T0: 3 LTD: 3 FIC PATTE  Patterson, $arah S0032428 WWEED
10700 #2605 120949 0-671-51005-3 1993 SHIFRING NENS 12.00 0.00

1 1 1] ¥T0: 14 LTD: 14 FIC PROUL PROULE, E ANNIE S0205005 REPLP
2100 3H0AY TS0 038515920 1297 Nowhor et 1/ Ellbeth Adkr. 1105 0.00

o 1] 1] ¥T0: 25 LTD: 25 V' S ADOLER  Adler, Bizabeth S0Z03743 Ml 550G

Rpts7-2b



Sample Report -- Active Iltems 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 ltems 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 EJ on the bottom half of the Inactive
Item Report Selection screen.

# Inactive Item Report Selection =] E

[T Pause Extract Tatal Recnrds:l [ Records Read: | 0

—=elect Type of Report
Mote: ¥ou Can Select Either Deactivated ltems, Or Active terms That Are Still Checked Out, Or Actrive terms

Mot Checked Out For a Certain Murnber of Days, Or Find All MARC Catalog Records With Mo ltern Records
Attached. Entering Dates Will Select Inactive ltems. Entering Mumber of Days Will Select Active lterns
Ower So Many Days Overdue Or Since Last Circulation.

Inactive ltems Deactivated From: I Thruugh:l

Or- Active ltems Still Checked Out And Overdue At Least:l 20 Days

Or-  Active ltems Mot Circulated For At Least:l Days

~Call Mumber Range Selection (Skip, if you want all Call Mumbers)

Call1 Call2 Call3
From Call# | | | =3
Thraugh Call# | | | =3

~Inactive Status Selection (Skip, if you want all inactive codes)———————— Process Deleted File?
Select Inactive Status:l ﬂ ’VI_ Include Deleted Iter;‘
~ltern Class Selection (Skip, if you want all codes)

Select ltem Class: I ﬂ - And Class - I ﬂ - And Class - I— ﬂ
| Run Report I Inactive_ltern_Rep Cancel |

Rpts7-2c




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

File “iew Zoom

élﬂg Page: |1 2] Across: [1 & Down 1 3 Zoom: [Tile pages [x]

Date: 2106 Benzie Shores District Library Page 1
Time: 1:59FM Inactive em Report Prac: Inactive_ltem_Rep
User: Active ltems Checked Out and 30 Days Overdue
For All Inactive Status Codes
All ltemn Class Codes Selected
Lrel Added  Last Out Date Title Price Cost
Copies Horail =1 ISBM Fublished Call1 Call2 Callz  Author BarCode Item Status|
127A0 142904 DO18E1614% Rallrcads In Michigaw :acatabg ofcompary piblication: , 19351980 £ 15.00 0.00
1 o 2 ¥TOD: 7 LTo: 7 016,385 BARME Bamett, LeRoy 80025000
110282 1/29/04 1975 Michigan atares and pEthooks |3 checklEt 137219737 o.o0 o.oo
1 o o WTD: & LTD: & 016912 WICHI B0170302
SE0/00 172904 DE3IB00TIIE calk 1003 Cr £ IgUBr e gt medhations tor ID@ErkEes £ M chae | Gomas ; oo 20.00 0.00
1 o o W70 10 LTD: 10 0z0 GORM?® Gorman, kichael 80244053
1202780 1/29/04 0232904963 (pbhk Dovam b comm ¥ By IBmEny  creatie, practcal, and leeips i e keas Br 14.00 o.oo
1 0 0 ¥T0; 10 LTO: 10 0z1.2 FOX  Fox, Beth Wheeler 30037228
21800 40904 1567121015 1997 WHCherEom the Ihe ke orig s of the Brestg rowing relig ks mowm 12.95 o.oo
1 o o W70 4 LTD: 4 133,43 BUCKL Buckland, Raymond 80251642
1ITA0 40904 Astrokgy £ 15.00 0.00
1 o o T 18 LTD: 12 133.5 MACHE MacMeice, Louis S0026149
S/20096 40904 1579431009 : 1991 Parkers' artrokgy | the esse 3l guide 10oas g artrokgy lyonrdalky | 3405 0.o0
1 0 0 V70 1 LTD: o1 133.5 PARKE Parker, Julia. B0216336
4053 122700 21143 Dreams you T mag ke mirnar. 15.00 0.o0
o o o W0 6 LTD: & 133.8 SECHR Sechrist, Bsie 80026120 SKICR
123190 113003 0130726474 on G hyon i inkyon can £ .95 0.00
1 o o ¥TO: 3 LTD: 3 1581 FEALE Peale, Nomman ‘ncent 50027238
11151 110993 DET 1250671 (phk Fiomd less trate bedd 13 hew pyciology of ke, TaaitoNal Eies , and spir 15.00 0.00
1 0 0 WTD: 15 LTD: 15 168.1 PECK  Pech, M Scott B0050024
255 41508 1-85723-020-X 1961 101 DALMATIONS 1 B 1 05,217 10.00 o.oo
1 o o w70 17 LTD: 17 200 10 80192842
303 202 God In the dock | 3.05 0.00
1 o o W70 10 LTD: 10 20 LEWIS  Lewis, C & 80177140
TO982 D01 1573220787 (alk 1002 AMIheg grace 13 uocan By or it £t ke s Norrk. 2405 o.oo
1 0 0 W¥TD: 23 LTD: 23 230.03 HORRI Momiz, Kathleen 80225121
1021 Fi20/02 02A0GE00TT Each vew dayf 295 o.oo
1 o 1 WT0: 4 LTD: 4 242.2 TEM B Ten Boom, Corrie 80002725

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 EJ on the bottom half of the Inactive
Item Report Selection screen.

| # Inactive Item Report Selection =] E3
" Pause Extract Total Records:l [ Records Read: I ]

—Select Type of Report
Mote: You Can Select Either Deactivated lterms, Or Active Iterms That Are Stll Checked Out, Or Actrive fems
Mot Checked Out Far a Certain Mumber of Days, Or Find All MARC Catalog Records With Mo lterm Records
Attached. Entering Dates Will Select Inactive tems. Entering Mumber of Days Will Select Active ltems
Crver So Many Days Overdue Or Since Last Circulation.

Inactive ltems Deactivated From: I Through:l

Or-  Active lterns Still Checked Out And Cverdue At Least:l Days

Or-  Bctive ltems Mot Circulated For At Least:l 1DD| Dray
~Call Mumber Range Selection (Skip, if you want all Call Numbers)

Call Call2 Call3
From Call# | [ | >3]
Through Call# | | | il
~Inactive Status Selection (Skip, if you want all inactive codes)——————— Process Deleted File?
Select Inactive Status:l ﬂ ’VI_ Include Deleted Iter;‘

. rltern Class Selection {(Skip, if you want all codes)

Select ltem Class: I ﬂ - And Class - I ﬂ _And Class - I— ﬂ

Run Report I Inactive_ltem_Rep Cancel |

Rpts7-2e




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

Filz  “iew Zoom

élilgl Page: |1 2] Acmss: |1 & Down: [1 3 Zoom: |Ti|e pages |=)

Drate: 424406 Benzie Shores District Librane Page 1
Time: 3:041FM Inactive kem Report Frae: Inactive_tem_Reap
Uzar: ltems Mot Circulated For At Least: 100D ays
For All Inactive Status Codes
All tem Class Codes Selectad
Del Added  Last Qut Date Title Frice Cost
Copies Aoiail Rsw ISBN Published Call1 Call2 Call3a  Author BarCode Iterm Status]
1202780 T4 0295770288 Strange $0rks, ANazig Bok ($Drks tiatare bzarme, isaloid, a8 17.00 0.on
1 1 1} ¥TO: 3 LTo: 3 o014 STRAMN 80024771
1AMNOD 20101 0226044 144 Bemyca Tringle / T.a5 000
] 2 1] ¥TO: I LTD: 2 00194 BERLl Berlitz, Charles 20250145
1202780 120789 0385041144 Bemida Trawgle £ 15.00 0.on
2 2 1} ¥TO: & LTO: 6 oo1.94 BERLI Beditz, Charles 80024797
OOR0Z  AZETO0 1007 0300112400 I seanch ofanck itqods myplciorial eukde vce br the Imposz bk £ 285 000
1] 0 1] ¥TD: 1 LTo: 1 00194 DANIE  Déaniken, Erich won S0024755 DA
124270 10703 0399112081 Goklorthe gods £ 6.95 0.on
1 1 1} ¥TO: 4 LTo: 4 oo1.94 DANIK  Déaniken, Erich von 0024739
TH00 17058 1862047499 Odyerensottie gode 2aw alky bk orasck it reecs S Erbch vor Darks 24.05 0.00
1 1 1] ¥TD: 4 LTO: 4 00194 DANIE Daniken, Erich won S0257250
124270 JOTA02 D060 2475K Bemaca TriEwg k msE n—soked f 10.00 0.on
1 1 1} ¥TO: 49 LTO: 4 oo1.94 KEUSCH Kusche, Lamy 20024714
122700 3I5MA8 0442157772 ¢ Phllade bl 3 experine it/ 10.00 000
1 1 1] ¥TO: & LTh: & 001 .94 MOORE hdoore, William L BO0Z5335
11204 12027590 2001 DET0442546 ¢ Mheerks oftie Snckitworkdf 15.00 o.oo
1] 1] 1] WTO: 4 LTO: 4 oo1.94 MY STE S0024805 DG
GATAT 00T DESS135102 1003 Alkew contact: Dp-geciet UFO ks rueakd  TmotiyGood ; vilts 3 com 12.00 0.00
1 1 1] ¥TO: 2 LTD: 2 001 942 G000 Good, Timothy B0F0Z03E
11204 1242780 624097 0335067518 Ak s from 2pace | 15.00 0.on
1] 1] 1] ¥TO: & LTO: & 001 942 KEYHO Keyhoe, Donald E 0024730 DG
52401 62407 DETIGGZE00 Contthe fie 2 the il MM ks Sectetqnestir eviige Mmestriaks 10.05 o.oo
1 1 1] ¥TO: 12 LTO: 12 001 942 MOORE Blum, Howard S0070700
12027090 B2d4m7 U lnuted ubsHors -3 bk brtbooks StUFD's § 6.45 o.oo
1 1 1] ¥TO: 7 LTo: 7 001 942 SAMOE %anderzon, lvan T 0024748
110195 71900 0200463245 1982 UFOH prhehome bk iy the edhions of Time-Lhe Books. 0.00 o.oo
1 1 1] YTO: & LTD: & 001 942 UFO a0naiad




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.

# Pnnt Titles by Title- Selection Screen Coll_Parms4 !E

[~ Don't Pause Tatal Recnrds:l 0 Hecs Read:l 0
Recs Selected:l 0

This Procedure Processes The Main Catalog And YWill Select Titles That Have Mo lterms (Holdings) Attached.

Skip Titles With AutoStamp: |5H|'u'|

Skip Titles With Status: IN

Run Search For Weeded ! Title_Weed_Rpt

___________________ LA P Cancel |

Rpts7-3




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

File  “iew Zoom

@lﬁlgl Page: |1 2] Across: {1 & Dowr |1 3 Zoom: |?5% Zoom =]

|
[ |

D ate: 2106 Benzie Shores District Librany page 1
Time:1:45P W Selected Title List: Titles wWith Mo kems Proc Title_Weed_Rpt
User:
Titl=
Author
* Large Frint Rotating Collection ®
=ILL* | Published:

1 One-yearold : [ecounting children one to ten] f by Juliet Bawden ; with photographs by

Bawden, Juliet | Published: 1280
10,000 baby names ! Bruce Lanshy,

Lanshy, Bruce | Fublizhed: 1085
1zt to Die

Fatterzon, James 1947 | Fublizhed:

20-minute yoga worouts S American Yoga Aszociation, with Alice Christensen.

Christensen, Alice | Published: 1995
Abduction

Cook, Rabin 1940- | Fublizhed:
Aerialist

Schmitt, Richard | FPublizhed:

After the death of a child

| Published:
Against the Brotherhood
Faweett, Quinn | Fublizhed:
Along the tracks : a directony of named places on Michigan railroads f Graydon M. Meints.
Meints, Graydon bd | Publizshed: 1927
AhtA Handbook of First Aid & Emergency Care
American Medical Aszociation | Fublished:

Amberspyglass

Fullman, Philip | Fublizhed:
America
| Published:
American government desk reference
Wettarau, Bruce | Fublizhed:
AMERICAM LUNG ASSOCIATION'S FAMILY GUIDE TO ASTHMA & ALLERGIES ﬂ

Rpts7-3a



Items Added Report

Select ltems 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.

# Items Added Report - Selection Screen [_ [E] =]

™ Pause Extract I Records Read:l 0

Select ltems Added Fram: |1,f|:|1f2|:||:||:| Thraugh: |12f31f2|:||:||:||

' ' is Location Code)
Location Cnde:l =

(Mote: If Elank This Edit |5 lgnored)

Titles By Author within Call Mumber | Title_Call Rpt A2 Cancel |

Rpts7-4




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

File View Zoom

@lﬁlgl Page: [1 2] Aeross: [ =] Down [1 2] Zoom: [75% Zoom [=]

-
[rate: 2106 Benzie Shores District Librany page 1
Timed16F M tems Added Selected Title List Froc: Title_Call_Rpt_AZ
Uzer: From Date: 1401/2000 Through Date: 120212000
Title [Fublished Call Number
FAuthar
Bermuda Triangle / | | oo1.94 BER
Berlitz, Charles Added: 11000 Weeded: £ Frice: 7945 Cost: I# a
Odyssey of the gods : an alien history of ancient Greece f Erich von [ | | a04.24 DaM
Daniken, Erich won Added: 7400 Weeded: £ Price: 2495 Cost: I# 1
FCs for dummies, Fth edition | 1999 | 004,168 00
Goaaokin, Dan Added: 40100 Weedad: S Price: 1899 Cost P‘ 2
Teach yourself Web TV Erica Sadun and Dennis R. Cohen. | | Oo0d 678 SAD
Sadun, Erica Added: TS0 Weedad: £ Price: 1899 Cost Ft 3
Microsoft Mats 2000 for dummies £ by Dawid Kay. | 1000 | 005 269 e
Kay, Dawid Added A2/22/00 Weeded: /¥ Frice: 19899 Cost: Ft 4
hicrozoft PowerPaint 2000 step by step. [ 1920 ] 006 & (X1
Added: 70500 Weeded: J / Frice: 2899 Cost: I# bl
Guinness world records 2000, | 2000 | 031.02 U
Added: 1410/00  Weeaded: £ f Frice: 2585 Cost I# 5
Start vour own newspaper: be independent! / by Ken Patear | 1999 | 070.8722 FAR
Fatker, Ken Added: 5M0/00  Weeded: £ Frice: 2000 Cost: I# 7
Stormy night # Michele Lemieus, | 1999 | 100 LEM
Lemieux, Michele Added: 4M12/00 Weeded: £ Frice: 1595 Cost: I# 2
Instant tarot reader/ by Monte Farber & Amy Zemer. | 1997 | 1323242 FAR
Farber, Monte Added 120500 Weedad: £ Price: 15.00 Cost: P‘ =]
Numeralogy has wour number ! Ellin Dodge. | 1988 | 133.335 Loo
Crodge, Ellin Added: 252800 Weeded: /¥ Frice: 1200 Cost: Ft 0
Witcheraft from the inside : origins of the fastest groming religious | 1997 | 1233243 BUC
Budkland, Raymond Added: 2M5/00 Weeded: £ Price: 12895 Cost: I# 11
Flagues of the mind : the new epidemic of falze knowledge S Bruce = T | 1999 | 1497 THO
Thornton, Bruce S Added: 2700 Weeded: £ Price: 2495 Cost: I# 12
Emational intelligence f Danizl Goleman. | 1997 | 152.4 GOL
A le— om Pio-iot W ad-d mAGon il - d- . 7 CE L T L an >

Rpts7-4a



Items Added/Weeded Recap Report

Select ltems Added/Weeded Recap Report to access the ltems 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 E'J 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.

# ltems Added/Deactivated Select Screen M= E3

[T Pause Extract I [ Records Head:l 0
From Date: |1,f|:|1,-2|:||:||:|

Thraugh Date: |12;‘31f2|:||:||:|

annated Accguired Code: |DDN ==1 Donation

* This is the "How Accquired” code you used to designate a donation. This is usually the code "DIOR"

- Clptional Selection

select Only By How Accouired Cl:u:ie:l ;:.;,l

(If Blank This Edit is lgnored)

Ll:u::atil:un:l il

(If Blank This Edit |s lgnored)

Fun Report Sumrmary lterms_AddDel Rept Cancel |

Rpts7-5




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

Filz  View Zoom

%Elgl Page: |1 3: ACIOES: |1 3’."; [ |1 3’1 200K |?5% Zoom I:I

[ ate: 42405 Benzie Shores District Librany rage 1
Time: 327 P tterms AddedfDeactivated Froc:ltems_AddDel_Rept
User: = By ltem Class ™
From Drate: 10452000 Through Date: 1243152000
[Donated Furchased

Class |Description # ltems Cost Frice # ltems Cost Frice
AOULT |Adult

MNew ltems Added to Collection = TE6 F12,371.16 F16,486.10
DAMG [Damaged 1 F12.75 F17.00
MISS G [Miz=zing 4 F69.63 F92.85
REFLF|Inactive: Replacement Faid =1 F20.09 F105.20
SKICR |Skipped / Claims Return c F35.92 F47 .90
WEED [Mizeded 253 F10.577.06 F14,102.09
CAS  [Audio Casseltes

MHew ltems Added to Collection = 109 F3,183.61 F4,244.858
WEED [Wieeded 136 H2.42087 F3,228.01
co Compact Audio Disc

Hew Items Added to Collection = 11 F567 .20 F709.00
Jd Juvenile

Mew ltems Added to Collection = 152 F2,007.45 $2,5809.235
MISS G [Missing 1 F9.60 F12.00
REFLF|Inactive: Replacemeant Faid 2 F13.56 F16.95
SKSCR [Skipped ! Claims Return 1 F10.36 F12 .85
UMK (UMK Mot found in [tem Status Table 1 F10.26 F12.05
WEED [Mieeded a3 F295.24 F1,121.06
JE Juvernile Easy Resders

Meuw ltems Added to Collection = 144 1033682 F1.217.11
MISS G [Mizzing 1 F12.00 F15.00
REPLP|Inactive: Replacement Paid 3 F28.75 $35.4949
WEED [Mieeded 7 F57.52 Fad.42
JFPE Juwenile Paperback

Mew Items Added to Collection = 25 F121.02 F165.02

Rpts7-5a



Items Checked Out Report

Select ltems Checked Out Report to access the ltems 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.

| # Items Checked Out M= B3
| Report By Patrons Name I

Report By Patron Location |

Report By Patron Class |

Report By Item Call Humber |

Select Patron |

0K | Cancel |

Rpts7-6




Items Checked Out Report — Patrons Name

To generate an ltems 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.

| 7 Items Checked Out [ _ =) =]

Report By Patrons Hame

Report By Patron Location

Report By Patron Class

Report By ltem Call Number

Select Patron

OK | Cancel

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 Iltems.
Then, select the Run Report button at the bottom of the screen.

+ Items Checked Out Report by Patron Name Select Screen MiE
[T Pause Extract Total Records: | 0 Records Read: | 0
Extract Finished: ]
Aging Date:

Minirnurn Mumber of Days CverDue: 0 Mazx: |0

. . Flote; Enternng U Days Lverdue will Select al tems Checked Qut.
—Skip Deactivated ltems —

i Yes o

Fun Report | OD_Patron_Repaort Cancell

Rpts7-6a




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

Heport Freview

File ‘iew Zoom

@IE'%I Page: |1 4 Across: |1 | Bl i |1 = Zoom: |75% Zoom [=]

F 9
Crate: 452406 Benzie Shores District Librany ! ]
Time:10:06 M Ktems Checked Out Report Page 1
User ™ By Fatron Hame ™ Froc:O0_Fatron_Repart
Thraugh D.ate‘].l‘EEDDE
Cays Cue La=t Title
Owerbue Out |tem StatusRenewed TimesBarcode Call1 Callz Call3 Author
Location: FRANE I “OUPLICATES LIBRARY Phone:
Q30 H0EMAeE FA03 10A6500 2 80041718 Earky by of Owiceso £ byivde ke Ball.
77 425 BALL  Ball, Adele
Q30 D3RG FA03 10AM6/00 2 8004184 Theycame D Sonth Fox b Bd §
O77 AG35 CRAKE Craker, Eathy Mickerson
o3 HDEME FA03 10600 2 S0041a03 Picoral b Eonsot Michigan: te e rears £
Q77 .4 Tl iy, George 5
Q30 0BG FA03 10AM6/00 2 20041999 MAs KINAC, THEGATHERING PLACE
arv.48 [
Q30 40806 THALD0I 10A6500 2 B00vasz0 Wiegarpk, avdotier Bkes otthe Gravd TRk e reg b §
77 464 BARME Bames, A
1622 1172488 8190 0 20165389 Oramz ofarim £ 0 Ea Gaiakon.
QUT-¥ FIC GAabal  Gabaldon, Diana
2034 1000887 F0300 0 20200173 Lastdon £ Marks Pazo.
OUT-X FIC PUZ0  Puzo, Mano
1603 3E3m9 12M601 0 80232093 Ruks otprey
OUT-} PBRE i 5 SAMDF  Sandford, John
Location:  TR.AWF QaTEN3I FILL Library Test Phone: 231
899 TI9O3 811203 0 20008725 E3ch vew ey
2422 TEM B Ten Boom, Comie
BA7 Q0903 952303 0 0035421 beeperorte bees £
FIC STRAT Stratton-Porter, Gene
008 41103 402503 0 20037385 Gabrk| honds £
FIC STEWWA Stewart, hary
A68  Ge24Dd 0804 0 0041171 Dty s the & both od vee, 1944 7 Daukd Hovarts.
Qi) G421 HowAR Howarth, Dawvid Ammine
87 Q0903 92303 0 20046535 Jim ke
FIC BR WM Brown, J P 5
S8 S3Dd anvind 0 80054393 Lac :a el S
FlC COMRA Conran, Shidey
G239 4140d  4iaind 0 S0064363 "F" 5 FOR FUGITIVE
LP FIC GRAFT GRAFTOM, SUE
28 SD3Dd arind 0 20079700 MADCH A
J Tad.5 GREEN GREEWBERG, KEITH ELLIOT
A0 edDd a0vi0d 0 0140700 AcczpiEnk Tk S
FIC COO0K  Cook, Robin
514 @M704 83104 0 80144322 DAkOTA!
PBHE e RO55  RO55. DANAFULLER x

Rpts7-6b



Items Checked Out Report -- Patron Location
To generate an ltems 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.

| 7 Items Checked Out [ _ =) =]

Report By Patrons Hame

Report By Patron Location

Report By Patron Class

Report By ltem Call Number

Select Patron

OK | Cancel

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.

# Itemz Checked Out Report By Patron Name Within Location Select Screen !EIE
[T Pause Extract Total Records: | 0 Records Read: | 0
Aging Date: |1,Q}',Q|:||:|5 Eutract Finished: | 0

iR Mumber or Liays UiverLioe:

| 30 Max: | 90

Mote: Entering 0 Days Owverdue will select all tems Checked Cut.

Select Location; || :=_>|

Mote: Leaving Blank will Select all Location Codes

=kip Deactivated ltems |
’7(“ Yes @& Mo

Fun Repart OO0 Location Report Cancel |

Rpts7-6¢



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

File Yiew Zoom

%l!lgl Page: [1 2 Across: [ & Dowe [1 2 Zoom: [75% Zoom [=]

FY
Drate: 21006 Benzie Shores District Librany —
Time: 5:00Fh hems Checked Out Report . |
Uzer “* By Patron Mame Within Location = e .
Through [Dated 272006 Froc: OD_Location_Report
[rays Last Title
ChwerDue Ot [ue FRenemed TimesBarcode Call1call 2 Call3 Status Authar
Location: BENZO aparsse OUNLAP JACE b
PO BOX 736 Phaore:
T332 CLARE ST
BEUILAH Ml 49517
ATGE 12000 101303 0 20007200 American sportsman treasury .
T99.08 AIERI
4762 1323082 141343 0 0080039 Wtk hiartin's word champion walleye tips /
4.1 PEERB Peerbolt, Douglas
dr62 1230082 13 0 20119365 Frommer's comprehensive trawvel guide: LS55 9192 f
v BLAYE Blaye, Bdouard de
4762 1323082 141343 0 80172iid Buck Peterszon's complete guide to deer hunting &
T99.277F  PETER Peterson, B R
Location: BENZO an46087 ELY HOLLY hd
Phaore:
T4ET CADILLAC HWWY .
BENZOMLA M 9616
4253 Hamd 60604 0 20093776 MASTER OF KUNG FU (CHOOSE YOUR 0N ADVENTURE #28)
JPE FIC BRIGH BRIGHTFIELD, RICHARD
Location: BEMZO 03744 FLORES LISAM
Phone:
24745 BEMZIE HuY
BENZOMILA M 49617
4501 8A7a2 10/0193 0 s0175821 WIONIGHT WHISPER S
PBE FIC AMORE ANDREWSE, W T
Location: BENZO 053711 SANDBERG CHRISTIMAK
Phone: 2824770
247 HIGGINS RD
BENZOMLA M 49616
3901 5A0M5 502445 0 80135783 Top 500 poems £
a21.008 TOP  SECR
Location: BENZO a0t 196 TOMPKIMNS-PARKER CAROL
PO BOX 726 Phone: 882-7032
ang EDEM HILL RD
BELILAH Ml 49517
4023 11084 12345 0 80144215 Wiauldn't take nothing for my joumey now ¢
21454 AMGEL Angelou, Mava
| Location: BENZO 068255 WIGLAMD ALAN -

Rpts7-6d



Items Checked Out Report -- Patron Class
To generate an ltems 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.

| 7 Items Checked Out [ _ =) =]

Report By Patrons Hame

Report By Patron Location

Report By Patron Class

Report By ltem Call Number

Select Patron

OK | Cancel

Rpts7-6




The ltems Checked Out Report By Patron Name Within Classification Select
Screen (Rpts7-6¢, 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.

# Items Checked Out Report By Patron Name Within Claszification Select Screen

[T Pause Extract Total Records: | 0 Records Read: | 0

Extract Finished: | a

Aging Date:

binirmurn Mumber of Days OverDue: 0 Max: |0

Fote: Entering 0 Days Overdue will select all terms Checked Cut.

=kip Deactivated ltems
{r Yes & Mo —‘

Fun Report | OD_Class_Report Cancell

Rpts7-6e




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

Report Preview

File  “iew Zoom

%lﬁlgl Page: [1 2] Across: [ 3 Down [T Z Zoom: [75% Zoom [x]

|»

Crate: 42006 Benzie Shores District Librany
Time:10:204M tems Checked Out Report Fage 1
User: = By Patron Hame Within Classification ° Froc:OD_Class_Report
Through [rate:1/27 2006
Crays La=t Title
Owerlue Out [ue RenewedTimesBarcode Call 1call 2 Call 3 5Status Authar
Clas=ification: ILL OaTES43E1 FILL Library Test
Phone: 231
Traverse City bl 48634
209 V203 8M203 0 20008725 Each rewdayf
2422 TEM B Ten Boom, Cormie
857 QDee03 92303 0 20035421 beper artie bees £
FIC STRAT Stratton-Porter, Gene
1008 41103 42503 0 20037385 Gabrk | boveds
FIC STEUA, Stewart, hiary
G2 BirdiDd  TADRMOS 0 2004171 O 3y : the btk ofdnne, 1944 S DR Howart.
Qi 5421 HOwiAF Howarth, Dawid Amine
857 QD03 92303 0 20046535 dim Fawe £
FIC BR O Brown, J P §
528 G004 81704 0 20054398 Lace: 12 wowe |
FIC COMNR2 Conran, Shidey
639 4404 42204 0 20064363 "F" S FOR FUGITHVE
LP  FIC GRAFT GRAFTOM, SUE
528 G004 8MT04 0 20073700 MADOHHA
J TE45 GREEN GREEMBERG, KEITH ELLIOT
07 &izdi0d QAOT04 0 20140700 Aotzpiable rik
FIC CoOokK Cook, Robin
514 84704 82104 0 20144322 DAKDTA!
PBE Wi RO%% RO%%, DAMAFULLER
67 Gi2A04 7904 80698 1 20144454 F&B FWE
TOG.323 ALBOM Abom, hitch
528 w04 8AT04 0 20145399 Object kssons £
FIC QuiND Cuindlen, Anna
529 G004 201604 0 20162597 bl G Bran e it of ow: §
811.52 SHERF Sherfan, Andrew Dib
529 s0z0d4 BM604 0 20163272 Cabl: avd cotiages
G90.87 CABIN
507 SirdiDd 00704 0 30189947 kiepyon T CAT Mk Ing practicalk e T 3w eanyquide T ot care 3id male i@ [
G29.28 SCHUL Schuttz, hiort
529 G004 201604 0 20209943 FACE

Rpts7-6f
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Items Checked Out Report -- ltem Call Number
To generate an ltems Checked Out Report by item call number, select the Report By

Patron Iltem Call Number button from the ltems Checked Out screen, shown below
again in Rpts7-6.

| 7 Items Checked Out [ _ =) =]

Report By Patrons Hame

Report By Patron Location

Report By Patron Class

Report By ltem Call Number

Select Patron

OK | Cancel

Rpts7-6




The ltems 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 Iltems. Then, select the Run Report button at the bottom of the
screen.

7 Items Checked Out Report by Item Call Humber Select Screen M= E

[T Pause Extract  Total Recnrda:l 0 Recaords Read:| 0

Aging Date: |1/27/2005

Beg Calll: Beg Call 2: Beg Call 3: 3 |
End Call1: End Call 2: End Call 3: e |

Blate: If Left Blank All tems Will be Selected.

Minirmurn Mumber of Days OverDue:l 0 bz | 0

MHote: Entering 0 Days Overdue will select all tems Checked Cut,

~ Yeg & Mo

Fun Repart | OD_ICall_Report Cancel |

Rpts7-69g

’—Skip Deactivated Items—‘




The resulting Items Checked Out by Item Call Number report is shown below in

Rpts7-6h.

File “iew ZLoom

%E@ Eage: [1 4 Across: = & Zoom: [75% Zoom [=

i
[rate: w206 Benzie Shaores District Librany Page 1
Time:10:35AM ltems Checked Out Report Proc:OD_leall_Report
Uszer = By ltem Call Mumber ="
Through Date: 17272006
[ aws Last Title
Owerfue  Out Lue Fenewed TimesBarcode Call1 call 2 Call 2  Status Author
Gl 12904 42704 41304 1 20025000 Raliroads v Mickigar ;3 ca@iog of compawy pablications , 15351530 7
CHRISTINE ALDRIOGE 6 16) 3525974 A0G6 1730 016385 BARME Bamett, LeRoy
T14 1/29/04  2Hz204 0170392 Michigan atiaees and plEtbocks : 3@ checklet 157 2-1973 7
CHRISTINE ALORIOGE (6167 352-597 4 Q061730 016.912 MWICHI
T 12904 2204 20245063 OnrElgnErsiee sqtis : medigtons or IbRrEs S ciae | Goman | decarFtons by B
CHRISTINE ALORIOGE 6167 352-5974 Q061730 0z0 GORMA Garman, hichael
715 12904 201204 20037229 Cryam b comm By IDrang : cregthe , practical, 3ud eps i e e or te d
CHRISTINE ALORIOGE 6167 352-597 4 O06 1730 0z1.2 FOx Fox, Beth Wiheeler
G 0904 42304 B0251648 INIHChcratrom the b ide ©orig s ot the B et rowlng e ligons moveme it v Ame ric
DIMAH HARG 6167 362-5397 Q067174 133 .43 BUCEL Buckland, Raymond
G4 0004 2304 SO026149 Arakogy
DIMAH HARG 06 16) 352-53097 Q067174 1334 &z NE hcMeice, Louis
644 40904 42304 20216336 Parkerz' @etroboqy : the exzevial gk o lig aetokgy eyonr dalky bk Sdele & Den
OIMAH HANG 6167 252-5397 A0ET174 1334 PARKE Parker, Julia.
4719 2183 225483 20026180 Direams , wou r mag e mirrar.
CHARLES BOSTIC of 31352-4013 Q033226 1338 S5ECHR SKFCR Sechrist, Beie
2T 11530083 12014093 0027238 FON C3N o thinkyon can §
JULIE ELLIOT :f :352-7286 Q0AE4aE 1531 PEALE Peale, Morman dncent
48 110993 11,2393 s0050024 Road ks Ak ked (3 e pechology of ko, tadibonal ishes , 3vd £pirtial g rowts £ M
SHELLY GARDMER i ) 352-G282 037623 1581 PECE Pechk, b Scott
345 41304 10707 20197288 3rd He lpleg OTC bicke s Sonp For The 5o
*RESERMWE SHELF™ i 3 000-0000 anzo108 15812 THIRD OQUT-X
2830 4M5M88 472908 20192842 101 DALMETIONS 1 B 105, 217
JESSICAGUMDERSON i ) 3452-6629 QOAE3TS 200 101
877 4001 0303 820003 2 B0ATTFI40 Giond In the dock
JULIEMORRIS i 7352-T322 012261 201 LEW IS Lewis, C 5
1795 21301 2T 20225121 Bmazivg grace : 3uocabn EngorEtt £ kath ke s Norrks.
ROBERT MCQUILEIN (2317 252-5432 ane00av 230.03 MORFI] Maomis, kKathleen
2099 V2003 801203 20002725 E3ch vew d3yF
Test *ILL Library x231% 000-0000 9avaS4321 2432 TEH B Ten Boom, Comie
1796 220 22601 20263015 Tippleg polvt; bow It gz can make abig dite e e § Makeoim G e ).
PATRIC]A La®RhAN o 73525328 Q047 FI6 302 G LAnig Gladwell, hlealm
/e 2A001 2240 20009061 Thirdwae
OEBBIE TAYLOR i 0 352-9862 A0 4530 3034 TOFFL Tafflar, Mwvin -

Rpts7-6h



Items Checked Out Report — Select Patron

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

| # Items Checked Out M= E

Report By Patrons Name

Report By Patron Location

Report By Patron Class

Report By ltem Call Humber

Select Patron

OK | Cancel

Rpts7-6




The Patron Iltems 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).

7 Pation Items By Calli#

IS B3

™ Pause Extract

Total Records:

Patron BarCode:

o

Records Read: I 0
Extract Finished: I 0

Browse By Name |

The following Patron Is Selected For Report:

OD_[Call_Patron

Rpts7-6i
Patron Name | Patron Address I Patron Barcode | Patron Location I
Mare: |
Balcode Pation Marme Eodiess Sz rum Location] «
9031774 “DUPLICATES, LIBRARY 000-00-0000 | FRAMEK —I
987654321 “ILL Library, Test 000-00-0000 | TRAWR
9041385 “LIBR&RY DISPLAYS 000-00-0000 | FRAMEK
3055476 “LIBRARY PROGRAMS 000-00-0000 | FRAMEK
9024530 “REPAIR* 000-00-0000 | FRAMEK
3020108 *RESERYE SHELF* 000-00-0000 | HELEM
TEMPT “TestLLLibrary, 000-00-0000 | TRAYVR
3020030 AIMRFRISTERED PATRIN® 000-00-0000 | FRAMEK
1234567830987 000-00-0000 | CUSTR
9068610 000-00-0000 | GAR
90247000060051 000-00-0000 | FRAME
9024068 000-00-0000 | GAR
9023011 000-00-0000 | LAKE
9036603 000-00-0000 | PAR
9054719 I 000-00-0000 | FRAME
<] | b=
Select I Add Mew Patron |
Cloge Help |
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.

# Browse the LB_PAT File | [O] x|
Patron Mame | Fatron Addres{ Fatron Barcode | Patron Location |
Earccu:le:l—
Barcode | Patron Mame Address Sz num Lacation| A|
9055278 femoo s T 000-00-0000 | FRAME
a0ss302 000-00-0000 | FRAME
q0s5310 000-00-0000 | FRAME
q0e832a 000-00-0000 | FRAME
90RR336 000-00-0000 | FRAME
9055344 000-00-0000 | FRAMNE
9055351 000-00-0000 | HOMST
3055369 000-00-0000 | FRAME
90E5377 000-00-0000 | FRAME,
LT —— T OO0-O0- 0000 T A _.
9055443 000-00-0000 | FRAME
3055450 000-00-0000 | FRAME
9055468 000-00-0000 | FRAME
9055476 (mmne o 000-00-0000 | FRAME
KNI A1
Add Mew Patron |
Cloze Help |
Rpts7-6k

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

M= 3

Records Read: I ]
Extract Finished: I 0

# Pation Items By Callt

[T Pause Extract Total Records:

]

Patron BarCode: 9055419

Browse By MName

I'he Tollowing Fairon Is 3elecied For Report:

|9E|5541 9 KAREN DAHMARN

|1483 S0UTH SHORE E

IFrankan kAl 496350000

0D ICall_Patron

Cancel |




Rpts7-61



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

Heport Freview

File  Wiew Zoom

glﬁlgl Fage: I‘I 33 S I‘I 3’.‘;’ (SN G I‘I 33 Z00m: |.'f'5?f.; Zoom |;|

Drate: 42406

Benzie Shores District Librany

|»

Time:10:594M tems Checked Out Report ;ﬁ*ﬁ_éD Ll Patron
User: = By tem Call Humber =~ e — —
Selectedg0554H9 FAREN DAHMAN
Crays Last Title
Owerbue Out Lue Renewed TimesBarcode Call 1 call2 Call 3 Status Awuthor
1799 20901 252301 0 80258023 Strong wome s, £trong bowes ©eue it g yon peed 0 koo o preve it treat, aed beat o eop
G16.716 MELS0O Melzon, hiriam E
1792 2ommd woIaol RMead 1 BOZE3220 Land W e ythIng ; ket rs from 3n ame ricae @mer S Wi D2 Hawson.
630 HANSO Hanzon, Yctor Dawis
1797 261 02O 0 20252661 Mewl decaraion £ 118 Banard with Nickobs Banarnd.
T4 BARMA Bamard, Julia
/a2 2A6/01 30201 O a0ia318z Flikblng Daches
747213 HILLI Hilliard, Hizabeth
1789 20901 22301 O 202669450 Bouoki Earrowe T @ 3 woue | A 1ce Mattteos.
FIC TWlATTI hiattison, Aice

Rpts7-6m



Unpaid Items By Patron Report

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

# Unpaid Items Beports [ _ =]

Report by Patrons Hame

.......................................................................................................

Report By Location'Name

OK | Cancel

Rpts7-7

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

#+ UnPaid Items Beport By Patron Name Report Selection !EE
[T Pause Extract Records Read: | 0 Total Records: | 0

Extract Finished: |E|

Mote: [tems are selected hased on the criteia entered helow.
YWhen an itern is selected, All the items Due in the
Fatrons account will be included on the report.

Select ltems Billed:  Frorm: |1/01/2002 Thraugh: [{12/31,/2002

" Yes ¢ Na

"Select lterms Billed for Replacement Only?—‘

Run Report Up Patron_ Report Cancel |

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.

Report Preview

File “iew Zoom

@IE'%I Page: |1 3: Across: |1 3’.’; [EiEwirit |1 33, Zoorm: |?5?»1; Zoam ILl

[rate: 4724006 Benzie Shores District Librany Page
TimeA2:04P M UnPaid tems Report Proc: UP_Patron_Report
User: = By Patron Name ™
From: 10452002 Thro: 120312002
All tem Class Codes Selected
Iltam Amount
[ate Billed] Class | Title Faid
COLLIER ROSALI W an14290 AR Hlue
12/0302| |Credit On Ascount FIT
| Total Due = 77|
| cColliersam & O0Z4TOOO0SEEEE  GAR $0ue |
1MEG0H ADULT|E0162314 ODFIN: Book of lists £ 9.40
G503 Lamages Fee 585
giz2amz2 Credit On Account -13.00
| Total Due = 3.35)
| MCCOMHELL SUSAN R o032335 FRAMNK Fhue |
OS2 [ADULT 20025975 ODFIM: Here and hereafter; 4.95
SP0S0Z2 [ ADULT (20025242 QODFIN: Search for a soul F4a5
Q585 (JE 20129595 REPLA: Richard Scarmny's splish-splash sounds. 15.00
906M5(JE 201228259 REPLA: Foot boaok ! 15.00
SO55[ADULT|S0025376 REFLA: Here and hereafter ; 495
90585 (ADULT 80025943 REFLA: Search for a soul ; 7.5
4213 (JE 20170012 OCFIN: And to think that | saw it on Mulbermy Street ! 1.00
G213 JE 20129272 ODFIM: Scrambled eggs super s 1.00
GiZ21832(JE 20129012 ODFIM: Shape of me and other stuff # 1.00
G0ZM83(JE 20129595 REPLA: Richard Scarny's splish-splash sounds. 15.00
40283 (JE 201282589 REFPLA: Foot book ! 15.00
2083 Maotice Processing Fee 1.00
| Total Due = £9.80|
| NUGEM SSTEMS BOB 99999965 TRAVE Hlue |
219032 Senrice Processing Fee 2.00
21903 Man Dristrict Uzage Fee 200.00
2402 (ADULT 20200090 SERW: Dave Barry in cyberspace ! Dave Barny. 5.00
| Total bue=[  207.00|
[ vaLCH JaNE L 016791 LAKE $Due |
219032 Man Dristrict Usage Fee 200.00
1Moz Chwerdue Fine (Returned) 10000100

Rpts7-7b

| »



# Unpaid Items Reports M= E3

Report by Patrons Hame

Report By Location'Name

OK | Cancel

Rpts7-7

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

# UnPaid Items Report By Patron Name within Location Report Selection

[T Pause Extract  Total Records: | 0 Records Read: | 0

Extract Finished: IEI

MHote: ltems are selected hased on the criteia entered helow.
When an item is selected, All the items Due in the
Fatrans account will be included on the repart.

=Select tems Billed:  From:{101/2002 Thraugh: [12/31,2002

—=elect ltems Billed for Replacement Only? ——

= ¥es Mo

"LDCEIHDFI Selection (Skip, If you want all Locations)

Select Location: I :=-_>|

Run Report I Up Location Report Cancel |

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 Iltems Report By Patron Name Within Location is
shown below in Rpts7-7d, below

Report Preview

File “iew ZLoom

%IEI%I Page: I‘I 3: Across: I‘I 3’.’; [ErEr I‘I 33, Zoorm: |.'f‘5?/; Zoom ILI

=
[ |

Date: 2406 Benzie Shores District Librans Page 1
Time12:12Ph UnPaid kems Report Froc: UP_Location_Report
Usar == By Patron Mame Within Location ™
From: 1/04/2002 Thru:2434/2002
All tem Class Codes Selected
Iltem Amount
[rate Billed| Class | Title Faid
Location:FRANK Q032335 MCCOMMELL SUSAN R Flue
0502 [ADULT[E0025976 ODFIM: Here and hereafter; 485
HOS0Z|ADULT|E00252943 ODFIM: Search for a soul ; F.85
0i0Ges|JE 20129595 REFPLA: Richard Scarny's splish-splash sounds. 15.00
Q0685 JE 20128259 REPLA: Foot book # 15.00
QOEES[ADULT[EO0025976 REPLA: Here and here after ; 4 85
Q0585 ADULT[E0025943 REFLA: Search for a soul ; 785
2183 JE 20170012 ACFIM: And to think that | saw it on Mulberny Street s 1.00
i21m2|JE 20129272 ODFIM: Scrambled eggs super s 1.00
21082 JE 20129012 ODFIM: Shape of me and other stuff ! 1.00
0282 JE 20129595 REFPLA: Richard Scarny's splish-splash sounds. 15.00
40383 JE 20128259 REPLA: Foot book # 15.00
220093 Maotice Processing Fee 1.00
| Total Due = g0.20 |
[Locationear  o0i14200 COLLIER ROSALI W Shue |
120302 |Eredit On Account 777
| Total Due = 777
[Location:34R  90Z47000086533 Collier Sam A fbue |
1160 ADULTE0163214 ODFIN: Book of lists ! 9.40
G032 Lamages Fee 5.95
G282 Cradit On Account -1:3.00
| Tuotal Due =ﬁ|
[LocationlaKE 20167541 L CH JANE L flbue |
285032 Man District Usage Fee 200.00
10002 Owerdue Fine (Returned) 10000.a0
Fi230ADULT|S0026131 ODFIN: vesterday, taday, and forewver s 1.00
T GL Matice Processing Fee 1.00
| Total Due =[ 1020200
| Lo cation:TRAWE 99999965 HUGEM SSTEMS BOB Flue |
29502 Service Processing Fee 2.00
28032 Man District Usage Fee 200.00 ﬂ

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).

# Collection ¥alue Report- Selection Screen M= B

™ Pause Extract Total Recnrds:l ] Records Read:l 0

—Required Selection
Through Date:l-
How Acquired Code Used For Daonations: I == |

- Optional Selection

Select Only Location Code: | :>:=|

This Repart reads both the active itern and deleted fweeded) itemn files. [fthe "Date_Added" is Less
than or equal to the "Through Date” entered above the item will be selected. [Fthe item was Deleted,
the iterns "Date_Deleted" is also compared to the "Through Date" entered above. If the Date_Deleted
is Less Than or Equal to the "Through Date" the item will be Inactive. In other words, the itern will be
counted if it was on the shelf on the date entered above. Donated iterns are reported seperate.

Yfou must enter your systems "how accguired” code that is used to denote that the itermn was donated.

| Run Collection Value Report | |CDII_VaIuE_Rpt Cancel |

Rpts7-8
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Collection Depreciation Report

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

# Depreciated Depreciated Collection ¥alue Report- Selection Screen M= E3

Total Records: 0 Records Read: 0
[ Pause Extract
COLLECTION DEPRECIATION REPORT
—Required Selection

Through Date: | K

How Acquired Code Llsed For Dnnatinns:l ==

—Optional Selection

Lacation Cnde:l il

— This Collection Value Report Will Age And Depreciate ltems By Date Acquired. ——————
Enter The Humber Of Years To Depreciate Your Cullecﬁun:l 0

™ lgnore Edit Errars

This Repaort reads both the active itern and deleted {weeded) itermn files. If the "Date_Added" is Less
than or equal to the "Through Date” entered above the item will be selected. If the itern was Deleted,
the iterns "Date Deleted” i=s alzo compared to the "Through Date" entered abave. If the Date_Deleted
is Less Than or Equal to the "Through Date” the item will be Skipped. |n other words, the item will be
counted if it was on the shelf an the date entered above. Donated items are reported seperate.

fou rmust enter your systems "how accguired” code that is used to denote that the itern was donated.

Run Depreciated Value Report |Coll_fge_Rpt Close |
Rpts7-9




Collection Status Count

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

| # Collection Statuz Report- Selection Screen

™ Pause Extract  Total Records: 0 Records Read: | 0

Extract Finished: | 0

This Procedure Reads the Active ltem Master File and Summarizes ltems By Call Mumber Catagaory.

It Alzo Calculates The Percentage of Current Circulation.

. Run Collection Status Report | Coll_Status_Rpt Cancel

Rpts7-10



Patron Labels (2-Up)

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

# Patron Selection Process Mi=] E3
Select Patrons With Last Check-Clut

Date Greater Than: I- Mote: If This Date |s Left Blank This Edit |5 Bypassed.

—aelect Active Only?
 ¥=In Renewed Status & M= Bypass This Edit

~Checked Out At This Lib?
= ¥=Used This Library & M= Bypass This Edit

—Mote: If Mo Patron Location Specified This Edit Will Be Bypassed.

Select Patron Location: I ﬂ
-And- Location: I ﬂ
-And- Location: I ﬂ

—Mote: If Ma Patron Class Specified This Edit YWill Be Bypassed.

Select Patron Class: I ﬂ
—Mote: If Mo Patron Age Range Specified This Edit Will Be Bypassed.
Diate Of Birth From: I Thraugh: I

—Mote: If Mo Patron Reg Hange Specified This Edit Will Be Bypassed.

Registration Date From: I Through: I
Fun Report Patron_Labels Cancel |

Rpts7-11



Patron Laser Labels

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

# Patron Laser Label Selection Process [ [O] x|

Select Patrons With Last Check-Clut
Date Greater Than: I Maote: If This Date |5 Left Blank This Edit Is Bypassed.

—aelect Active Only?
 ¥=In Renewed Status & M= Bypass This Edit

~Checked Out At This Lib?
= Used This Library &+ M= Bypass This Edit

—Mote: If Mo Patron Location Specified This Edit Will Be Bypassed.

Select Patron anatiun:l ﬂ

-And- anatiun:l ﬂ

-And- anatiun:l ﬂ
—Mote: If Mo Patron Class Specified This Edit Will Be Bypassed.
Select Patron Class:l ﬂ

—Mote: If Mo Patron Age Hange Specified This Edit Will Be Bypassed.

Date Of Birth From: I Thruugh:l

—Mote: If Mo Patron Reg Hange Specified This Edit Will Be Bypassed.

Registration Date Frum:l Thruugh:l
Run Repart Patron_LabelsLas Cancel |

Rpts7-12



Selected Patron Report

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

#+ Patron Selection Process M=l E3
Select Patrons YWWith Last Check-Out

Date Greater Than: I- Mote: If This Date |s Left Blank This Edit Is Bypassed.

—oelect Active Only?
i ¥=In Renewed Status & M= Bypass This Edit

~Checked Out At This Lib?
= = Uszed This Library & M= Bypass This Edit

—Mote: If Mo Patron Location Specified This Edit Will Be Bypassed.

Select Patron Location: I J

-And- Location: J
-And- Location: ﬂ

—Mote: If Mo Patron Class Specified This Edit Will Be Bypassed.

Select Patron Class: I ﬂ

—Mote: If Mo Patron Age Hange Specified This Edit Will Be Bypassed.

Diate Of Birth From: I Thraugh: I

—Mote: If Mo Patron Reg Range Specified This Edit Will Be Bypassed.

Registration Date From: I Thraugh: I
Fun Feport Active Pat L Cancel |

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).

#+ Patron Selection Process !E[
Records In File: 1] Fecords Read: 0 Patrons Selected: 1]

Select Patrons That Used Any Member Library: Patron Phone Numhber To ASCII File.

Aging Date: (Usually Tadays Date) Used Library since: 1/.27/2005

17271988  <Bith Cut-Off, (Must Be At Least 18 Years Qld).
hust Hawe Llsed Any Member Library Within The Last Year

Mumber Of Phone Mumbers YWanted: I 0

Create File File Mame = \LIBMETWPATEATR. T=T Cancel |

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).

# Patron Selection Process M=] E3

Fatrans an File: 0 Records Read: 0 Duplicates Skipped: 0
Patrons Selected: o

Select Patrons That used This Librany: Patron Address To ASCI File.

Benzie Shores District Librany System Date: 1/27/2006

Select Patrons With Last Check-Out Date Equal or Greater Than: ||

Al Of The Following Edits Are Optional. e
Mote: If Ma Patron Location Specified This Edit Will Be Bypassed.

Select Patron Location: ﬂ

-And- Location: Ii ﬂ
-And- Location: ﬂ

Mote: If Mo Patron Class Specified This Edit YWill Be Bypassed.
=elect Patran Class: ﬂ

Mote: If Mo Patron Age Hange Specified This Edit YWill Be Bypassed.

Diate Of Birth From: Through:

Mote: If Mo Patron Reg Range Specified This Edit YWill Be Bypassed.

Registration Date From: Through:

Create File File Marme = \LIENETWRATEXTR. TAT Cancel

Rpts7-15



Patron Count By Registration

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

File  iew Zoom

%E@ Page: |1 2 dmees [ 2 Down [T Z Zoom: [100% Zoom [=]

Date: 4/20/08 Benzie Shores District Library Page 1
Time: &:49PM Patron Registration By Library Proc: Patron_Req
User: {Patran's Library of Registration)

=LIBRARY TOTALS™
Library Code = 1 Murnber of Patrons = 5185
Library Code = 2 Mumber of Patrons = 4

Rpts7-16



Print Patron Card Mailers

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

# Print Patron Card Mailerz Select Screen M= B3

MOTE: If Requesting a Rerun Enter The Registration From and Through Dates for Patron Card Selection
(Leawe Dates Blank for Mormal Run.)

—Print FeRun Selection

FeRun From Date: ReRun Through Date: |

Fatron_Card Carrier Cancel |

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).

# Print Titles by Calltt- Selection Screen Coll_Parms

[~ Pause Extract Total Records: | 0 Records Read: 0

~Call Mumber Range Selection (If Elank All tems YWill Be Selected)

Calll Call2 Call3
Fram: || | |

L |
L

Thraugh: | | |

—Additional Selection (If Elank These Will Be Ignored)
select ltems Added Since:| (Date Added To Collection)

Select Location Cnde:l il

W Bypass ILL's

Titles By Author (with item detail) | [ile Call Hpt A
Titles By Title Title_Call_Rpt
Titles By Call# Title_Call Rpt C
Titles By Call¥# (with item detail) | ltern Call Fpt Cancel |

h—
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).

# Print Titles by Callit- Selection Screen Coll_Parms

r

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).

# Print Titles by Times Circulated- Selection Screen Coll_Parms2?

1727 2006
1727 2006

Rpts7-20



Reserve Master Reports

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

# Rezerve Report - Selection Screen Rezerve_Select [ _ (2] =]

[T Pause Extract Total Records: | 0 Records Read: | 0

—Report Option
1 = Expired Reserves (Motice Sent);

2 = Hot Pending Reseras (Motice Mot Sent)

3= All Pending Reserves (Motice Mot Sent)

4 = Hot Mew Resemwes Ineluding Pick-Up Cancellations Fram The YWehb)
5 = All New Reserves
" B = Reprint Reseres (From Last Report Selection)

(
(Ineluding Pick-Up Cancellations Frarm The YWeh)

Eun Report Resere Rpt Cancel |

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.

¥ Lib\Met Reports Version 2.21 Library is Benzie Shores District Library A =] B
Fil= Edit Codez Daily Statistice Moticez $4gencyl Miscellaneous |Window Help

Inactive ltems 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| By Author
| By Subject

Age Weeded Iltems | BV Series
Age Active ltems
Rpts7-22 Calc Duplicate Weeded Barcodes

Remove Deleted Patrons (Status=1)
End-Of-Year Roll Totals

Re-Initialize ltem YTD Totals

Clear Patron Number from Item History File
Purge Old Item History Records

View Error Exception Log




Authority Reports -- By Author

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

Authonity Report Progress. .

100% Complete

Records Found: o7

Rpts7-22a

File  Wiew Zoom

@El@ Page: |1 2] Across: |1 & Down |1 & Zoom: [75% Zoom [x]

-
[ ate: 420006 Benzie Shores District Librans page 1 | |
Time: G:55F MW Authority Report by Author Froc: Lb_MmtReport

User:

Descrptions Status Control Number | Title Cournt | Flag
s Tracing S0126280 13 :
SMITH, A0 Iulain 05025093 1

FILL* tulain 05025094 3

* LARGE PRINT * tulain 05025095 o

A Tracing 4204427 o

A B Tracing TH096I12 1

A0 Tracing TO140985 1
Fardema, ‘ema huain 50036219 4

Saron, David tulin S5260004 o

Faron, Hank 1934 tulain S0126307 1

Faron, Henry Tracing S0126307 1

AARON, HEMRY higin 95025996 o

Faseng, Mate Tracing TOO0Z18 ]

Aaseng, Mathan Iugin TO00218 5

FAaseng, Mathan K Tracing TO00218 5 :
Abbado, Claudio tulain 21012358 o v
Abbado, Klaudio Tracing 21012358 o v
fbbey, Edward 1927- hain TE023202 4 T
Abbot, Arthony Tracing TO041TEL 1

Fbbot, R, Tucker Tracing SO034506 1

ABBOTT, JEFF Iulain 05025097 1

Abbott, B. Tuchker 1919- Iulain 50034206 1

Fbbott, Robert Tucker Tracing S0034806 1

Abbott, Shidey tulain U087 1448 1
Sbdul-Jabbar, Kareern 1947- hain 50024216 ]

Abeel, Samantha 1977 Iulgin 93113778 1

Fbel Iulgin S00002212 o

Sfbel, Bie Iulain S0034824 1

SAbel, Kennath Iulain 00002264 1

Abelove, Joan tulain SO0001542 o

Abelove, Joan hgin S00001673 1
Abemathy, Ralph Tracing TET0a16 o
Abemathy, Ralph 1926- Iulgin STETO916 o
HAbourezk, James hulgin 57810570 1
ABERAHSM, LAURIE Iulain 05025098 1 =

Rpts7-22b



Authority Reports — By Subject

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

Authority Beport Progress._ .

100% Complete

Records Found: 451

Rpts7-22c

File “iew Zoom

@lﬁlgl Eage: [1 3 Across: [T 2] Down [T 2 Zoom: [75% Zoom [=]

=
[ |

[ ate: 20006 Benzie Shores District Librany Page 1
Time: 7:00PM Authaority Report by Subject Proc: Lb_NmiReport
User:
Descriptions Status Cortrol Mumber | Title Court | Flag |

higin S5000091 2 7
87th Precinct (Imaginary place) iain 100000111 3 :
&7th Precinct (Imaginany place) hikain 100000788 1] :
Febomb Tracing 85009310 ] :
Fardwvark hikain 85000028 a v
Faron, Hank 1934 higin B0126307 1
Abandoned children hgin 248000042 2
Fbandoned cities Tracing 5026147 1
Abbeyw, BEdward 1927- hain 78003802 1
FAbbreviations Tracing 85121977 1]
Fbdominal delivery Tracing S5022196 1
Fbdominal pain Tracing 85027951 1]
Abduction hain 25000114 1
Abduction Tracing Q5072244 30
Abdul-Jabbar, Kareem 1947- hain S00342 16 2
Aility Tracing S5033833 3
Pbility Tracing SE06T157 3
Hhility Tracing SE07E4E0 2
Pbility Tracing SH088043 1]
Aility Tracing $00026749 1
Fhility  Testing Tracing 5026953 1
Ability  Testing Tracing 5106318 K
Fbility, husical Tracing 5083945 o
Ahiogenesiz Tracing S507GEE09 F
Abnomal children Tracing 5053659 2z
Abriommal wakefulneszs Tracing 85066717 2
Abnomalities, Human Tracing 507941 1
Abromalities, Human Tracing 5054543 4
FAbolition of capital punishment Tracing 85019949 4
Abolition of slavery Tracing 85123314 17
Abolitionists hiain S5000153 2
Aborminable snowman Tracing 85140134 2
FAborigines, American Tracing 5065022 3
Aborigines, Australian Tracing 85009602 4
Abortion hiain S5000196 g

e AraAAAa -~ -

Rpts7-22d



Authority Reports -- By Series

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

honty Report Progress

100% Complete

Records Found: o7

Rpts7-22e

File  Yiews Zoom

@lﬁlgl Page: [1 3 Aorose [1 & Down |1 3 Zoom: [75% Zoom |+

[ |
[ ]

D ate: 20006 Benzie Shores District Librany page 1

Time: 70ZFM Authority Report by Series Froc: Lb_MmiReport
User:

Dezcriptions Status Control Humber | Title Count | Flag |
DalzieliPazcoe mystery hiain A00000S3E 1
--For dummies i 50000063 o
...For dummigs hin Q502737 12
-..For dummigs higin 500000073 3
13 moonz Tracing 0719286 4
1993 Mational Beetrical Code Tracing Q2047447 3
20th century fazhion higin 500002031 fi
87th Precinct hbystery seres hgin Q5027776 1]
Abig Golden book hiain QA0ETESE 1
A Brown paper school book higin Q5026947 1
A Carolthoda creative minds book i 95025709 1
Az, Piggle-iggle adwenture hiain A00000S96 1
A Hature Company guide higin Q5027203 2
A North- South picture baok hiain Q5025710 1
A Random Houze pictureback hiain Q4025711 3
Acreal goodz solar living book higin 500001156 1
A Gerendipity boak hiain QE0Z7205 o
Ato £ mysteres hiain A00001212 1
A Touchstone book i 95025712 1
Sbbeville modem masters Tracing 2036661 1
ABC's Monday Might Football Club hiain A00000466 1
Aocess to law Tracing BaAT0IE26 1
Achigwers Ngin 42001039 z
Action sports hain BES0717E 1
Action sports (Bdina, hinn.) hgin Q3025260 1
Activity book from the Children's Muzeum, Boston Tracing S4721368 1
Adventures of Hazel Mieston Tracing BET04995 4
Adventures of Ranger Rick hgin 22018757 1
Adventures of the Bailey School kids hiain A00000936 ]
Adventures with Barbie hin 21039450 4
African Amercans, voices of tiumph hgin 94110059 2
African Queen (hotion pictune) hiain 6115273 1
African-American soldiers hin Q1123363 o
#ge of Roosevelt Tracing BETIE197 2
ALA editions hiain A00000511 1 ;I
M lmnelab e ik Temainn nnNeEAS 1

Rpts7-22f



Calc Print Barcodes with SCD

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

# Calculated Barcodes with SCD Select Screen M= E3

Calc_Scd Rpt=el

Hone hlany: I 10

otarting BarCode:

| b b

Fun Calculated Barcodes Calc_ SCD Rpt Cancel |

Rpts7-23

File iz Zoom

@lﬁlgl Bage: |1 o Acose [T & Down [T 2 Zoom: [100% Zoom [x]
Date: 4/20/08 Benzie Shares District Library Page 1
Time: 7:10PM Calculated Barcodes with SCD Proc: Calc_Scd_Rpt
User:

0o 10 9
oo 11 9
oo 12 9
ol 13 2
oo 14 a
oo 15 9
0o 16 9
oo 17 9
0o 18 9
oo 19 9

Rpts7-23a







Age Weeded Items

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

# Calculated Barcodes with SCD Select Screen [_ =] =]

Lih Code: |1_ WEEd_AgE_SEl
LE [T Hecords Head: a skipped, Missing Date:
selected: a
LE ITD Records Read: a Skipped, Missing Date:
Selected: a

Ciptiongl Selaction

Location: I il

1vWeed Age Fpt Cancel |

Rpts7-24

Location
= Browse CODES File M= B3

| o

Library: 1
X g |

Rpts7-24a



File “iew Zoom

@lﬂg EenE: |1 33 Aomes: |1 2 Down |1 3| Zoom: |1DD% Zooml:l

Date: 4/20/08 Benzie Shores District Library Page 1
Titne: 7:14PM Age Weeded ltems by Days In Service Proc: Weed Age Rpt
User
Class Item Count Avy. Days Avg. Years Longest (Days) Longest (Years)
ADULT 2315 2494 5.83 4776 13.08
CAS 167 1782 488 2821 772
J 214 2497 .84 34N 9.34
JE 93 1987 5.44 3432 9.40
JPE o7 2182 597 2810 7.69
JR 21 2905 7.95 4776 13.08
KIT 1 3088 8.45 4776 13.08
LP 305 2990 8.19 3447 9.44
O3S 1 1857 517 4776 13.08
PBK 987 1478 4.05 2835 776
R BB 1668 4.57 1955 5.36
RDC 1 3474 89.51 3474 89.51
URK 32 1169 3.20 2853 7.81
WHS 13 1807 495 1959 547
A a1 2692 7.10 28972 5.14

Rpts7-24b



Age Active ltems

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

# Calcluate Age of Active ltems

[




Calc Duplicate Weeded Barcodes

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

i # Deleted Items [LB_ITD] with Duplicate Barcodes M= E

[T Pause Extract  Total Records: I 0 Records Read:l 0

Extract Finished: I i
Begin Date: 1727 2008

End Date: | 1/27/2005

Donated Accquired Cnde:l ::-::-l

Fun Repart Summary Cup_Del_Rept Cancel |

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).

File “iew  Zoom

@lﬁlgl Page |1 3 coces [T F Dewn [1 2 Zoom: [100% Zoom (=]

Date: 42106 Eenzie Shaores District Library Page 1
Tirne: 10:27 AM Patron Delete Exception Report Froc: Purge_Pat
Uszer:

Delete Bypassed: A123745123744 CHERYL ABEL Has Active Reservel

Total Patrons On File: 5,190

Deletions Eypassed: 1

Total Deleted: 0

Rpts7-27



End-Of-Year Roll Totals

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

# End of Year Roll Totals M= E3

Clear ¥TD in Patron Record

Clear ¥TD in Item Record |

OK | Cancel |

Rpts7-28




Re-Initialize Item YTD Totals

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

# Initialize Item YTD Totals

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).

| 7 Items History File Update Screen

IS B3

[T Pause Extract Total Recnrds:l 0 Records Read:l 0 Esxtract Finished: I 0

Make sure you have a complete backup before running this Procedure

|

lterns For This Lib. Only?
& Yes Mo

:

0]

ClearPartronLb_ITH

Mote: All Patron Mumbers well be cleared from the histary file unless the patron wants to keep the history

Cancel |

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).

-I # Puige O1d Item History Records Update Screen M= E
[T Pause Extract Total Recnrda:l 0 Records Read:l 0 Extract Finighed: | 0

Make sure you have a complete backup hefore running this Procedure

RernoveCldLb_ITH
Select End Date: I

"Items For This Lih.DnIy?—‘ "Retain Fatron Requested History Records?

& Yes Mo = ¥es o

Maote: All ltems well be removed from the ltem History file with a date less than the Select End Date

(0] Cancel |

Rpts7-31



View Error Exception Log

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

# Exception Log H=l E3
Text Line -

4

Clear Log |

11711704 Coll_Age_RepSel
11/11/04 Coll_Age_RepSel:
11/11/04 Coll_Age_RepSel
11/11/04 Coll_Age_RepSel:
1111704 Coll_Age_RepS5el:
11/11/04 Coll_Age_RepSel
11/11/04 Coll_Age_RepSel:
11/11/04 Coll_Age_RepSel
11/11/04 Coll_Age_RepSel:
11/11/704 Coll_Age_RepSel:
11/11/04 Coll_Age_RepSel:
11/11/04 Coll_Age_RepSel:

Print Log |

Lb_ITD Skipped- No Delete Date?> 80146293
Lb_ITD Skipped- Ho Delete Date?> 80247612
Lb_ITD Skipped- Ho Delete Date?> 80146293
Lb_ITD Skipped- Ho Delete Date?> 80247612
Lb_ITD Skipped- Ho Delete Date?> 80146293
Lb_ITD Skipped- Ho Delete Date?> B0247612
Lb_ITD Skipped- Ho Delete Date?> 80146293
Lb_ITD Skipped- Ho Delete Date?> 80247612
Lb_ITD Skipped- Ho Delete Date?> 80146293
Lb_ITD Skipped- Ho Delete Date?> 80247612
Lb_ITD Skipped- No Delete Date?> 80146293
Lb_ITD Skipped- Ho Delete Date?> 80247612

E xit |

Rpts7-32




