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The M3 Library Automation System is a native MARC database and search engine designed specifically
for library use. This flexible library management tool con- trols everything from patron search stations
and circulation to cataloging and reports.

With M3:

+ Use true MARC records that do not need to be reinterpreted, resulting in exceptionally fast data retrieval.
All MARC fields and subfields are indexed and searchable.

* Store an unlimited number of records, with all record types conforming to either a standard or
customized MARC record structure.

+ Use the system’s templates, context-sensitive menus, and preloaded MARC field conventions to edit
and create bibliographic records, holding records, patron records, authority records, and other specialty
records.

+ Assign varying levels of access for Cataloging, Circulation, and the OPAC.

* Add or remove fields from windows or change font size, style, and color for windows.

* Change the OPAC Visual Catalog displays and searches; display the logo of choice on the OPAC and
Web Gateway.

The M3 Core Package is the basic building block of the M3 Library Automation System. The M3 Core
Package contains the following fully integrated modules: Group Editor, Cataloging, Circulation, OPAC,
ReportTool, and Inventory. It also includes the following utilities: the Barcode Label Printing Utility,
Configuration Editor, BEDSCAT, History Purge, and Picture Manager. Optional M3 modules include
Authority Control, ZServer (Z39.50 server), and BookWhere™ V4 (Z39.50 client).

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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This chapter explains how to perform a first time installation of the M3 Library Automation System or an
upgrade installation for an existing M3 site. Specifically, this chapter describes:

The minimum and recommended M3 hardware requirements
*  How to install Mandarin M3 from the M3 CD

*  How to start the M3 modules

*  Password considerations

+  System backup information

Attention:

Be sure to read the following section, “Before You Install,”
before beginning the installation process.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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c.

System Requirements to Operate M3

Minimum Recommended

Server

M3 Client/Server System Requirements

Windows 2003

Windows 2003 or Later

Pentium 4 1.3 GHz

Xeon or Opteron dual core

1 GB RAM

2 GB RAM

400 MB hard disk space (free)

1 GB hard disk space (free)

TCP/IP Enabled

TCP/IP Enabled

MS Internet Explorer 6 SP1 or later

MS Internet Explorer 7 or later

CD-ROM drive (Installation only)

CD-ROM drive

Workstation

Windows 2000

Windows XP or later

Pentium Il at 1 GHz

Modern Intel or AMD proc at 2GHz

128 MB RAM

128 MB RAM

800 x 600 Resolution

800 x 600 Resolution

Ink Jet Printer with postscript support

Laser Printer with postscript support

TCP/IP Installed

TCP/IP Installed

MS Internet Explorer 6 SP1 or later

MS Internet Explorer 6 SP1 or later

Before installing the M3 Library Automation System, decide which of the following two installation
configuration options best suits your library situation.

*  Option I — Install your databases onto your server and then install the M3 core client modules
(Circulation, OPAC, and so on) onto the hard disks of the individual workstations. For maximum

performance, this is the pre- ferred option.

+  Option II — Install your databases and the M3 core client modules onto your server, then run the
Workstation Setup utility at each M3 workstation to enable access to the core modules installed on the

server. For performance purposes, only consider this option with a high-speed network protocol.

NOTE: The Workstation Setup places the necessary

.dll and .ocx files onto the workstations. It does not

install the client modules onto the individual workstation

hard disks.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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Installing the M3 system involves multiple steps, whether installing the M3 system for the first time or
installing an M3 update CD. As an overview, the order of the process is described here. Each procedure
is covered in detail in upcoming sections

1. Install the M3 Server files. The server files can only be installed onto your server. The folder
containing these files resides on the M3 CD.

2. Install the program files for the M3 core client modules (Circulation, OPAC, and so on). These client
modules can be installed onto individual workstation hard disks (Option I in the previous section)
or onto the server site (Option II in the previous section). The folder containing these program files
resides on the M3 CD.

If you selected Option II in the previous step, run the Workstation Setup procedure at each
workstation that requires access to the M3 core client modules. After installing the client modules, the
Workstation Setup can be found in the M3 folder on the server

(the default path is C:\Program Files\Mandarin M3\ Workstation Setup).

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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Before you install, verify:

* You are logged on your system with full Administrator rights, at the server as well as the individual
workstations.

* Everyone else is logged out of the M3 system during the installation procedure.

* You have quit all applications, including the M3 Server and client modules.

1. Insert the M3 CD into the CD-ROM drive. The installation menu should appear. If not, navigate to
your CD-ROM drive (D: on most computers) and double-click autorun.exe.

2. On the installation menu, click Install M3 Database Server.

Note: If you already have a version of M3 installed,
you will not be prompted to choose a language; the
program will use the previously selected language.

3. In the Choose Setup Language dialog box, select the desired language and click OK. This determines
the language of the M3 Server setup only; it does not affect the language of the records in your database.

4. In the Welcome dialog box, click Next to begin installation.

5. In the License Agreement dialog box, review the agreement and click Yes to accept and continue the
installation. Or, click No to discontinue.

6. In the Choose Destination Location dialog box, either:
+  Click Next to install M3 Server into the default folder location on your hard disk (C:\M3
Server).
OR
Click Browse and navigate to the desired folder location. When the desired folder has been
selected, click OK, and then click Next.

7. In the Start Copying Files dialog box, review the settings you have chosen. If you want to change
any settings, click Back. If you are satisfied with the settings, click Next.

8.  In the Setup Complete dialog box, click Finish. If you are prompted to restart your computer, you
can do so now or later.

9.  Proceed to the next section, “Installing the M3 Core Client Modules.”

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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The M3 core client modules can be installed at the server site or at the individual workstations that
will use them. The procedure below applies to both situations.

Before you install, verify:

* You are logged on your system with full Administrator rights, at the server as well as the individual
workstations.

* Internet Explorer 5.0 or later is installed at the site you are using. If it is not, first install that
application. For convenience, Internet Explorer 6.0 is avail- able on the M3 CD.

* You have quit all applications.

1. Insert the M3 CD into the CD-ROM drive. The installation menu should appear. If not, navigate
to your CD-ROM drive (D: on most computers) and double-click autorun.exe.

2. On the installation menu, click Install M3 Client Modules.

3.  In the Choose Setup Language dialog box, select the desired language and click OK. This
determines the language of the setup and the language in which the M3 modules display; it does not
affect the language of the records in your database.

4. In the Welcome dialog box, click Next to begin installation.

5. In the License Agreement dialog box, click Yes to accept and continue the installation. Or, click No
to discontinue.

6. In the Library Type dialog box, select your library type.
e If you select School and choose to install ReportTool in step 8, over
800 preloaded reports generally used by K-12 schools, public libraries, and universities are

installed.

¢ If you select Public or Academic and choose to install ReportTool in step
8, over 400 preloaded reports generally used by public libraries and universities are installed.

7.  Click Next.
8. In the Setup Type dialog box, select the preferred installation type:

¢ Custom Install — Allows you to specify which modules are to be installed at this site. Select
this option if you are installing at the server site.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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e Full Install — Automatically installs all M3 core client modules (Cata- loging, Circulation,
OPAC, Group Editor, Inventory, and ReportTool). It also installs the Configuration Editor,
Barcode Labels, BEDSCAT, History Purge, and Picture Manager utilities.

e OPAC Only — Installs the OPAC module only.
9. Click Next.

10. In the Choose Destination Location dialog box, either:
e Click Next to install M3 into the default folder location on your hard disk (C:\Program Files
\Mandarin M3).
OR
¢ Click Browse. Navigate to the desired folder location, click OK, and then click Next.

11. If you selected Custom Install in step 8, the Select Components dialog box displays. Clear any check
box that corresponds to a module you do not want to install at this workstation. Your options are:

¢ Circulation — Installs the Circulation module.

e Cataloging — Installs the Cataloging module.

¢ OPAC — Installs the OPAC module.

e Inventory — Installs the Inventory module.

e ReportTool — Installs the ReportTool module.

o Utilities — Installs the Configuration Editor, Barcode Labels, BED- SCAT, History Purge, and
Picture Manager utilities.

NOTE: To limit the utilities, select Utilities and
click Change. Clear the check box by any utility
you do not want to install, then click Continue.

e Group Editor — Installs the Group Editor module.

*  Workstation Setup — Installs the Workstation Setup program on the server so client machines
can start the program and use it to install required components. Select this option only if you
are installing the program modules at the server site. This option is not appropriate if installing
the program modules at individual workstations (as in Option I).

12. Click Next.

13. In the Select M3 Data Location dialog box, click Browse and select the folder where your M3 Server
data is installed. Click OK, then click Next.

14. The Bulletin Board Configuration dialog box displays.
e If you want to configure your Bulletin Board now, type your library name, a greeting, and
the hours of operation. Then click Next.
OR
e If you do not want to configure the Bulletin Board now, click Skip.

15. In the Start Copying Files dialog box, review the settings you have chosen. If you want to change
any settings, click Back; otherwise, click Next.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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16. In the Setup Complete dialog box, click Finish. If you are prompted to restart your computer, you
can do so now or later.

NOTE: If you installed the M3 core client modules

at the server site, you need to run the setup procedure
at each workstation. Proceed to the following section,
“Setup Procedure at Workstations.”

If you installed M3 onto your server, run the following workstation installation pro- cedure at each
workstation planned for M3 use. This procedure does not install M3 onto the workstation; it simply
ensures that the correct .dll and .ocx files are present on the workstation, thereby allowing the
workstation to run the M3 mod- ules installed on the server.

1. At the individual workstation, locate the M3 folder on the server where the M3 applications
reside.

2. In the Workstation Setup folder, double-click Setup.exe.

3. In the Choose Setup Language dialog box, select the desired language and click OK. This
determines the language of the workstation setup only; it does not affect the language of the interface
or your database.

4. In the Welcome dialog box, click Next to begin installation.

5. In the License Agreement dialog box, click Yes to accept and continue the installation. Or, click No
to discontinue.

6. In the Choose Destination Location dialog box, either:
e Click Next to install M3 into the default folder location on your hard disk (C:\Program Files
\Mandarin M3).
OR
¢ Click Browse. Navigate to the desired folder location, click OK, and then click Next.

7. In the Select M3 Data Location dialog box, click Browse and select the folder where your M3 Server
data is installed. Click OK, then click Next.

8. In the Start Copying Files dialog box, review the settings you have chosen.
If you want to change any settings, click Back. If you are satisfied with the settings, click Next.

9. In the Setup Complete dialog box, click Finish. If you are prompted to restart your computer, you
can do so now or later.

10. Repeat this process at each workstation that will be used to access M3, and create desktop
shortcuts for the modules the workstation will be using.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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To start the individual modules of M3, either:
¢ Double-click the Mandarin M3 shortcut on your desktop, then double-click the desired module.
OR
¢ On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click the
desired module.

For instructions on how to start and log on a specific module, refer to the corresponding chapter in this
Users Guide.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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The default logon sequence for the Cataloging, Circulation, Group Editor, and
Inventory modules is:

¢ Login name: admin
e Password: boca raton

For security reasons, it is recommended that you change this password immedi- ately after initially logging
on.

Patron barcodes, as well as patron passwords, reside in patron records. You can access and modify patron
barcodes and passwords in the M3 Cataloging module.

NOTE: Any patron record assigned to a patron
group that has access privileges to the Cataloging,
Circulation, Group Editor, or Inventory modules
MUST have both a login name and a password.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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In order to protect your M3 data, it is important to perform frequent data backups. Daily backups are
recommended to avoid the loss of files on the local hard disk due to disk drive failure, power outage, virus
infection, accidental deletion, and other potential network problems.

The M3 Library Automation System does not currently provide continuous backup. A backup device, such
as a tape backup, should be installed to allow backups. In addition, Mandarin recommends that your
server be equipped with an automated backup system that can be used to schedule unattended backups.

Mandarin recommends performing a daily backup Monday through Thursday after closing, and a full
backup on Friday or before a holiday. In case of a hardware failure, a restore of a full backup followed by
a restore of the latest partial backup can be completed. In case of a loss of only M3 data, a restore of the
latest partial backup can be completed.

Backups must be performed when no users are logged on the M3 server and the server is not running. To
stop the M3 server:

1. On the taskbar, click the M3 Server icon. This displays the M3 Server menu.
2. Select Stop, then click All. This stops the server.

3.  Perform the desired backup method. Two backup methods are explained in the following section,
“Backup Methods.”

4. When finished, repeat step 1. Select Start, then click All. This restarts the server.

Two recommended backup methods are as follows:

e Partial backup — Backs up only the data that is critical to daily operation of M3. This entails selecting
the specific location where M3 data is stored (the default path is C:\M3 Server\Registry) and starting the
backup. This operation completes within a few minutes, and is a reliable solution for restoring M3 data.
This type of backup does not back up the operating system or any other files on the computer. If a server
failure occurred and the data on the hard disk was lost, the operating system and all applica- tions would
have to be reinstalled; M3 would be restored from the latest backup, repairing all data and transactions.
This type of backup is typi- cally performed by a network adminstrator.

e Full backup — Backs up the entire server, including the operating system, users, security, login scripts,
applications, and all M3 data. This entails selecting the drive(s) and starting the backup. This operation

may take a half hour to several hours to complete. This type of backup is typically per- formed by a
network adminstrator.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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You must either set up a hierarchy of patron groups based on the permissions required for patrons in each group, or you must
disable the hierarchy in the Global.ini.REG file.

Group Editor is used to create the groups that M3 Circulation and OPAC require to function. Each
group has a customized set of parameters and permissions.

There are three types of groups in M3: Patron, Item, and Special Reserve.

¢ Patron groups — Each patron record entered into the M3 system must be assigned to a patron

group to establish circulation permission for the patron. A library might work with patron groups such
as General Patron, VIP Patron, Volunteer, Staff Member, and Director. Permission to access patron
groups 1s set by a user higher in the hierarchy than the patron group, and patrons cannot change which
groups they can access. You can create an unlimited number of patron groups, although a patron can
only be assigned to one group.

e Item groups — Each holding record must be assigned to an item group to establish the item’s
circulation parameters. A library might work with item groups such as general collection, reference
collection, periodicals, equipment, and rare books. Permission to access item groups is set by a user
higher in the hierarchy than the patron group, and patrons cannot change which groups they can
access. You can create an unlimited number of item groups, although a holding record can only be
assigned to one group.

¢ Special Reserve groups — When a library needs to accommodate unusual circulation restrictions
for a defined patron set, a special reserve group can be created. For instance, you might create a four
week special reserve group to restrict certain science books to inlibrary use by students involved in a
chemistry project. Permission to access special reserve

groups 1s set by a user higher in the hierarchy than the patron group, and patrons cannot change which
groups they can access. You can create an unlimited number of special reserve groups; patrons and
items can be assigned to multiple special reserve groups. Special reserve group permissions override
item group permissions.

The group hierarchy indicates which patron, item, and special reserve groups each individual patron
group can modify in Group Editor. The hierarchy is determined by the entry in the Created by Patron
Group box on the patron, item, and special reserve group General tabs. This box determines which
groups display in the Group Access tabs. Permissions to modify patron and item access are then estab-
lished in the Group Access tabs.

If you do not want to create the group hierarchy, you must disable this fea- ture in the
Global.ini.REG file (the default path is C:\M3 Server\Registry

\Common) by changing the Group Hierarchy entry to Override=off. If disabled, the Group Access rules
in Group Editor will not be enforced.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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M3 includes four default patron groups: Administrators, Librarians, Library Assis- tants, and Patrons.
The hierarchy has been created for these groups. Mandarin rec- ommends that these groups be used;
they cannot be deleted. You can modify these groups or create additional groups, if desired. These four
groups have the fol- lowing permissions:

e Administrator (first level) — has permission to modify access of all groups

e Librarians (second level) — has permission to modify access of Library
Assistants and Patrons

e Library Assistants (third level) — has permission to modify access of
Patrons

e Patrons (fourth level) — has no permission to modify access of other groups

If your library requires additional patron groups, use the following procedure to add groups to the
hierarchy and establish permissions. In this example, a user in the “Librarian” group has created a
“Faculty” group, which will have the same permissions as the group “Library Assistants.”

For instructions on creating a pafron group, see “Creating a New Patron Group” begin- ning on page 3-4.

1. In the General tab for the “Faculty” group, select Librarians in the Created by Patron Group box.
(No patron groups that were also created by “Librarians” will have access to the “Faculty” group unless
indicated in the Group Access tab.)

2. In the Group Access tab, the groups without access to the “Faculty” group dis- play in the Groups
Without Access box. To grant one or more of these groups access to the “Faculty” group, select the group
in the Groups Without Access box, then click the << button. This moves the patron group to the Groups
With Shared Access To Current box.

3.  When finished, click OK to save the “Faculty” group.

To start the Group Editor module:

1.  On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click Group
Editor. This displays the Group Editor Login dialog box.

2. Type your user ID in the Login Name box, your password in the Password
box, and then click OK. This displays the Group Editor window.

All M3 groups are created, customized, and modified through the Group Editor window (Figure 3.1).
Window features are summarized below.

Ficure 3.1

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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e Display list — Contains the list of display options for this main window. You can display the listings
for all groups or only a particular group type (patron, item, or special reserve group). To change the
displayed group type, select the desired type in the Display list.

e Database Set list — Contains the list of catalog databases available to search from your library’s M3
system.

e Group listings — Each group listing includes the group type icon, group name, and group
description. A group type icon appears to the left of each group listing. A head signifies a patron group;
a book signifies an item group; eyeglasses signify a special reserve group.

¢ Function buttons — Buttons that allow you to edit, delete, and duplicate existing groups, and to
create new groups.

e Access lock — Appears next to any group to which you have read-only access.
Your M3 system can access multiple catalog databases. If multiple databases are available, select the

catalog database you want to work with in Group Editor. To do so, in the Group Editor window, select
the desired database in the Database Set list.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
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With M3, you can create an unlimited number of patron groups with customized permissions for each
group. For more information about patron groups, see page 3-1.

You must create patron groups before you can enter or import patron records through the M3
Cataloging module.

To create a new patron group:
1. In the Group Editor window, select a catalog database in the Database Set list.

2. Click New. This displays the New Group dialog box (Figure 3.2).

FIGURE 3.2

Select the type of group to create:

3. Click New Patron Group, then click OK. This places a “New Patron Group”
listing in the Group Editor window (as shown in Figure 3.3).

NOTE: If the new listing does not appear, verify that All Groups or Patron
Groups is selected in the Display list.

FiGure 3.3
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Description

Administrators
Librarians
Library Assistants

New Patran Group1 Edit |

Patrons

Audio/visual Collection

General Collection

Reference Collection Wel |

Mew Special Reserve Groupl . I
Duplicate

Teea@@RRR

Exit

Logged in as a member of Administrators

4. Select the new patron group, then click Edit. This displays the New Patron Group window (Figure
3.4), where you customize the group’s character- istics. Enter the appropriate information in each tab
as described in the following sections.

FiGure 3.4
& HNew Patron Groupl E
Utilities I Members I Item Group Dvernides I Group Access I
General I Circ Blocks I Circ Limits I Circ Access I OPAL Access I Cataloging Access
Narme: [New Pation Groupt
Description:
Created by Patron Group: Card Expiration Period:
|Administrators =l Days: |D 3
i) I Cancel Lol
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Note: When adding a person to the system, the person is assigned to a patron group and a new patron record with a unique
barcode is created. In many libraries, this barcode is placed on the person’s library card. The library card’s expi- ration date is
calculated from the number of days entered in the Card Expiration Period box, using the date the new patron record was created
as day one.

General Tab
In this tab (Figure 3.4), enter identification information for the group. This information displays in the
Group Editor window.

1. In the Name box, type the patron group’s name.
2. In the Description box, type any information needed to clarify this group.

3. The Created by Patron Group box displays the patron group of the user that created this group.
Only administrators can modify this entry.

4. In the Card Expiration Period box, type or select the number of days a library card issued to a
member of this patron group remains valid before requiring renewal.

5.  Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Circ Blocks Tab
In this tab (Figure 3.5), customize the patron group’s rights to add, modify, place, remove, and override
system messages. Typically, selected library staff members require such rights—general patrons do not.

FIGURE 3.5
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& New Patron Group1 E
Utilities I Members I Item Group Dverides I Group Access I
General Circ Blocks I Circ Limits I Circ Access I OPAL Access I Cataloging Access

™ Delete Messages

™ Edit Message:

I~ Attach Information Blocks [ Attach Nudge Blocks

" Detach Information Blocks I~ Detach Nudge Blocks
[~ Attach Privilege Blocks [~ Attach Blocking Blocks
™ Detach Privilege Blocks ™ Detach Blocking Blocks
[ Owerride Privilege Blocks [ Override Blacking Blocks

ok I Cancel | Apply |

Depending on your permissions, some of these options may be unavailable.
1. Select the functions needed by members of this patron group:

e Add, Edit, and Delete Messages allows group members to add, edit, and delete patron and item
messages.

e Attach and Detach Information Blocks allows group members to attach and detach messages
assigned the information block type.

e Attach and Detach Nudge Blocks allows group members to attach and detach messages
assigned the nudge block type.

e Attach, Detach, and Override Privilege Blocks allows group members to attach, detach, or
override messages assigned the privilege block type.

e Attach, Detach, and Override Blocking Blocks allows group members to attach, detach, or
override messages assigned the blocking block type.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Circ Limits Tab
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In this tab (Figure 3.6), customize the circulation quantity limits for the patron group. Specify the
maximum number of items for each type of transaction listed.

FIGURE 3.6
& HNew Patron Groupl E
Utilities I Members I Item Group Dvernides I Group Access I
General I Circ Blocks Cire: Limits I Circ Access I OPAL Access I Cataloging Access

[Nore =] I Baoking Limit [Nore =]
" Reserve Limit l@ ™ Claimed Never Had Limit W
I/ Hold Liri [None =] ™| Claimed Retumed Limit [None =]
™ Renewal Limit [Nore =] I™ Claimed Paid Limit [Nore =]
™ Damaged Limit W ™ Lost Limit W

i) I Cancel Lol

1. Select a circulation limit for each limit type. To do so:

A. Select a limit type. If a limit is not selected, no limit is assigned. B. In the list next to the limit
type, select a limit amount.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Circ Access Tab
In this tab (Figure 3.7), specify whether this patron group is allowed to access any circulation
functions.

FIGURE 3.7
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Utilities I Members I Item Group Dverides I Group Access I
General I Circ Blocks I Circ Limits Circ Access I OPAL Access I Cataloging Access I
Access Circulation: |M vl
Operations:
[ Loans [ Retumns [ Recals [ Paymerits
I Holds/Reserves [ Bookings I~ ILL [~ Change Date
™ Quick Retumns [~ Status ™ In‘house Cireulation T~ Modify Schedule
" Self Mode " Renewals [~ Add Temp Items ™ Access Design Mode
™ Wiew Library Transactions " Circulation Options
— Bibliographic Records: ———————————————  ~Holding Records:
[~ Add ™ Add
™ Modify ™ Modify
[ Delete [ Delete
Patron Records: Templates:
™ Add ™ Add
[~ Modify ™ Madity
[~ Delete " Delete
i) I Cancel | Apply |

1. In the Access Circulation list, select Yes or No.

e If you click Yes, you can enable any available function listed on the tab by selecting the
function. Functions are organized into five groups:

e Operations — lists various types of circulation transactions.

e Bibliographic Records — pertains to bibliographic record mainte- nance.

* Holding Records — pertains to holdings record maintenance.

¢ Patron Records — pertains to patron record maintenance.

e Templates — pertains to template record maintenance.

e If you click No, all functions listed on this tab are disabled.
2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

OPAC Access Tab
In this tab (Figure 3.8), specify whether this patron group is allowed to access any
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OPAC functions.
FiGure 3.8
Utilities I Members I Item Group Dverides I Group Access I
General I Circ Blocks I Circ Limits I Circ Access OPAC Access I Cataloging Access

Access OPAC:

™ Wiew Transactions = Fesenves
| Ferewals Il
= | Heids [~ Wisual Catalog Configuration

i) I Cancel | Apply |

Note: The Visual Catalog Configuration check box also controls the permission to modify the OPAC header.
1. In the Access OPAC list, select Yes or No.

e If you click Yes, you can enable any available function listed on the tab by selecting the
function.

e If you click No, all functions listed on this tab are disabled.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR
Click Cancel to discard your entries in this tab and return to the Group

Editor window.

Cataloging Access Tab
In this tab (Figure 3.9), specify whether this patron group is allowed to access any cataloging functions.

FIGURE 3.9
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Utilities I Members I Item Group Dvernides I Group Access I
General I Circ Blocks I Circ Limits I Circ Access I OPAC Access Cataloging Access
Access Cataloging:
Bibliographic Records: Holding Recards:
" Add [ Add
™ Modify ™ Modity
™ Delete ™ Delete
" Purge [ Puge
" Replace [” Replace
[ Overide Authority
— Patron Records: — Templates: —&uthority Becords:

™ Add I~ Add ™ Add
™ Madify ™ Madify ™ Madify
™ Delete [~ Delete ™ Delete
™ Purge ™ Purge
™ Aeplace ™ Aeplace

™ Unlink

™ Quick Entry

i) I Cancel | Apply |

The Override Authority option and the Authority Records group are avail- able only if you are using a version of M3 that
supports Authority Control.

Tip: The Replace check box in this tab’s Bibliographic, Holding, Patron, and Authority Records groups gives patrons access to the
Replace function of the Find/Replace utility. The Find/Replace utility is part of the Cataloging module.

1. In the Access Cataloging list, select Yes or No.

e If you click Yes, you can enable any available function listed on the tab by selecting the
function. Functions are organized into five groups:

» Bibliographic Records — pertains to bibliographic record mainte- nance.
* Holding Records — pertains to holdings record maintenance.

¢ Patron Records — pertains to patron record maintenance.

e Templates — pertains to template maintenance.

e Authority Records — pertains to authority record maintenance.

e If you click No, all functions listed on this tab are disabled.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR
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Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Utilities Tab
In this tab (Figure 3.10), specify whether this patron group is allowed to access any of the utilities

listed.

Ficure 3.10
& HNew Patron Groupl ]
General I Circ Blocks I Circ Limits I Circ Access I OPAL Access I Cataloging Access I
Utilities I Members I Item Group Dverrides I Group Access

™ Configuration Editar

[ Group Editar I Report Generator

i) I Cancel | Apply |

1. To allow access to a utility, select the corresponding check box. The util- ities listed are:

e Inventory — allows members of this patron group to view and conduct catalog inventory
functions through M3 Inventory.

e Configuration Editor — allows members of this patron group to perform configuration
functions in M3 Configuration Editor.

e Group Editor — allows members of this patron group to view and con- duct functions in M3
Group Editor.

* Report Generator — allows members of this patron group to view and create reports through
M3 ReportTool.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR
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Click Cancel to discard your entries in this tab and return to the Group Editor window.

Members Tab

In this tab (Figure 3.11), add and remove patron group members. Skip this tab if you have not yet entered
any patron records for this group. You can add members to this group later using the Edit function in
the Group Editor window.

To add or remove patron records:

1. In the Display list, select All Patrons. This displays a list of all patrons (as shown in Figure 3.11),
not just patrons currently assigned to this group.

Ficure 3.11
& HNew Patron Groupl E
General I Circ Blocks I Circ Limits I Circ Access I OPAL Access I Cataloging Access I
Utilities Members I Item Group Dverrides I Group Access

Display: A ,' | - |

| [ LastName [ FirstName | _ Group | AddressEl
"| FREDER ROSA Patrons

| FREE BONNIE Patrors

| FREY HAL Patrons

| FULLER GLEM Patrons

| FULLER ROSS Patrons

| GALGO CARMEN Patrons

| GANOD MEL Patrons

I~ | GARREM BERT Patrons

I~ | GARER FHIL Patrons

I~ | GEB DAN Patrons

I~ | GERST DAVID Patrons

| GHOST JOSEPH Patrans

| GHOST HALEY Patrons -
4] | »

MNumber of patron records: 501
e | SelectAl | Desslectél |
()3 I Cancel | Sl |

Tip: You can also scan patrons into the group. To do so, select Scan Patrons into Current Group in the Display list. Then scan the
patron’s barcode or type the barcode in the Barcode box (not shown in Figure 3.11).

2.  Select each patron you want to add to or remove from the patron group.
To locate specific patrons:

¢ Use the vertical scroll bar or your up and down arrow keys to move through the list.
OR

¢ C(Click a column heading to sort the list by that column.
OR

¢ Search for a patron by any field indexed in the patron records. To do so:
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A. In the Display list, select Search. This displays the Search dialog box (Figure 3.12).

FiGure 3.12
Search e
|Last Name =
I
Jor =] [Phone Number =
|
[anD =] [Anywhere =
I
ces_|

B. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or oper- ator.
Then click Search. This displays a list of patrons matching your search query.

3. Select the desired patrons, then click Move. This displays the Select Group dialog box (Figure
3.13).

FiGUrRe 3.13

Select Group E

-
Librarians

Library Assistants Cancel |
New Patron Group1

Patrons

4. Select the group into which you want to move the patrons, then click OK.

5. To view the new patron group list, select Patrons in Current Group Only in the Display list. The
patron list refreshes to display only those assigned to this group.

6. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group Editor window.

Item Group Overrides Tab
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In this tab (Figure 3.14), grant this patron group rights to override specific circu- lation limits connected
to item groups. For example, if the item group “CD Collec- tion” limits the number of loan renewals to
one, you can establish a different limit for this particular patron group.

To assign item group overrides:

FiGure 3.14
& HNew Patron Groupl %]
General I Circ Blocks I Circ Limits I Circ Access I OPAL Access I Cataloging Access I
Utilities I Members Item Group Overrides I Group Access
| temGrowps |

General Collection
Reference Collection

Edit [wemde |

i) I Cancel Apply

1. In the Overrides box, click the item group name. If it is not listed in the Overrides box, select the
item group name in the Item Groups box, and then click the << button. This moves the name to the
Overrides box.

2. While the item group name is selected, click Edit Override. The Circ Periods window appears,
displaying the circulation limits for the selected item group (Figure 3.15).

FIGURE 3.15
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l Maximum Renewals: |E _|:;'
Default Units: |DaiLv: 'l

Loan Period: Renewal Period:

+ Daily: |D 3: « Daily: |D 3:
Hourly: | 0o = Hourly: | 0o =
Grace Period: — Fines:
& Daily: IU 3: & Daily: |$ 0.00 I aximum Fines: $0.00
Hourly: I 000 j‘ Hourly: |$ 0.o0
Reserve Period Default Units: m Hold Period Default Units: m
& Daily: |D 3: + Daily: |U 3:
Hourly: | 0:00 :‘ Hourly: | 0:00 :'

Cancel I

3. In the Maximum Renewals list, select the maximum number of times that an item in this group can
be renewed.

4. In the Default Units list, select Daily or Hourly as the default time unit for
Loan Period, Renewal Period, Grace Period, and Fines.

5. In the Loan Period, Renewal Period, and Grace Period groups, enter the time limit for each period
type.

6. In the Fines group, type the fine amount per time unit and the maximum fine amount.

7. In the Reserve Period Default Units and Hold Period Default Units groups, select Daily or Hourly in
the list, and then specify the time limit for each.

8.  Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR

Click Cancel to discard your entries in this tab and return to the Group

Editor window.

Group Access Tab

In this tab (Figure 3.16), specify which patron groups you want to have access to this group.

To specify groups with access:

FIGURE 3.16
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General I Circ Blocks I Circ Limits I Circ Access I OPAL Access I Cataloging Access I
Utilities I Members I Item Group Dverrides Group Access
Groups With Shared Access To Current Groups Without Access
Librariars
Library Assistants
<3 | Patrons
> I
Default Patran Graup Default [tem Graup
IAudinNisuaI Collection LI
ok I Cancel | Apply |

1. The Groups Without Access box displays the patron groups that do not have access to this group.
To change the group access, click the patron group that you want to have access to this patron group,
then click the << button. This moves the patron group to the Groups With Shared Access To Current box.
Repeat this for all groups that you want to have access to this patron group.

2. In the Default Patron Group list, select the patron group that you want to appear as the default
group when a member of this patron group creates a patron record in the Cataloging and Circulation
modules. This default group appears in patron records in the Standard Group (991#a) field.

3. In the Default Item Group list, select the item group that you want to appear as the default group
when a member of this patron group creates a holding record in the Cataloging and Circulation

modules. This default group appears in holding records in the Standard Group (991#a) field.

4.  Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group Editor window.

You cannot delete a patron group if members are assigned to the group.

To modify the permissions assigned to a patron group:
1. In the Group Editor window, select a catalog database in the Database Set

list.
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2.  Select a patron group, then click Edit. This displays the settings window for the selected group.

3. Modify the settings in the tabs as needed using the techniques described in “Creating a New Patron
Group” beginning on page 3-4. When finished, click OK to save your changes.

To delete a patron group from the M3 system:

1. In the Group Editor window, select the group to be deleted.

2. Click Delete.

NOTE: If members are assigned to the group, the message “You cannot delete a group that has
members” appears.

3. Ifthe group has no members, a confirmation prompt appears. Click Yes to proceed with the deletion.

Warning: You cannot undo this deletion.
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With M3, you can create an unlimited number of item groups with customized per- missions for each
group. For more information about item groups, see page 3-1.

You must create item groups before you can enter or import item records through the M3 Cataloging
module.

To create a new item group:

1. In the Group Editor window, select a catalog database in the Database Set
list.

2. Click New. This displays the New Group dialog box (Figure 3.17).

FIGURE 3.17

Select the type of group to create:
" New Patron Group

 Wowfentios
CIN

ok | Cancel |

3. Click New Item Group, then click OK. This places a “New Item Group” listing in the Group Editor
window (as shown in Figure 3.18).

NOTE: If the new listing does not appear, verify that All Groups or Item
Groups is selected in the Display list.

FIGURE 3.18

© 2014 Mandarin Library Automation, Inc. All rights reserved.
33 of 361



A

¢

(1121102 ' )

E] M3 Group Editor HE B3

—Display:-'AII Groups j Database SEEZ-I Library 'l‘

Description

Administrators
Librarians

Library Assistants
Patrons

Audio/Visual Collection

General Collection

Mew ltem Groupl

Reference Collection Wel |

Mew Special Reserve Groupl . I
Duplicate

Tewawi@RRD

Exit

Logged in as a member of Administrators

4. Select the new item group, then click Edit. This displays the New Item Group window (Figure
3.19), where you customize the group’s character- istics. Enter the appropriate information in each tab
as described in the following sections.

FIGURE 3.19

General I Circ F'Eril:u:lsl Membersl Group Accessl

Name: New Item Group1

Description:

Created by Patron Group:

A dministrators =l

0k I Cancel Lol

General Tab
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In this tab (Figure 3.19), enter identification information for the group. This information displays in
the Group Editor window.

To enter general information:
1. In the Name box, type the item group’s name.
2. In the Description box, type any information needed to clarify this group.

3. The Created by Patron Group box displays the patron group of the user that created this group.
Only administrators can modify this entry.

4.  Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Circ Periods Tab
In this tab (Figure 3.20), establish circulation time frames and fine amounts for this item group.

Ficure 3.20

il Mew Item Groupl E

General  Circ Periods I Membersl Group Accessl

‘ Maximum Renswals: |E _I:[
Default Units: |DaiLv: 'l

Loan Period: ~ Renewal Period:
+ Daily: |n 3: + Daily: |n 3:
Hourly: | 000 =~ Hourly: | oo =

Grace Period: = Fines:
& Daily: W & Daily: IWT M aximum Fines: IWT
Hourly: IWZI Hourly: IMT
Reserve Period Default Units: m Hold Period Default Urits: m
voay [0 = voay [0 3
Hourly: IW:' Hourly: IW:'

0k I Cancel | Lol

1. To enter different limits for this item group, see steps 3 through 7 on page 3-15.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
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OR
Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Members Tab
In this tab (Figure 3.21), add and remove item group members. [tems assigned to this group adhere to
the circulation parameters established in the Circ Periods tab on page 3-19.

To add or remove holding records:

1. In the Display list, select All Items. This displays a list of all items (as shown in Figure 3.21), not
just items currently assigned to this group.

FiGure 3.21
Eenerall Circ Periods = Members I Group Accessl
Display: | e |
L Cane | Barcode | _ Group | Location |
" 28505 46 1945 B1 General Collection TMST A shelf {
™ | 285056829 1952 B2 Gerneral Collection TMST The irmre
F Z 850587 1941 B3 General Collection TMST Abrahar
F Z 8505 CE5 1960 B4 General Collection TMST Abrahar
F Z 8505 F54 1906 BS General Collection TMST Lincaln
F Z 8505 HE 1951 BE General Collection TMST Lincaln
F Z 8505138 1940 B7 General Collection THMST The Lir
F Z 8505 K63 1941 Ba General Collection THMST The Col
F Z 8505 L451935 B9 General Collection THMST [Lincaln
F Z 8505 L5 B10 General Collection THMST Lincoln
F Z 8505 L77 1933 B11 General Collection TMST Abrahar
F £ 8505 M32 1330 B12 General Collection TMST A catalc
™ | £ 8505 ME 1938 B13 General Collection TMST The libr:
™| £850501421923 B14 General Collection TMST Lincoln
™ | £ 8505 P38 1973 B15 General Collection TMST Pate co/«
g | B
MNumber of holding records: 16628
e | SelctAl | Descectal |

0k I Cancel | Lol |

Tip: You can also scan items into the group. To do so, select Scan Items into Current Group in the Display list. Then scan the item’s
barcode or type the barcode in the Barcode box (not shown in Figure 3.21).

2. Select each item you want to add to or remove from the item group. To locate specific items:

¢ Use the vertical scroll bar or your up and down arrow keys to move through the list.
OR

e Click a column heading to sort the list by that column (not applicable to Title and Author).
OR
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e Search for an item by any field indexed in the item records. To do so: A. In the Display list, select
Search. This displays the Search dialog
box (Figure 3.22).

FIGuRre 3.22
Search = =
i Search For: |Bibliographic LII
|Subject =

Jor =] [rite =l

JanD =] [Author =l

ces_|

B. In the Search For list, select Bibliographic or Holdings.

C. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or oper- ator.
Then click Search. This displays a list of items matching your search query (Figure 3.23).

FiGure 3.23

Eenerall Circ Periods = Members I Group Accessl

Display:
([ Tde [ suthor B
7| A shelf of Lincoln books; Angle, Paul M.

7| The immortal autograph letters, documents, manuscripts, portraits, perso Barett, Oliver Roger,

™ | Abraham Lincoln in periodical literature, 1880-1940 / Booker, Richard,

™ | Abraham Lincaln : Connally, Phyllis,

[~ | Lincoln bibliography : Fish, Daniel,

™ | Lincoln topics, Houser, Martin Luther,

I_ | The Lincoln Collection of the [linois State Historical Library / Angle, Paul M.

= | The Col. Louiz J. Kolb collection of books, manuscripts, & historical objey Kolb, Louis John,

= | M il bibfimmr sl _smlombod_mwnd_ ok abod] =
| | _’Ij

Call # Barcode
[~ | £ 8505 AE 1946 B1 General Collectio
o | [}
MNumber of bibliographic records: 14380
e | SelctAl | Descectal |

0k I Cancel | Lol |

3. Select the desired items, then click Move. This displays the Select Group dialog box (Figure 3.24).
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FiGure 3.24
4. Select the group into which you want to move the items, then click OK.

5. To view the new item group list, select Items in Current Group Only in the Display list. The item list
refreshes to display only those assigned to this group.

6. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Group Access Tab
In this tab (Figure 3.16), specify which patron groups you want to have access to this group.

To specify groups with access:

FiGURe 3.25

Eenerall Circ F'Eril:u:lsl Members  Group Access I

Groups With Shared Access To Current Groups Without Access

Libranans )
Library Assistants

Py | Patrons

|

0k I Cancel Apply
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1. The Groups Without Access box displays the patron groups that do not have access to this group.
To change the group access, click the patron group that you want to have access to this item group,
then click the << button. This moves the patron group to the Groups With Shared Access To Current box.
Repeat this for all groups that you want to have access to this item group.

2. Click Apply to save your entries in this tab, then click another tab to modify it.

OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR

Click Cancel to discard your entries in this tab and return to the Group Editor window.

To modify the permissions assigned to an item group:

1. In the Group Editor window, select a catalog database in the Database Set
list.

2. Select an item group, then click Edit. This displays the settings window for the selected group.

3. Modify the settings in the tabs as needed using the techniques described in “Creating a New Item
Group” beginning on page 3-17. When finished, click OK to save your changes.

To delete an item group from the M3 system:

1. In the Group Editor window, select the group to be deleted.

2. Click Delete.

NOTE: If members are assigned to the group, the message “You cannot delete a group that has
members” appears.

3. If the group has no members, a confirmation prompt appears. Click Yes to proceed with the deletion.

Warning; You cannot undo this deletion.
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With M3, you can create an unlimited number of special reserve groups with customized permissions
for each group.
To create a new special reserve group:

1. In the Group Editor window, select a catalog database in the Database Set
list.

2. Click New. This displays the New Group dialog box (Figure 3.26).

FiGure 3.26
Select the type of group to create:

" New Patron Group
" New ltem Group

3. Click New Special Reserve Group, then click OK. This places a “New Special
Reserve Group” listing in the Group Editor window (as shown in
Figure 3.27).

NOTE: If the new listing does not appear, verify that All Groups or Special
Reserve Groups is selected in the Display list.

FiIGURE 3.27
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4. Select the new special reserve group, then click Edit. This displays the New Special Reserve
Group window (Figure 3.28), where you customize this group’s characteristics. Enter the appropriate
information in each tab as described in the following sections.

FiGURe 3.28

General I Item Membersl Circ Periodsl Circ Limitsl Patron Membersl Group Accessl

Name: |New Special Reserve Groupl

Description:

—Reserve Group Expiration ——— Created by Patron Group:

&' No Expiration

] IAdministrators x l
" Expires: |0331132003 vl

Cireulation Access Available to:
& All Patrons
" Only patrons that are members of this group

QK I Cancel Apply

General Tab

In this tab (shown in Figure 3.28), enter identification information for the group as well as information
that impacts circulation behavior.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
41 of 361



1. In the Name box, type the special reserve group’s name.
2. In the Description box, type any information needed to clarify this group.
3. In the Reserve Group Expiration group:
e Ifthe group has no planned expiration date, click No Expiration.
OR
e If an expiration date is known, click Expires, and then type or select a date in the adjacent
box. To select a date, click the Calendar arrow to display a calendar (as shown in Figure 3.29).

Click the calendar’s left (<) and right (>) arrows to select a month, then click the desired date.
The date appears in the Expires box.

FiGURE 3.29

General I Item Membersl Circ Periodsl Circ Limitsl Patron Membersl Group Accessl

Name: |New Special Reserve Groupl

Description:

" No Expiration

IAdministrators hd l

% Expires: 03/11/2003 >

Reserve Group Expiration: |'Ereated by Patron Group:

K March, 2003
Sun Mon Tue Wed Thu Fri
23 24 25 2 27 2
2 3 4 5 B 7 B bgofthis grou
s WEM T2 13 14 15 o
16 17 18 19 20 21 22
23 24 25 2 27 B 9
o N 1 2 3 4 8§
< 2 Today: 03/11/2003

QK I Cancel | Apply |

4. The Created by Patron Group box displays the patron group of the user that created this group.
Only administrators can modify this entry.

5. In the Circulation Access Available to group:
e Click All Patrons if you want all patrons to have access to items included in this special
reserve group.

OR

e Click Only patrons that are members of this group if you want to restrict access to items in this
special reserve group.
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6. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR
Click Cancel to discard your entries in this tab and return to the Group

Editor window.

Item Members Tab
In this tab (Figure 3.30), add and remove item group members. Items assigned to this group adhere to

the circulation parameters you establish in the next tab, Circ Periods.

To add or remove holding records:

1. In the Display list, select All Items. This displays a list of all items (as shown in Figure 3.30), not
just items currently assigned to this group.

Ficure 3.30
s New Special Reserve Groupl E

General Item Members I Circ F'Eril:u:lsl Circ Limitsl Patron Membersl Group Accessl
Display: | il |
L Call # | ___Barcode | __Group __[Special Reserve (B
" 28505 46 1945 B1 General Collection
" 285058291352 B2 General Collection
| 28505871941 B3 General Collection
[ | £ 8505 CE5 1960 B4 General Collection
™ | £ 8505 F54 1906 BS General Collection
[ | £ 8505 HE 1951 BE General Collection
[ | £8505138 1940 B7 General Collection
| £ 8505 KE3 1541 Ba General Collection
— | £8505 1451935 B9 General Collection
| 2850515 B10 General Collection
[~ | 2850577 1933 B11 General Collection
[~ | £ 8505 M32 1330 B12 General Collection
™ | £ 8505 ME 1938 B13 General Collection
™| £850501421923 B14 General Collection
™ | £ 8505 P38 1973 B15 General Collection =
| | »

MNumber of holding records: 16628
S SelctAl | Descectal |
0k I Cancel | Lol |

Tip: You can also scan items into the group. To do so, select Scan Items into Current Group in the Display list. Then scan the item’s
barcode or type the barcode in the Barcode box (not shown in Figure 3.30).

2.  Select each item you want to add to the special reserve group. To locate specific items:

¢ Use the vertical scroll bar or your up and down arrow keys to move through the list.
OR

e Click a column heading to sort the list by that column (not applicable to Title and Author).
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OR

e Search for an item by any field indexed in the item records. To do so: A. In the Display list,
select Search. This displays the Search dialog

box (Figure 3.31).

FiGure 3.31
Search (== =]

i Search For: |Bibliographic LII
|Subject =

Jor =] [rite =l

JanD =] [Author =l

ces_|

B. In the Search For list, select Bibliographic or Holdings.

C. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or oper- ator.
Then click Search. This displays a list of items matching your search query.

3. To add items, select the desired items, then click Add.

OR
To remove items, select the desired items, then click Remove.

4. To view the new item group list, select Items in Current Group Only in the Display list. The item list
refreshes to display only those assigned to this group.

5. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Circ Periods Tab
In this tab (Figure 3.32), establish circulation time frames and fine amounts for this special reserve
group.

FiGURe 3.32
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1. To enter different limits for this special reserve group, see steps 3 through on page 3-15.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group
Editor window.

Circ Limits Tab
In this tab (Figure 3.33), customize the circulation quantity limits for the special reserve group. Specify
the maximum number of items for each type of transaction listed.

FiGure 3.33
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1. Select a circulation limit for each limit type. To do so:

A. Select a limit type. If a limit is not selected, no limit is assigned.
B. In the list next to the limit type, select a limit amount.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR
Click Cancel to discard your entries in this tab and return to the Group

Editor window.

Patron Members Tab
In this tab (Figure 3.34), add and remove patron members. Use this tab only if Only patrons that are
members of this group is selected in the General tab (shown in Figure 3.28).

To add or remove patron members:

1. In the Display list, select All Patrons. This displays a list of all patrons (as shown in Figure 3.34),
not just patrons currently assigned to this group.

FiGure 3.34
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| FREDER ROSA Patrons
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Tip: You can also scan patrons into the group. To do so, select Scan Patrons into Current Group in the Display list. Then scan the
patron’s barcode or type the barcode in the Barcode box (not shown in Figure 3.34).

2. Select each patron you want to add to the special reserve group. To locate specific patrons:

e Use the vertical scroll bar or your up and down arrow keys to move through the list.
OR

e C(Click a column heading to sort the list by that column.
OR
e Search for a patron by any field indexed in the patron records. To do so:
A. In the Display list, select Search. This displays the Search dialog box (Figure 3.35).

Ficure 3.35
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B. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or oper- ator.
Then click Search. This displays a list of patrons matching your search query.

3. To add patrons, select the desired patrons, then click Add.

OR

To remove patrons, select the desired patrons, then click Remove.

4. To view the new patron group list, select Patrons in Current Group Only in the Display list. The
patron list refreshes to display only those assigned to this group.

5. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.

OR

Click Cancel to discard your entries in this tab and return to the Group

Editor window.

Group Access Tab

In this tab (Figure 3.36), specify which patron groups you want to have access to this group.

To specify groups with access:

FiGure 3.36
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1. The Groups Without Access box displays the patron groups that do not have access to this group.
To change the group access, click the patron group that you want to have access to this special reserve
group, then click the

<< button. This moves the patron group to the Groups With Shared Access To Current box. Repeat this for
all groups that you want to have access to this special reserve group.

2. Click Apply to save your entries in this tab, then click another tab to modify it.
OR

Click OK to save your entries in this tab and return to the Group Editor window.
OR

Click Cancel to discard your entries in this tab and return to the Group Editor window.

To modify the permissions assigned to a special reserve group:

1. In the Group Editor window, select a catalog database in the Database Set
list.

2. Select the desired group, then click Edit. This displays the settings window for the selected group.

3. Modify the settings in the tabs as needed using the techniques described in “Creating a New
Special Reserve Group” beginning on page 3-23. When finished, click OK to save your changes.

To delete a special reserve group from the M3 system:
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1. In the Group Editor window, select the group to be deleted.
2. Click Delete.
NOTE: If members are assigned to the group, the message “You cannot delete a group that has members” appears.

3. If the group has no members, a confirmation prompt appears. Click Yes to proceed with the
deletion.

Warning: You cannot undo this deletion.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
50 of 361



This chapter explains:

e How to search for, create, and edit records

e How to update Authority Control

¢ How to use the find and replace utility

¢ How to mark records for deletion and purge marked records
e How to import records, including pictures

e How to export records

This chapter assumes the user is trained in MARC cataloging practices.

All records are entered into M3 as MARC records. They are divided into five dif- ferent databases:
Bibliographic, Holding, Patron, Authority, and Picture. Your M3 system may not have all five databases.

The M3 Cataloging module is a full MARC record editor. Use it to add, modify, and delete MARC records
in any of these databases.

To start the Cataloging module:

1.  On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click Cataloging.
This displays the Cataloging Login dialog box.

2. Type your user ID in the Login Name box, your password in the Password
box, and then click OK. This displays the Cataloging window (Figure 4.2).

Your M3 system can access multiple catalog databases. If multiple databases are available, select the
catalog database you want to use. To do so:

1.  On the File menu, click Change Database. This displays the Change Data- base dialog box (Figure 4.1).

FIGURE 4.1

0K
Current Database: [ERNNEG_— [

Cancel |

2. In the Current Database list, select the desired database.

3.  When finished, click OK.
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The bibliographic version of the Cataloging window (Figure 4.2) has a split window that displays brief
bibliographic and holding records. The bibliographic record version of this window is shown in Figure
4.2.

FIGURe 4.2
ﬁ M3 Cataloging = E3
File Edit WYiew Help
MANDARIN M3™
CATALOGING
Title Remainder Of Title Author | Publisher | Publication Date
4] | i
| Call Mumber Prefix Classification Part Itern Part Location | Barcode
| | I
Library |0 Eibliographic |0 Holdings v

e Cataloging menu bar - Contains the File, Edit, View, and Help menus.

e From the File menu (Figure 4.3), create new records, import and export records, change
databases, and access printing commands.

Ficure 4.3
[Fie
Bibliographic Recard
Holding Record
{mport > Patron Record
Export... Autharity Record
Change Database... Picture Recard
Print. .. »
Print Setup...

Exit

e From the Edit menu (Figure 4.4), access the commands Undo Find/ Replace, Search,
Duplicate, Find, Select/Deselect All Records, Delete/Unde- lete Selected Records, Purge Deleted
Records, and Undo Save, as well as several optional features (if they are available in your M3
system).

FiGure 4.4
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Tip: To sort information by any field in the pane, click the field’s column heading. One click sorts in ascending order; a second click
sorts in descending order.

e From the View menu, enable/disable the status bar display on the Cat- aloging window.

e From the Help menu, access Cataloging Help topics and connect to the
Mandarin Web page.

e Column headings — Each pane includes a set of column headings. These are names that
identify the MARC record field displayed below each heading.

» Bibliographic records pane - After a bibliographic record search, this pane lists brief
bibliographic records matching the search query. Your library can configure which MARC fields
display in this pane.

* Holding records pane - After a bibliographic record search, this pane lists brief holding
records matching the search query. The list of holding records corresponds to the bibliographic
record selected in the upper pane. Your library can configure which MARC fields display in this
pane.

o Status bar — The status bar displays the current database being used and the number of
bibliographic and holding records found matching the search query.

The Search Dialog Box
The default bibliographic version of the Search dialog box is shown in Figure 4.5.

FIGURE 4.5
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Search Tips:

« You can apply the trunca- tion asterisk (*) to the begin- ning and/or end of a keyword; the wildcard question mark (?) character
“”) around a phrase.

« You can use the AND, OR, and NOT Boolean operators to connect keywords within a keyword box. Be sure to type operators in
capital letters.

within a keyword (wom?n); and quotation marks (

All M3 Search dialog boxes use the keyword search method. You can search for keywords in as many as
three bib record fields.

NOTE: Options in the record field lists are the search attributes defined by Z39.50 protocol. Among other options, they include
MARC record fields and indexes of multiple MARC record fields. For simplicity, this Users Guide refers to them as MARC fields.

Your system can be configured to display different default MARC fields and
Boolean operators.

How to Search
To search for a bibliographic record:

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.5).

2. In the Search For list, select Bibliographic.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or
operator.

4.  Click Search. This displays a list of records matching your search query (Figure 4.6).

FIGURE 4.6
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5.  From here, you can:

¢ Click any bib record in the upper pane to display corresponding holding records in the lower
pane.

¢ Double-click a brief bib or holding record to view its full MARC record. A full MARC bib
record matching this search is shown in Figure 4.12; a full MARC holding record is shown in
Figure 4.17.

e Select a check box to tag the corresponding record for deletion or printing. To tag a block
of records, select the first record and press SHIFT while selecting the last record; this tags all

records in between.

e Print tagged records or all records in the list. To do so, select Print on the File menu, then
click Records (to print tagged) or List (to print all).

e Create a new similar record by clicking Duplicate on the Edit menu. (For instructions, see
“Creating a Bibliographic Record” on page 4-6.)

e Move (not copy) a holding record from one bib record to a different bib record. To do so, click
and drag the holding record to the appro- priate bib record.

e Start another search from the Edit menu.

There are three ways to create a new bibliographic record: (1) You can use a tem- plate and edit it to
match the new record; (2) You can duplicate an existing biblio- graphic record, then edit it to create
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the new record; (3) You can click New in the After Saving group when creating or editing a different

bib record. The first two methods are explained in the following sections, “From a Template” and “By

Dupli- cating an Existing Bib Record.” The third method is explained in the New bullet in step 5 of

“Editing a Bibliographic Record” on page 4-8.

From a Template

1.  On the File menu, select New, and then click Bibliographic Record. This dis- plays the Templates

dialog box (Figure 4.7).

FiGure 4.7
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2. Click the appropriate template for the record you want to create, then click OK. This displays the
template in the Bibliographic - Cataloging window (Figure 4.8).

FiGure 4.8

?;'Bihliographic - M3 Cataloging

File Wiew Help

LDR I ham 2
oo
003
005 20021114143309.0
0o 0211145 W 0000 engd
010 a
020 a
clb
040 | a [Your Halding Symbl
c [T'our Holding Symbol
100 (1~ a
d
2451 -0 -|a
b
c
250 al ed
260 - a
b
Example:

# Create Holding

— After Saving...

5
¢~ Close IL
= Duplicate Cancel
£ New Valdate

[~ Override Authority

First

Frew

™ Mark for Deletion

=

LLast
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Note: If you do not want empty fields to be deleted when the record is saved, change the Strip Empty Fields entry in the Active-
MarcEdit.ini file (located in your M3 directory) to OVER- RIDE=on, then restart the Cataloging module. Authority Control users

should not change this setting.
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FIGURe 4.9
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Tip: To insert a picture field in this record so a picture displays alongside the record when it is involved in a trans- action, see

“Adding a Picture Field to a Bibliographic or Patron Record” on page 5-38.

3. Enter field and subfield data for the new record. To move through the record, use your keyboard up
and down arrows. Notice that status bar information changes to identify the selected field and subfield.

e To access a menu with edit commands (Figure 4.9), right-click the field or subfield you want
to edit. From this menu, you can insert, delete, cut, copy, paste, and move fields. You can click
Find to locate text within this record, or click Toggle Prompts to change the MARC field labels

from numbers to text.

. To access a list of fixed field standard choices (including position and legal characters)
pertaining to a particular fixed field, double-click in the field. The dialog box for fixed field 008 is
shown in Figure 4.10. You can define your fixed field by typing in text or, where available, clicking

the arrow button and selecting an option in the list. When fin- ished, click OK.

Ficure 4.10
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¢ If you are using a version of M3 that supports Authority Control, and the field you want to edit is
managed under Authority Control, then the field is not editable (unless you use the Override Authority
feature explained on page 4-10). To select an authority record, click subfield a in the white edit area of

the subfield (shown in Figure 4.12). This displays the Authority Records dialog box (Figure 4.11).

Ficure 4.11
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Select the authority record you want to use, then click OK. This returns you to the Bibliographic -
Cataloging window (Figure 4.8) and enters the new record in the selected field.

» To save a version of this record as a template for future use, click Save As Template on the File

menu.
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4.  Click Validate to check for errors in the record. If any errors appear in the Validation Errors box, fix
or ignore them. To view information explaining each error, click the plus (+) sign to the left of the error.

5. When finished editing the record and validating errors (but before saving), click an option in the
After Saving group to indicate what you want to happen after you save the record. The options are:

* Close exits the saved record and returns to the Cataloging window.

¢ Duplicate creates a new record identical to the one you are saving; you can edit the duplicate
record to create another record.

e New exits the saved record and displays a new template window to modify. (If more than one
bib template is available, the Templates dialog box displays. Select a template, then click OK.)

* Create Holding exits the saved record and displays a corresponding holding record template
where you can add local information such as call number, barcode number, and location. If
more than one template is available, the Templates dialog box displays, allowing you to select a
template.

6. To mark this record for deletion, select the Mark for Deletion check box.
For instructions on purging records marked for deletion, see “Step 2: Purging Records Marked for
Deletion” on page 4-47.

7.  When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.

By Duplicating an Existing Bib Record
1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.5).

2. In the Search For list, select Bibliographic.

3. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or operator. (For
search tips, see page 4-4.)

4.  Click Search. This displays a list of bib and holding records matching your search query.

5. Click the bib record to be duplicated. On the Edit menu, click Duplicate.

This displays the Bibliographic - Cataloging window (Figure 4.8) con- taining the corresponding full
MARC record. This is a duplicate MARC bib record.

6. Edit this record as needed. For instructions, see steps 3 through 5 begin- ning on page 4-7.

7.  When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.
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To edit a bib record:

1.

FIGURE 4.12

If the record to be edited is not displayed:

A.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.5).

B.

C. Type your search query into the appropriate boxes. To select a different MARC field or

In the Search For list, select Bibliographic.

Boolean operator, click the arrow next to the appropriate list, and then select the preferred field
or operator. (For search tips, see page 4-4.)

D. Click Search. This displays a list of bib and holding records matching your search query.

E. Double-click the bib record you want to edit. This displays the selected record in full MARC
format (Figure 4.12).
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Tip: To navigate through the records in the search results list, click the navigation buttons First, Prev, Next, and Last.

Note: To have access to the Override Authority feature, the Override Authority check box must be selected in Group Editor.

2.

3.

window, depending on which option you selected in the After Saving group.
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Edit this record as needed. For instructions, see steps 3 through 6 begin- ning on page 4-7.

When finished, click Save. This saves the record and displays another record or the Cataloging
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If you are using a version of M3 that supports Authority Control, the Override Authority feature

allows you to edit fields in a bibliographic record that are man- aged under Authority Control. It can be
utilized when creating or editing a biblio- graphic record.

To use the Override Authority feature:

1. Display the bibliographic record you want to edit in the Bibliographic - Cataloging window (Figure
4.12). (For instructions on locating and dis- playing a record, follow steps 1A through 1E in “Editing a
Bibliographic Record” on page 4-9.)

2. Select the Override Authority check box. This makes all Authority Control- managed fields editable.
3.  Click in the white edit area of the field you want to edit and type new entries as desired.

4.  When finished, click Save in the Bibliographic - Cataloging window.

5. Verify your bibliographic records for consistency. To do so, see the following section, “Verifying
Bibliographic Records with Authority Control.”

Note: After the update, any records that cannot be veri- fied appear in the Cataloging window.

If you are using a version of M3 that supports Authority Control, you will want to verify your
bibliographic records for consistency after the initial record import and subsequent imports. When you
update, M3 matches the authority fields in all bibliographic records against the local authority table to

ensure that all records are using the correct authority fields.

Verifying Records
To verify all records or newly added records:

On the Edit menu, select Bibliographic, select Update Authority Control, and then click one of the
following:

e Verify All — Checks all records.

* Verify New — Checks all records added since the last update.

To verify selected records:
1. In the brief MARC record list, select the check box by each bibliographic record you want to verify.

2.  Right-click in the Bibliographic records pane. In the command menu, click
Verify Selected Records. This checks only the selected records.

Unlinking Bibliographic Records from Authority Records If you are using a version of M3 that supports
Authority Control, you can remove the links between ALL bibliographic and authority records. To do
so:
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On the Edit menu, select Bibliographic, select Update Authority Control, and then click Unlink
Bibliographic.

NOTE: To use Authority Control after performing this procedure, you must click Verify All to reverify your records. For
instructions, see the preceding section, “Verifying Bibliographic Records with Authority Control.”
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Cataloging Window Features

As with the bib version of the Cataloging window, the holding record version has a split window that
displays brief bibliographic and holding records. However, the panes are reversed; the holding record
appears in the top pane and the corre- sponding bib record appears in the lower pane. The holding
version of the window is shown in Figure 4.13. The other window features are similar to the bib
version; see “Cataloging Window Features” on page 4-2 for descriptions.

FiGure 4.13
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Searching for aHolding Record

The Search Dialog Box
The default holding version of the Search dialog box is shown in Figure 4.14.

Ficure 4.14
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All M3 Search dialog boxes use the keyword search method. You can search for keywords in as many as
three holding record fields.

NOTE: Options in the record field lists are the search attributes defined by Z39.50 protocol. Among other options, they include
MARC record fields and indexes of multiple MARC record fields. For simplicity, this Users Guide refers to them as MARC fields.

Your system can be configured to display different default MARC fields and Boolean operators.

How to Search
To search for a holding record:

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.14).

2. In the Search For list, select Holdings.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or

operator. (For search tips, see page 4-4.)

4.  Click Search. This displays a list of records matching your search query (Figure 4.15).

FIGURe 4.15
B M3 Cataloging =
Fil=  Edit “iew Help
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5.  From here, you can:

e Double-click a brief holding or bib record to view its full MARC record. A full MARC holding
record matching this search is shown in Figure 4.17.
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e Select a check box to tag the corresponding record for deletion or printing. To tag a block
of records, select the first record and press SHIFT while selecting the last record; this tags all
records in between.

¢ Print tagged records or all records in the list. To do so, select Print on the File menu, then
click Records (to print tagged) or List (to print all).

e Create a new similar record by clicking Duplicate on the Edit menu. (For instructions, see
“Creating a Holding Record” on page 4-14.)

e Start another search from the Edit menu.

Creating a Holding Record

To create a holding record:

1. Locate the bib record matching the holding record you want to create.
A. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.14).
B. In the Search For list, select Bibliographic.

C. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field
or operator. (For search tips, see page 4-4.)

D. Click Search. This displays a list of bib and holding records matching your search query
(Figure 4.15).

2. Click the bib record matching the holding record you want to create.

e If a holding record similar to the one you want to create appears in the lower pane, use this
as a template. Click the brief holding record, then click Duplicate on the Edit menu.
OR

¢ If no similar holding record exists, select New on the File menu, and then click Holding
Record. (If more than one holding template is avail- able, the Templates dialog box displays
(Figure 4.7). Click the desired template, then click OK.) This displays the holding record
template in the Holding - Cataloging window (Figure 4.16). The template displays some entries
from the bib record you selected, including the prefix (852#k).

FiGure 4.16
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3. Enter field and subfield data for the new record. For instructions, see step 3 beginning on page 4-7.
NOTE: Since Authority Control fields are not available for holding records, skip the Authority Control

option explained on page 4-8.

Tip: If you want the holding record to display a status of “unavailable” in the OPAC (for example, until you have received the

item), insert field 994#a (Status). In the 994+#a field list, select i=IN PROCESS.

4.  When finished editing the record (but before saving), click an option in the After Saving group. This

selection indicates what you want to happen once you save the record. The options are:

e Close exits the saved record and returns to the Cataloging window.

* Duplicate creates a new record identical to the one you are saving; you can edit the duplicate

record to create another record.

¢ New Bib exits the saved record and displays the Templates dialog box, allowing you to select

a new bib template to edit.

¢ New Holding exits the saved record and displays a new holding tem- plate to edit in the

holding records pane. If more than one holding template is available, the Templates dialog box
displays, allowing you to select a template.

Note: You cannot generate holdings from a holding record that is marked for dele- tion.

Note: The prefix and suffix values are assigned in 852#p.

Note: Do not select the Mark for Deletion check box if you selected the Generate Hold- ings option in step 4.

OR
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e Select the Generate Holdings check box to create multiple holding records, using the holding
record displayed in the lower pane as a template.

A. Type the number of holdings you want to add in the Quantity box.
NOTE: This number is in addition to the holding records that already exist for this
bibliographic record.

B. If the record’s barcode has a prefix, it appears in the BC Prefix box. Modify if desired. If the
barcode does not have a prefix and you would like to add one, type a value in the BC Prefix box.

C. The barcode suffix appears in the Start box. Modify if desired. The suffix must be a numeric
value and will be the starting value for the barcodes of the new holding records.

D. In the +box, type the number by which you want the suffix to increment. For example, if
the values are 1000 in the Start box and 2 in the + box, the first holding record will be assigned a
barcode of [Prefix]1000 and the next holding record will be assigned [Prefix]1002.

5. To mark this record for deletion, select the Mark for Deletion check box.

For instructions on purging records marked for deletion, see “Step 2: Purging Records Marked for

Deletion” on page 4-47.

6. When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in step 4.

NOTE: Ifyou selected Generate Holdings in step 4 and a barcode created by this procedure already exists, an error message displays
and no holdings are created. Click OK and modify the value in the Start and/or + box, then click Save again.

Editing a Holding Record

To edit a holding record:

1. If the record to be edited is not displayed:
A. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.14).
B. In the Search For list, select Holdings.
C. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field
or operator. (For search tips, see page 4-4.)

D. Click Search. This displays a list of bib and holding records matching your search query.

E. Double-click the holding record you want to edit. This displays the selected record in full
MARC format (Figure 4.17).

Ficure 4.17
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Tip: To navigate through the records in the search results list, click the navigation buttons Prev, Next, First, and Last.

2.  Edit this record as needed. For instructions, see step 3 beginning on page 4-7. NOTE: Since
Authority Control fields are not available for holding records, skip the Authority Control option
explained on page 4-8.

3.  When finished editing the record (but before saving), click an option in the After Saving group or
select the Generate Holdings check box. For instructions, see step 4 on page 4-15.

4. To mark this record for deletion, select the Mark for Deletion check box.

For instructions on purging records marked for deletion, see “Step 2: Purging Records Marked for
Deletion” on page 4-47.

5. When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.
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Cataloging Window Features

The patron version of the Cataloging window is similar to the bib version (shown in Figure 4.2), except it
only contains patron records. The patron version of the window is shown in Figure 4.18. The other window
features are similar to the bib version; see “Cataloging Window Features” on page 4-2 for descriptions.

FIGure 4.18
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The Search Dialog Box
The default patron version of the Search dialog box is shown in Figure 4.19.
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All M3 Search dialog boxes use the keyword search method. You can search for keywords in as many as

three patron record fields.

Your system can be configured to display different default patron record fields and Boolean operators.

How to Search
To search for a patron record:

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).

2. In the Search For list, select Patrons.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or

operator. (For search tips, see page 4-4.)
4.  Click Search. This displays a list of records matching your search query

Ficure 4.20
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5.  From here, you can:

¢ Double-click a brief patron record to view its full MARC record. A full MARC patron record

matching this search is shown in Figure 4.23.
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¢ Select a check box to tag the corresponding record for deletion or printing. To tag a block of records,
select the first record and press SHIFT while selecting the last record; this tags all records in between.

¢ Print tagged records or all records in the list. To do so, select Print on the File menu, then click
Records (to print tagged) or List (to print all).

e Create a new similar record by clicking Duplicate on the Edit menu. (For instructions, see “Creating
a Patron Record” on page 4-19.)

e Start another search from the Edit menu.

Creating a Patron Record

There are two ways to create a new patron record. (1) You can use a template and edit it to create the
new record. (2) You can duplicate an existing patron record, then edit it to create the new record.

From a Template

1.  On the File menu, select New, and then click Patron Record. (If more than one patron template is
available, the Templates dialog box displays (Figure 4.7). Click the desired template, then click OK.)
This displays the patron record template in the Patron - Cataloging window (Figure 4.21).
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Note: To automatically delete all fields left empty when the record is saved, change the Strip Empty Fields entry in the
ActiveMarcEdit.ini file (located in your M3 direc- tory) to OVERRIDE=0off, then restart the Cataloging module.

Tip: To insert a picture field in this record so a picture displays alongside the record- when it is involved in a trans- action, see
“Adding a Picture Field to a Bibliographic or Patron Record” on page 5-38.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
71 of 361



(%)

(T al ﬁ

2.  Enter field and subfield data for the new record. To move through the record, use your keyboard up
and down arrows. Notice that status bar information changes to identify the selected field and subfield.

e To access a menu with edit commands (Figure 4.9), right-click the field or subfield you want
to edit. From this menu, you can insert, delete, cut, copy, paste, and move fields. You can click
Find to locate text within this record, or click Toggle Prompts to change the MARC field labels
from numbers to text.

e To access a list of Leader field standard choices (including position and legal characters),
double-click in the Leader field. This displays the Fixed Field dialog box (Figure 4.22). In the
Record Status list, select a status, then click OK.

FIGURE 4.22

Fixed Field 00D

|
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» To save a version of this record as a template for future use, click Save As Template on the File
menu.

3.  When finished editing the record (but before saving), click an option in the After Saving group to
indicate what you want to happen after you save the record. The options are:

¢ Close exits the saved record and returns to the Cataloging window.

e Duplicate creates a new record identical to the one you are saving; you can edit the duplicate
record to create another record.

4. To mark this record for deletion, select the Mark for Deletion check box.
For instructions on purging records marked for deletion, see “Step 2: Purging Records Marked for
Deletion” on page 4-47.

5.  When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.

By Duplicating an Existing Patron Record
1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).

2. In the Search For list, select Patrons.
3. Type your search query into the appropriate keyword boxes. To select a different MARC field or

Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or
operator. (For search tips, see page 4-4.)
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4.  Click Search. This displays a list of records matching your search query (Figure 4.20).

5. Click the patron record to be duplicated. On the Edit menu, click Duplicate. This displays the
Patron - Cataloging window (Figure 4.21) containing the corresponding full patron record. This is a
duplicate patron record.

6. Edit the record as needed. For instructions, see steps 2 through 4 begin- ning on page 4-19.

7.  When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.

Editing a Patron Record

To edit a patron record:
1. If the record to be edited is not displayed:
A.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).
B. In the Search For list, select Patrons.
C. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field

or operator. (For search tips, see page 4-4.)

D. Click Search. This displays a list of brief patron records matching your search query (Figure
4.20).

E. Double-click the patron record you want to edit. This displays the corresponding full record
(Figure 4.23).

FiGure 4.23
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Tip: To navigate through the records in the search results list, click the navigation buttons Prev, Next, First, and Last.
2.  Edit this record as needed. For instructions, see steps 2 through 4 begin- ning on page 4-19.

3. When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.
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Note: You must use a version of M3 that supports Authority Control to work with authority records.

Cataloging Window Features
As with the bib and holding versions of the Cataloging window, the authority record version has a
split window that displays brief authority and bibliographic records. The default authority version
of the window is shown in Figure 4.24. The other window features are similar to the bib version; see
“Cataloging Window Fea- tures” on page 4-2 for descriptions.

FiGURe 4.24
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Searching for an Authority Record

The Search Dialog Box

The default authority version of the Search dialog box is shown in Figure 4.25.

FiGure 4.25
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All M3 Search dialog boxes use the keyword search method. You can search for keywords in as many as
three authority record fields.

Your system can be configured to display different default authority record fields and Boolean
operators.

How to Search
To search for an authority record:

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).

2.  In the Search For list, select Authority.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or
operator. (For search tips, see page 4-4.)

4.  Click Search. This displays a list of records matching your search query (Figure 4.26).

FiGURe 4.26
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3 |[T Teaching and leaming in a diverse world : multicultural education for | Ramsey, Patricia G, Teachers College, Colum

4 |7 Diversity i the classroom : a multicultural approach to Kendall, Frances E. Teachers College Press,
7 | o
[Library [45123 Autharit |4 Biblingraphic: i

5.  From here you can:

e Double-click a brief authority record to view its full MARC record. A full MARC authority
record matching this search is shown in Figure 4.29.

e Select a check box to tag the corresponding record for deletion or printing. To tag a block
of records, select the first record and press SHIFT while selecting the last record; this tags all
records in between.

* Print tagged records or all records in the list. To do so, select Print on the File menu, then
click Records (to print tagged) or List (to print all).

e Create a new similar record by clicking Duplicate on the Edit menu. (For instructions, see the
following section, “Creating an Authority Record.”)

e Start another search from the Edit menu.

Creating an Authority Record

There are three ways to create a new authority record. (1) You can use a template and edit it to create
the new record. (2) You can duplicate an existing authority record, then edit it to create the new record.
(3) You can use the Quick Editor method (see “Using the Authority Record Quick Editor” beginning on
page 4-27).

From a Template

1. On the File menu, select New, and then click Authority Record. (If more than one authority template
is available, the Templates dialog box displays (Figure 4.7). Click the desired template, then click OK.)
This displays the authority record template in the Authority - Cataloging window
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(Figure 4.27).

FiGure 4.27
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Tip: To add an authority record using the Quick Editor method, see “Using the Authority Record Quick Editor” beginning on
page 4-27.

Note: To automatically delete all fields left empty when the record is saved, change the Strip Empty Fields entry in the
ActiveMarcEdit.ini file (located in your M3 direc- tory) to OVERRIDE=off, then restart the Cataloging module.

2.  Enter field and subfield data for the new record. To move through the record, use your keyboard up
and down arrows. Notice that status bar information changes to identify the selected field and subfield.

e To access a menu with edit commands (Figure 4.9), right-click the field or subfield you want
to edit. From this menu, you can insert, delete, cut, copy, paste, and move fields. You can click
Find to locate text within this record, or click Toggle Prompts to change the MARC field labels
from numbers to text.

e To access a list of fixed field standard choices (including position and legal characters)
pertaining to a particular fixed field, double-click in the field. The dialog box for fixed field 000
is shown in Figure 4.28. You can define your fixed field by typing in your text, or, where avail-
able, clicking the arrow button and selecting an option in the list. When finished, click OK.

Ficure 4.28
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o To save a version of this record as a template for future use, click Save As Template on the File
menu.

3. When finished editing the record (but before saving), click an option in the After Saving group to
indicate what you want to happen after you save the record. The options are:

¢ Close exits the saved record and returns to the Cataloging window.

* Duplicate creates a new record identical to the one you are saving; you can edit the duplicate
record to create another record.

4. 'To mark this record for deletion, select the Mark for Deletion check box.
For instructions on purging records marked for deletion, see “Step 2: Purging Records Marked for
Deletion” on page 4-47.

5. When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the previous step.

By Duplicating an Existing Authority Record
1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).

2. In the Search For list, select Authority.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or
operator. (For search tips, see page 4-4.)

4.  Click Search. This displays a list of records matching your search query (Figure 4.26).

5. Click the authority record to be duplicated. On the Edit menu, click Dupli- cate. This displays the
Authority - Cataloging window (Figure 4.27) containing the corresponding full authority record. This is
a duplicate authority record.

6. Edit this record as needed. For instructions, see steps 2 through 4 begin- ning on page 4-24.

7.  When finished, click Save. This saves the record and displays another record or the Cataloging
window, depending on which option you selected in the After Saving group.

Editing an Authority Record
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To edit an existing authority record:
1. If the record to be edited is not displayed:

A.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).

B.

C. Type your search query into the appropriate boxes. To select a different MARC field or

In the Search For list, select Authority.

Boolean operator, click the arrow next to the appropriate list, and then select the preferred field

or operator. (For search tips, see page 4-4.)

D. Click Search. This displays a list of brief authority records matching your search query.

E. Double-click the authority record you want to edit. This displays the corresponding full
record (Figure 4.29).
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Tip: To navigate through the records in the search results list, click the navigation buttons Prev, Next, First, and Last.

2.  Edit this record as needed. For instructions, see steps 2 through 4 on page 4-24.

3. When finished, click Save. This saves the record and displays another record or the Cataloging

window, depending on which option you selected in the After Saving group.

Using the Authority Record Quick Editor
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The Quick Editor offers a simplified method for quickly creating and editing authority records. This
method provides several commonly-used authority sub- fields, in a predetermined order, for each
type of authority record. It also allows you to quickly add, edit, and delete “See From” and “See Also
From” references. This method offers only limited access to authority record fields. For full access to
additional fields or to change the order of subfields, use the MARC record editor method explained in
“Creating an Authority Record” and “Editing an Authority Record” beginning on page 4-24.

Creating an Authority Record Using the Quick Editor
1.  On the File menu, select New, and then click Authority Record. This displays the Templates dialog
box (Figure 4.30).

Ficure 4.30
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2. Click the desired type of authority record, then click OK. This displays the authority record
template in MARC format in the Authority - Cataloging window (Figure 4.31).

Ficure 4.31
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Tip: For information on the After Saving and Mark for Deletion options in this window, see steps 3 and 4 on page 4-25.

3. Click Quick. This displays the Authority - Cataloging Quick Editor window.
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The fields available in the Heading group vary depending on the type of authority record selected in
step 2. Shown in Figure 4.32 is the Quick Editor window for a Personal Name authority record.

FiGURE 4.32
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See From references (MARC authority field 4xx) lead a searcher from an unauthorized heading to an authorized heading. See
Also From references (MARC authority field 5xx) lead a searcher from an authorized heading to another related authorized
heading.

NOTE: If you need access to additional fields or otherwise prefer to edit the record in MARC format, click MARC. This returns the
record to MARC format (shown in Figure 4.31).
4. In the Heading group, type entries as desired.

5. In the See From References group, click Add. This displays the See From Ref- erences dialog box
(Figure 4.33).

Ficure 4.33

See From References %]

Personal Mame: |

Words Associated With Name: |

Fuller Ferm of Name: |

Dates: I

()3 | Cancel

© 2014 Mandarin Library Automation, Inc. All rights reserved.
82 of 361



<

mandarin

Type entries as desired, then click OK. This places the entries in the See From References box in the
Authority - Cataloging window.

6. In the See Also From References group, click Add. This displays the See Also From References
dialog box, which contains the same fields as the See From References dialog box (Figure 4.33). Type
entries as desired, then click OK. This places the entries in the See Also From References box in the
Authority - Cataloging window.

7.  When finished, click Save in the Authority - Cataloging window.

Editing an Authority Record Using the Quick Editor

1. Display the record you want to edit in the Authority - Cataloging window (Figure 4.34). (For
instructions on locating and displaying a record, follow steps 1A through 1E in “Editing an Authority
Record” on

page 4-26.)

FiGcure 4.34
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2. Click Quick. This displays the Authority - Cataloging Quick Editor window.
The fields available in the Heading group vary depending on the type of authority record you are
editing. Shown in Figure 4.35 is the Quick Editor window for a Personal Name authority record.

Ficure 4.35
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See From references (MARC authority field 4xx) lead a searcher from an unauthorized heading to an authorized heading. See
Also From references (MARC authority field 5xx) lead a searcher from an authorized heading to another related authorized
heading.

NOTE: If you need access to additional fields or otherwise prefer to edit the record in MARC format, click MARC. This returns the
record to MARC format (shown in Figure 4.34).
3. In the Heading group, edit entries as desired.
4. In the See From References group, select a reference, then click Delete or Edit.
e If you click Delete, the reference is deleted and removed from the See From References box.
e If you click Edit, the See From References dialog box displays (Figure 4.36).

Ficure 4.36
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Edit entries as desired, then click OK. This updates the entries in the
See From References box in the Authority - Cataloging window.

5. In the See Also From References group, select a reference, then click Delete
or Edit.

e If you click Delete, the reference is deleted and removed from the See Also From References
box.

e If you click Edit, the See Also From References dialog box displays, which contains the same
fields as the See From References dialog box (Figure 4.36). Edit entries as desired, then click
OK. This updates the entries in the See Also From References box in the Authority - Cataloging

window.

6. When finished, click Save in the Authority - Cataloging window.
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Cataloging Window Features

The picture version of the Cataloging window is similar to the bib version (shown in Figure 4.2), except
it only contains picture records. The picture version of the window is shown in Figure 4.37. The other
window features are similar to the bib version; see “Cataloging Window Features” on page 4-2 for
descriptions.

FiGure 4.37
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Displaying Item and Patron Pictures

Pictures can be imported into your M3 database and displayed in the OPAC and Circulation modules.
Item pictures, such as cover images, can be displayed in the OPAC and Circulation; patron photos can
be displayed in Circulation. For instruc- tions on importing images, see “Using M3 Picture Manager” on
page 4-49.

In the OPAC

After importing pictures into your M3 database, you must enable them in the M3Opac.ini file. For
instructions, see “Enabling Cover Images” on page 6-31. The images can then be viewed in the OPAC
Search Results, Record Details, Bookbag Record List, and Bookbag Record Details windows.

In Circulation

Once pictures are imported into your M3 database, they display automatically alongside patrons and
items in the Circulation Patron and Item panes if M3 v1.6 was your first installation of M3. If you had
a version of M3 installed prior to installing 1.6, you must do the following:

e Add a graphic cell to the Patron pane for each Circulation mode (Loan, Return, and so on)
in which you want an image to display; changes made to one mode will not apply to the other
modes. For instructions, see “Mod- ifying the Patron Pane Display” on page 5-59.
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e Add a graphic cell to the Item pane for each Circulation mode (Loan, Return, and so on)
in which you want an image to display; changes made to one mode will not apply to the other
modes. For instructions, see “Mod- ifying the Item Pane Display” on page 5-64.

Searching for aPicture Record

The Search Dialog Box
The default picture version of the Search dialog box is shown in Figure 4.38.

FiIGUurRe 4.38
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All M3 Search dialog boxes use the keyword search method. You can search for keywords in as many as
three picture record fields.

Your system can be configured to display different default picture record fields and
Boolean operators.

How to Search
To search for a picture record:

1. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).

2. In the Search For list, select Pictures.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or
operator. (For search tips, see page 4-4.)

4.  Click Search. This displays a list of records matching your search query (Figure 4.20).

FiGure 4.39
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5. From here, you can:

e Double-click a brief picture record to view its full MARC record. A full MARC picture record
is shown in Figure 4.42.

e Select a check box to tag the corresponding record for deletion or printing. To tag a block
of records, select the first record and press SHIFT while selecting the last record; this tags all
records in between.

* Print tagged records or all records in the list. To do so, select Print on the File menu, then
click Records (to print tagged) or List (to print all).

e Create a new similar record by clicking Duplicate on the Edit menu. (For instructions, see
“Creating a Patron Record” on page 4-19.)

e Start another search from the Edit menu.

Creating a Picture Record

There are two ways to create a new picture record. (1) You can use a template and edit it to create the

new record. (2) You can duplicate an existing picture record, then edit it to create the new record.

From a Template

1.  On the File menu, select New, and then click Picture Record. This displays the template in the

Picture Manager dialog box (Figure 4.40)

Ficure 4.40
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2. In the Image Source group, select the source of the picture. Depending on the source selected, you
must search for or navigate to the picture (for instructions on using the options in this group, see step
6 in “Adding a Pic- ture Field to a Bibliographic or Patron Record” on page 5-39). After the picture is

selected, it appears in the Preview pane (Figure 4.41).

Ficure 4.41
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3. Enter field and subfield data for the new record. To access a menu with edit commands (Figure
4.9), right-click the field or subfield in the Record pane that you want to edit. From this menu, you can
insert, delete, cut, copy, paste, and move fields. You can click Find to locate text within this record, or

click Toggle Prompts to change the MARC field labels from num- bers to text.

4.  When finished, click Save. This displays the Cataloging window with the new picture record listed.
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By Duplicating an Existing Picture Record
1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.38).

2. In the Search For list, select Pictures.

3. Type your search query into the appropriate keyword boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field or
operator. (For search tips, see page 4-4.)

4.  Click Search. This displays a list of records matching your search query (Figure 4.39).

5. Click the picture record to be duplicated. On the Edit menu, click Duplicate. This displays the
Picture Manager window (Figure 4.41) containing the corresponding full picture record. This is a
duplicate picture record.

6. Edit the record as needed.

¢ To change the source of the picture, select an option in the Image Source group. Depending on the
source selected, you must search for or navigate to the picture (for instructions on using the options
in this group, see step 6 in “Adding a Picture Field to a Bibliographic or Patron Record” on page 5-39.)
After the picture is selected, it appears in the Preview pane (Figure 4.42).

e To access a menu with edit commands (Figure 4.9), right-click the field or subfield in the Record
pane that you want to edit. From this menu, you can insert, delete, cut, copy, paste, and move fields.
You can click Find to locate text within this record, or click Toggle Prompts to change the MARC field
labels from numbers to text.

7.  When finished, click Save. This displays the Cataloging window with the new picture record listed.

Editing a Picture Record

To edit a picture record:

1. If the record to be edited is not displayed:
A. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.19).
B. In the Search For list, select Pictures.

C. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field
or operator. (For search tips, see page 4-4.)

D. Click Search. This displays a list of brief picture records matching your search query
(Figure 4.39).

E. Double-click the picture record you want to edit. This displays the corresponding full
record (Figure 4.42).

© 2014 Mandarin Library Automation, Inc. All rights reserved.
90 of 361



A

<

MBaNoarin

FIGURE 4.42

Pickture Manager

LDR

o1

0000000013

004

005

20021127 144452.0

oog

20021127 144452.0

035 |

w

Sample.jpg

Example:

Image Source

€ Wideo Capture Device
€ Local Picture Tiable
€ Remote Picture Table
&+ File

" Windows Clipboard

Image File

Browse I

Cancel |
|«| “ | »| »||

2. Edit the record as needed.

e To change the source of the picture, select an option in the Image Source group. Depending on
the source selected, you must search for or navigate to the picture (for instructions on using the
options in this group, see step 6 in “Adding a Picture Field to a Bibliographic or Patron Record”

on page 5-39). After the picture is selected, it appears in the Preview pane (Figure 4.42).

e To access a menu with edit commands (Figure 4.9), right-click the field or subfield in the
Record pane that you want to edit. From this menu, you can insert, delete, cut, copy, paste, and
move fields. You can click Find to locate text within this record, or click Toggle Prompts to change
the MARC field labels from numbers to text.

3.  When finished, click Save.
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The M3 Cataloging module includes a Find and Replace utility that allows you to modify bibliographic,
holding, patron, authority, and picture records. Use this utility to modify all occurrences of a keyword
in all selected records, or to selec- tively modify occurrences in a specific record.

To use the Find and Replace utility:

1. Verify that you are working with the correct database. For instructions, see “Selecting a Database”
on page 4-2.

2. Isolate the records you want to modify. To do so:
A.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).
B. In the Search For list, select the type of records you want to modify.
Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.
C. Type your search query into the appropriate keyword boxes. To select a different MARC field
or Boolean operator, click the arrow next to the appropriate list, and then select the preferred
field or operator. (For search tips, see page 4-4.)
D. Click Search. This displays the list of brief records matching your search query.
3. Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select the type of record you want to include, and

then click Select All Records. This places a check mark by all brief records in the list.

Tip: You can also display the Find dialog box by right- clicking the search results.

FIGure 4.43
Find I LI ™ Mateh whole ward only ’i
In: |¢glabal> =] [¢global = ™ Match whole field only ieplace
Replace with: [ = ll: t-'l\;;c:h;::s Fenlane/Enc
™ Regular Expression Cancel

4. On the Edit menu, select the type of records you want to modify, and then click Find. This displays
the Find dialog box (Figure 4.43).

5. Enter the desired find and replace parameters. To do so:

A. In the Find box, type the existing text you want to find and replace. This text can be any
alphabetic or numeric character string, including punctuation.

B. In the In list, specify the MARC field that contains the text you want to replace.
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¢ To indicate a specific field, type or select the desired field.

e To indicate any field (whether in the current record or all records isolated in step 2),
select <global>. This looks for the text in all fields.

C. In the Replace with box, type the replacement text.

D. In the Search options group, select the appropriate options to fine-tune your search. Your
choices are:

e Match whole word only — Locates exact text typed into the Find box, treating your
text as a whole word. For example: If you type cat, only cat occurrences are found, and
other words such as catalog and scatter are ignored. (Match whole word only and Match
whole field only cannot be selected in the same operation.)

e Match whole field only — Locates exact text typed in the Find box, but only when that
text is the entire content of a field.

e Match case — Locates exact text typed in the Find box, but only if the case matches.

e Wildcards — Allows a user to apply the truncation asterisk (*) to the beginning and/or
end of text typed in the Find box, and the wild- card question mark (?) within text in the
Find box. Wildcard usage broadens your search.

e Regular expression — Allows an advanced user to search using regular expression

notation rather than plain text. Regular expressions allow you to use a character
string that has special meaning when used in a pattern. For example, the string /eg*/
would find easy, egocentric, egg, and all other words that have zero or more occurrences
of the character preceding the asterisk (in this example, g). This is only one example of a
regular expression search; there are many characters that can be used.

E. Select the Advanced check box if you plan to use the advanced options. These options are
explained in “Using the Advanced Find and Replace Features” on page 4-39.

6. Click the appropriate option button to proceed with the find and replace operation. The button you
choose depends on whether you want to find and replace in all records isolated in step 2, or in just the
selected record. To do so:

¢ Click Replace All to replace text in all records isolated in step 2. This locates all occurrences
in all the selected records and replaces them simultaneously. This option does not allow you to
preview each occur- rence prior to replacement. If you click Replace All, this completes the find

and replace operation.
OR

¢ Click Find Next to limit the find operation to locating each occurrence of the search item,
one by one. This button searches all records to find the next occurrence of the text. (If you
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indicated a specific field in step 5B, Find Next lim its the find operation to that specific field in
the records.) When an occurrence is found, it is displayed and high- lighted, waiting for you to
preview the occurrence. Click in the Find dialog box and then select one of the following four
option buttons.

¢ Find Next skips this occurrence without replacing the text, then finds and displays the next
occurrence.

* Replace inserts replacement text for that one occurrence, then waits for you to indicate the
next action. You must then click Find Next to look for the next occurrence.

¢ Replace/Find inserts replacement text for that one occurrence, then automatically finds and
displays the next occurrence.

* Replace All inserts replacement text for all occurrences simulta- neously.

NOTES:

« To cancel the find and replace operation, click Cancel at any time. How- ever, any changes made prior to clicking Cancel are
saved.

« To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.

Using the Advanced Find and Replace Features

The Find and Replace utility includes an Advanced mode that allows you to make sophisticated
modifications to bibliographic, holding, patron, authority, and pic- ture records. You can use the
Advanced mode to modify one or all occurrences of a selected field, add a new field, delete a field, and
more by specifying your own find and replace parameters.

To use the Advanced Find and Replace mode, select the Advanced check box in the Find dialog box
(Figure 4.43). This displays the Advanced Find/Replace dialog box (Figure 4.44).

FiGure 4.44
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In the Advanced Find group:

e Limit search to field occurrence — Limits a search to a specific field occur- rence or any, first,
or last field occurrence. (If only one occurrence exists, it qualifies as the first and the last.)

¢ Limit search to subfield occurrence — Limits a search to a specific subfield occurrence or any,
first, or last subfield occurrence. (If only one occurrence exists, it qualifies as the first and the
last.)

e Limit search to character positions — Limits a search to a specific range of character positions
in a field and/or subfield specified in the two prior check boxes. Note that the character position
starts at zero. For example, the third character in a character string is position 2, or the first

character in a character string is position 0 (zero). This is defined in the MARC stan- dard.

e Match each control field, subfield or indicator as specified above (ignore find expression) —
Searches for a specific field or subfield, while ignoring the contents of the field.

In the Advanced Replace group:
e Execute actions for each:
e match — Limits the replace action to any match in any record.
e record — Limits the replace action to any record regardless of match.
o field specified above — Limits the replace action to the specified field.

e subfield specified above — Limits the replace action to the specified sub- field.
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e Actions only (ignore replace expression) — Carries out the actions selected using Action and its
options, and does not use the contents of the Replace with box.

e Actions box — Lists the actions created using Action and its options, and places them in
the order they will be executed. Users can select the order of the actions in the Actions box by
clicking Move Up and Move Down.

¢ Advanced Replace option buttons:

e Action — Displays a list of options that allows the user to create one or more replace actions.
The replace actions are then listed in the Actions box. The option buttons are:

e Wizard: Leads the user through the creation of an action.

e Copy matching: Copies the contents of a field or subfield that contains text matching the Find
box into a user-specified field or subfield.

* Copy existing: Copies the contents of an existing user-specified field or subfield into a
different user-specified field or subfield.

e Move matching: Moves (changes the position of) a field or subfield containing text that
matches the Find box.

e Move existing: Moves (changes the position of) an existing user- specified field or subfield.

e Rename matching: Renames a matching field or subfield.

* Rename existing: Renames an existing user-specified field or subfield.

e Remove matching: Removes a matching field or subfield.

* Remove existing: Removes an existing user-specified field or subfield.

¢ Insert new: Inserts a new control field, field, or subfield.

¢ Insert text: Inserts text into an existing control field, existing subfield, or indicator.

e  Move Up — Moves the currently-selected action in the Actions box up one position.

e  Move Down — Moves the currently-selected action in the Actions box down one position.
Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.

* Delete — Removes the currently selected action in the Actions box.

¢ Delete All - Removes all actions in the Actions box.
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Example Find and Replace Operations

NOTE: The following examples assume that the M3 system is installed and prop- erly running. The
examples also assume the user has the Cataloging module running and all rights configured so that the
Find and Replace utility operates properly.

Changing the Contentsof aField or Subfield

The first two examples explain how to replace the contents of a field or subfield.

Example 1: Correcting a spelling problem
This example shows how to correct misspelled words in records.

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).
2. In the Search For list, select the type of records you want to search.

3. In the first keyword box, type the misspelled word. To select a different MARC field, select the
preferred field in the record field list.

4. Click Search. This limits the find and replace operation to only the records containing the misspelled
word, and reduces the time needed for the find and replace operation.

5.  Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select the type of record you want to include, and
then click Select All Records. This places a check mark by all brief records in the list.

6. On the Edit menu, select the same record type you selected in step 2, and then click Find. This
displays the Find dialog box (Figure 4.43).

7. In the Find box, type the misspelled word.

8. In the In lists, specify the MARC field and subfield to which you want to limit the find and replace
operation.

9. In the Replace with box, type the correct spelling of the word.

10. Select any of the search options check boxes needed to refine your search (Match case, Wildcards, and
S0 on).

11. Click Find Next. This locates the first occurrence of the Find text.

12. If you want the text replaced, click Replace. If you do not want the text replaced, click Find Next to
locate the next occurrence.

NOTES:

« Ifyou feel comfortable with the replace operation, click Replace All. This automatically completes the find and replace operation
without user intervention. Use this only if the find and replace operation will work properly on every match.

« To cancel the find and replace operation, click Cancel at any time. Howeuver, any changes made prior to clicking Cancel are saved.
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Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.
» To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.

Example 2: Changing grade levels in a high school

When changing the grade level of a group of patrons, it is very important that you start the find and
replace from the patrons in the highest grade first. If you do not, then all the patrons will end up with
the same grade listed. (This example assumes the patron records contain the grade information. Also,
if your system is using groups to differentiate between the grade levels, there is no need to perform this
operation.)

1. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).

2.  In the Search For list, select Patron.

3. In the first keyword box, type the highest grade level at your institution (for example, 12th grade).
To select a different MARC field, select the pre- ferred field in the record field list.

4.  Click Search. This limits the find and replace operation to only the records containing the grade
level you want to change, and reduces the time needed for the find and replace operation.

5.  Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select Patrons, and then click Select All Records.

This places a check mark by all brief records in the list.

6. On the Edit menu, select Patrons, and then click Find. This displays the Find dialog box (Figure
4.43).

7. In the Find box, type the number 12.
8. In the In lists, select 852 and g to limit the find and replace operation to field 852#g.
9. In the Replace with box, type the number 13.

10. Select the Match whole word only check box to make sure the find and replace does not find and
possibly change text like 120 or 1213. While this might not be needed in this case, it is a good habit.

11. Click Find Next. This locates the first occurrence of the Find text.

12. If you want the text replaced, click Replace. If you do not want the text replaced, click Find Next to
locate the next occurrence.

13. Repeat this procedure until all grades have been promoted. When finished, be sure to search for
and delete all 13th graders.

NOTES:
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» Ifyou feel comfortable with the replace operation, click Replace All. This automatically completes the find and replace operation
without user intervention. Use this only if the find and replace operation will work properly on every match.

» To cancel the find and replace operation, click Cancel at any time. Howeuver, any changes made prior to clicking Cancel are saved.
Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.

» To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.

Deleting and/or Obsoleting Unwanted Fields and/or Subfields

Example 3: Deleting all field occurrences of field 261
This example explains how to delete a field. We will search for and delete all field occurrences of 261.

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).
2. In the Search For list, select Bibliographic.

3. In the record field list, type the field tag number (261) over the default field name.
4. In the first keyword box, type an asterisk (¥).

5. Click Search. This limits the find and replace operation to only the records containing the
unwanted field, and reduces the time needed for the find and replace operation.

6. Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select Bibliographic, and then click Select All
Records. This places a check mark by all brief records in the list.

7.  On the Edit menu, select Bibliographic, and then click Find. This displays the Find dialog box
(Figure 4.43).

8. Select the Advanced check box. This displays the Advanced Find/Replace dialog box (Figure 4.44).
9. Click Action, select Remove existing, and then click field.

10. In the first Field/occurrence list, select 261. If there are multiple occur- rences of the field, select which
occurrence should be replaced in the second Field/occurrence list, and then click Next.

11. Select the Execute actions for each check box, then click record.
12. Click Find Next. This locates the first occurrence of the Find text.

13. If you want the field removed, click Replace. If you do not want the field removed, click Find Next to
the locate the next occurrence.

NOTES:
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» Ifyou feel comfortable with the replace operation, click Replace All. This automatically completes the find and replace operation
without user intervention. Use this only if the find and replace operation will work properly on every match.

» To cancel the find and replace operation, click Cancel at any time. Howeuver, any changes made prior to clicking Cancel are saved.
Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.

» To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.

Adding aField or Subfield

Example 4: Adding a new field to a series of records
In this example, we will add a local notes field to a series of records.

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).

2. In the Search For list, select Bibliographic.

3.  Search for the records in which you want to add the new field. To do so, type your search query
into the appropriate keyword boxes. To select a different MARC field or Boolean operator, click the

arrow next to the appropriate list, and then select the preferred field or operator.

4.  Click Search. This limits the find and replace operation to only the records you want to modify, and
reduces the time needed for the find and replace operation.

5.  Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select Bibliographic, and then click Select All
Records. This places a check mark by all brief records in the list.

6. On the Edit menu, select Bibliographic, and then click Find. This displays the Find dialog box
(Figure 4.43).

7.  Select the Advanced check box. This displays the Advanced Find/Replace dialog box (Figure 4.44).
8.  Click Action, select Insert new, and then click field/subfield.

9. In the Field list, type or select 590. In the Subfield list, type or select the letter a, and then click
Next.

10. Select how you want the field positioned, and then click Next.
11. Click Next to skip this dialog box.

12. Type your note, and then click Next. This closes the dialog box.
13. Select the Execute actions for each check box, then click record.

14. Click Find Next. This locates the first occurrence of the Find text.
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15. If you want the field added, click Replace. If you do not want the field added, click Find Next to locate
the next occurrence.

NOTES:

« Ifyou feel comfortable with the replace operation, click Replace All. This automatically completes the find and replace operation
without user intervention. Use this only if the find and replace operation will work properly on every match.

« To cancel the find and replace operation, click Cancel at any time. Howeuver, any changes made prior to clicking Cancel are saved.

Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.
« To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.
Example 5: Adding a field or subfield based on the contents of another field or subfield
In this example, we will add a General Material Designation (245#h) with contents that match the value
of position 6 in the leader (000). We will use “videorecording” as the medium.
1. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).
A. In the Search For list, select Bibliographic.

B. In the first record field list, select a MARC field. C. In the first keyword box, type an
asterisk (¥).
D. In the first Boolean operator list, select NOT.

E. In the next record field list, type 245#h over the default field name. F. In the keyword box
below, type video*.
2. Click Search. This limits the find and replace operation to only the records you want to modify, and
reduces the time needed for the find and replace operation.
3. Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select bibliographic, and then click Select All
Records. This places a check mark by all brief records in the list.

4. On the Edit menu, select Bibliographic, and then click Find. This displays the Find dialog box (Figure
4.43).

5. In the Find box, type the letter g.

6. In the In list, type 000 to limit the find and replace operation to the leader.

7.  Select the Advanced check box. This displays the Advanced Find/Replace dialog box (Figure 4.44).
8. Select the Limit search to character positions check box. Type 6 in both of the boxes that follow.

9. Click Action, select Insert new, select subfield, and then click into existing field.

10. In the Subfield list, type or select h, and then click Next.
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11. In the first Field/occurrence list, type or select 245. Leave first as the value of the second Field/
occurrence list, then click Next.

12. Click after. In the adjacent boxes, type or select b in the first box, and leave first as the value of the
second box. Then click Next.

13. In the text box, type [videorecording], and then click Next.

14. Select the Execute actions for each check box, and then click match.

15. Click Find Next. This locates the first occurrence of the Find text.

Note: During the Find and Replace operation, all Authority Control fields contained in a bibliographic record are ignored.

16. If you want the field added, click Replace. If you do not want the field added, click Find Next to locate
the next occurrence.

NOTES:

« Ifyou feel comfortable with the replace operation, click Replace All. This automatically completes the find and replace operation
without user intervention. Use this only if the find and replace operation will work properly on every match.

« To cancel the find and replace operation, click Cancel at any time. Howeuver, any changes made prior to clicking Cancel are saved.
« To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.

Renaming a Field or Subfield

Example 6: Renaming a field or subfield with incorrect information

In this example we will rename a field in records that were improperly cataloged. In this case, records
have a field incorrectly named 261 that should be 262.

1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.25).

2. In the Search For list, select Bibliographic.

3. In the record field list, type the field tag number (261) over the default field name.

4. Click Search. This limits the find and replace operation to only the records containing the
unwanted field, and reduces the time needed for the find and replace operation.

5.  Select the check box by each brief record you want to include in the Find and Replace operation.
Or, to include all records in the list: on the Edit menu, select Bibliographic, and then click Select All
Records. This places a check mark by all brief records in the list.

6. On the Edit menu, select Bibliographic, and then click Find. This displays the Find dialog box
(Figure 4.43).

7. Select the Advanced check box. This displays the Advanced Find/Replace dialog box (Figure 4.44).
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8.  Click Action, select Rename existing, and then click field.

9. In the first Field/occurrence list, type or select 261. If there are multiple occurrences of the field,
indicate which occurrence should be replaced in the second Field/occurrence list, and then click Next.

10. Type or select 262 as the new field tag, and then click Next. This closes the dialog box.
11. Select the Execute actions for each check box, then click record.
12. Click Find Next. This locates the first occurrence of the Find text.

13. If you want the field renamed, click Replace. If you do not want the field renamed, click Find Next to
locate the next occurrence.

NOTES:

« Ifyou feel comfortable with the replace operation, click Replace All. This automatically completes the find and replace operation
without user intervention. Use this only if the find and replace operation will work properly on every match.

« To cancel the find and replace operation, click Cancel at any time. Howeuver, any changes made prior to clicking Cancel are saved.
« To “undo” the changes, click Undo Find/Replace on the Edit menu. You cannot undo once you have begun another find
operation, saved a record, imported or exported records, begun a standard keyword search, or exited Cataloging.
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For precautionary reasons, deleting records is a two-step process. You must first mark records for
deletion, then purge the marked records. You can undelete records marked for deletion unless they
have been purged.

Step 1: Marking Records for Deletion

You can quickly tell when a bibliographic, holding, patron, or authority record has been marked for
deletion. In a brief record format in the Cataloging window, marked records display in red. In a full
MARC record, the Mark for Deletion check box is selected and the record status code in the Leader field
is d. (This does not apply to picture records.)

From the Brief MARC Record List
Note: Use this method to delete picture records.

Note: You cannot use this method to delete picture records.
To mark records for deletion while viewing the brief record list:

1. Select the check box by each record you want to delete. Or, to delete all records in the list, on the
Edit menu, select the type of record you want to delete, and then click Select All Records. This places a
check mark by all brief records in the list.

2. On the Edit menu, select the type of record you want to delete, and then click Delete Selected
Records. The selected records display in red.

From the Full MARC Record
To mark a record for deletion while viewing its full MARC record:

e Select the Mark for Deletion check box.
OR

e Double-click the Leader field to display the Fixed Field 000 dialog box.
Click the Record status arrow and click d. Click OK to save your changes. This selects the Mark
for Deletion check box and displays the corre- sponding brief record in red.

Step 2: Purging Records Marked for Deletion
Warning: You cannot undo the Purge Deleted Records command; records are permanently
removed.

To purge records marked for deletion:

On the Edit menu, select the type of records you want to purge, and then click Purge Deleted Records.
This removes all records marked for deletion from the system.

Undeleting Records

You can undelete records marked for deletion unless they have been purged. To undelete records:
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1.  Select the check box by each deleted record you want to undelete. (Deleted records appear in red.)

2. On the Edit menu, select the type of record you want to undelete, and then click Undelete Selected
Records. This removes the check mark by the records and changes the color of the records to black.
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Searching by Record Status

Tip: The record status code appears in Fixed Field 000 in the full MARC record.

The M3 search utility allows you to locate records by record status. This is partic- ularly useful if you
want to review the list of records marked for deletion prior to running the deletion utility. To do so:

1. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.45).
2. In the Search For list, select the type of record you want to search.
3. In the record field list, select Record Status.

4. In the corresponding keyword box, type the desired record status subfield code, as shown in the
example in Figure 4.45:

e alocates records with an increase in encoding level

e clocates corrected or revised records

¢ dlocates records marked for deletion

¢ nlocates new records

e plocates records with an increase in encoding level from prepublica- tion

FiGure 4.45
Search = =
i Search Far: |Bibliographic LII

|Record Status =l
|d

Jor =] [rite =l

JanD =] [Author =l

ces_|

5. Click Search. This displays the Cataloging window listing all records with the selected record
status.

Searching by MARC Field Tag Numbers

The M3 search utility allows you to locate records by MARC field tag numbers and subfield codes. To do
so:
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1.  On the Edit menu, click Search. This displays the Search dialog box (Figure 4.46).
2. In the Search For list, select the type of record you want to search.

3. In the record field list, type the desired field tag number (for example,
260) over the default field name. To narrow to a specific subfield, type the field tag number plus the #
delimiter character and the subfield code (for example, 260#a).

4. In the corresponding keyword box, type the text you want to locate, as shown in the example in
Figure 4.46.

FiIGURe 4.46
Search (=] =]

i Search Far: |Bibliographic LII
IZBUﬂa j

|Seattle

Jor =] [rite =l

JanD =] [Author =l

cen_|

5.  Click Search. This displays the Cataloging window listing all records con- taining the text in the
designated field.
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The M3 Picture Manager utility allows you to import multiple image files and auto- matically link the
images to the appropriate bibliographic or patron records. Once imported, images can be displayed
alongside the records in the Circulation window and the OPAC Search Results, Record Details, and
Bookbag windows. Item and patron images can be displayed in Circulation, but only item images can
be displayed in the OPAC.

This utility also allows you to update your bibliographic and patron records with pictures that have
already been imported. This feature locates the pictures in your picture table and attaches them to the
corresponding bibliographic or patron records. You may want to use this feature if, for example, you
add bibliographic records to your database after batch importing and linking pictures.

Note: Image files must be in .jpg or .bmp format to be used in M3.

Displaying Imported Pictures
To display images in the OPAC, they must be enabled after import. For instructions, see “Enabling
Cover Images” on page 6-31.

Once pictures are imported, they display automatically in Circulation alongside patrons and items in
the Patron and Item panes if M3 v1.6 was your first installa- tion of M3. If you had a version of M3
installed prior to installing 1.6, you must do the following:

e Add a graphic cell to the Patron pane for each Circulation mode (Loan, Return, and so on)
in which you want an image to display; changes made to one mode will not apply to the other
modes. For instructions, see “Modifying the Patron Pane Display” on page 5-59.

e Add a graphic cell to the Item pane for each Circulation mode (Loan, Return, and so on)
in which you want an image to display; changes made to one mode will not apply to the other
modes. For instructions, see “Modifying the Item Pane Display” on page 5-64.

Importing Pictures
1.  On the File menu, select Import, then click Pictures. This displays the M3 Picture Manager window
(Figure 4.47).

FiGUre 4.47
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2. Click Import and link new pictures, then click Next. This displays the Step 1 dialog box (Figure 4.48).

FiGURE 4.48
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3. Locate the image files you want to import.

display in the Unselected box.

OR
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¢  Click Browse. This displays the Open dialog box. Navigate to the direc- tory containing the
files, then click OK. The file names display in the Unselected box.

NOTE: Images are listed only if they are the type selected in the File Type list; if desired, select a different type. Only .jpg or .bmp
files will be imported.

4. Move each file you want to import from the Unselected box to the Selected box. To do so, select each of the
files you want to import, then click the > button. To move all files, click Select All, then click the > button.

5.  Click Next. This displays the Step 2 dialog box (Figure 4.49)

FiGure 4.49
Wiewing...

Prewvious Picture | Nest Picture | & [impar

First Picture | Last Picture |  Don't import

Back I MNest I Cancel

6. The first picture to be imported displays.

e If you want to import all pictures you selected in the Step 1 dialog box without viewing
them, click Import.

e If you want to view each picture you selected, click Import or Don’t import for this image,
and then click Next Picture. Repeat for each pic- ture you want to view. To skip to the end of the
picture list, click Import or Don’t import for the remaining images.

7.  Click Next. This displays the Step 3 dialog box (Figure 4.50).

Ficure 4.50
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% everything except the dot and file extension
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extracted data for linking
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| Cancel [mpart |
Back I Finizh I Cancel |

Note: To disable the field option, change the Allow Match Field Edit entry in the Global.ini.REG file (the default path is C:\M3
Server\Registry\Common) from 1 to 0. The default fields can also be modified in this file.

8. In the database list, select the database for which you want to import pic- tures.
9. Click bibliographic table or patron table to indicate the table for which you want to import the pictures.

10. The field box displays the field that will be used to match the picture to a bibliographic or patron
record. This field is placed in the 991#b field of the picture record.

11. Click everything except the dot and file extension or a range of characters to indicate how you want to
extract data from the image file names.

e If your file names are descriptive names or vary in length, select every- thing except the dot
and file extension. The names of all picture files being imported must be the same length to use a
range of characters.

o If you select a range of characters, enter the appropriate numbers in the first character and last
character boxes. These numbers will be used to limit the data that is matched in the picture file
name. For example, if you enter 3 in the first character box and 10 in the last character box, and
the picture file name is 0042789354.jpg, the numbers 42789354 will be matched. The characters
to be matched display in the extracted data for linking box. NOTE: If you choose this option, the
names of all picture files being imported must be the same length.)

12. Click Finish. This imports the pictures.

Updating Bibliographic or Patron Records with Pictures Use this feature to update your
bibliographic or patron records with pictures that have already been imported. If you have not yet
imported pictures, see “Importing Pictures” on page 4-50.
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1.  On the File menu, select Import, then click Pictures. This displays the M3 Picture Manager window
(Figure 4.47).

2. Click Update bibliographic or patron tables, then click Next. This displays the Step 1 dialog box
(Figure 4.51).

FiGUurRe 4.51

r— Find pictures for...
database using data from field...

=] [oowe

@ bibliographic table

" patron table

—Usze pictures to update...

' &ll records in the table

= records with no pictures

Cancelllpdate

Back I Finizh I Cancel |

3. In the database list, select the database for which you want to attach pic- tures.

4.  Click bibliographic table or patron table to indicate whether you want to attach pictures to
bibliographic records or patron records.

5.  The using data from field box displays the field that will be used to match a picture to a bibliographic
or patron record. This field is placed in the
991#b field of the picture record.

6.  Click all records in the table or records with no pictures (records without a 996 field) to indicate which
bibliographic or patron records you want to attach pictures to.

7. Click Finish. This places the ISN of the picture record in the 996#a field of the bibliographic or
patron record.

Adding a Picture Field to a Bibliographic or Patron Record To add a picture field to one
bibliographic or patron record at a time, follow the procedure below. To import multiple image files at
once, follow the procedure in “Importing Pictures” on page 4-50.
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1. Display the desired bibliographic or patron record in the Bibliographic - Cataloging (Figure 4.8) or
Patron - Cataloging (Figure 4.21) window.

2. Follow the procedure beginning with step 3 in “Adding a Picture Field to a Bibliographic or Patron
Record” on page 5-38.
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Importing Overview
M3 Cataloging includes a utility to import bibliographic, patron, and authority records formatted in
three different data types:

¢ MARC — Records in MARC format.

¢ Delimited — Records in which each field ends with, or is “delimited” by, a particular
character such as a comma or tab.

e Fixed width — Records in which each field has a designated maximum width in number of
characters.

During the import procedure, despite which of the three data types applies to the records to be imported,
the records are mapped into a MARC record format. This is necessary as M3 is designed exclusively to
operate with MARC records to pro- vide optimum performance.

The import procedure for each data type is explained in this section. In addition, an optional high-speed
import procedure is available that can be used the first time you import records into M3.

The same import procedures apply to bibliographic, patron, and authority records; the only difference
occurs when you specify the type of record to import.

M3 also includes a Picture Manager utility to import pictures. To use this utility, see “Using M3 Picture
Manager” beginning on page 4-49.

Optional High-Speed Import Option
For the first mass import of records into M3, you may want to use the high-speed import option. This
option cannot be run while others are using any part of the M3 system.

Warning: Do not use the high-speed import option to load records into an existing catalog
containing records. If your catalog contains records, use one of the three import options explained
in the preceding section, “Importing Overview.”

To use the high-speed import option:

1. Press and hold CTRL, then click Import on the File menu. When an asterisk appears by the menu
options on the Import submenu, release CTRL.

2.  Proceed with the importing instructions in one of the following sections, depending on the type of
data you are importing (MARC, delimited, or fixed width). (As the procedure progresses, a dialog box
advises you that it is going to index. This is appropriate.)

Importing MARC Records
To import records that are in MARC format:

1. Verify that you are working with the correct database.
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2. On the File menu, select Import, and then click the type of records you are importing. This displays

the Open dialog box.

3. Navigate to the file containing the records you want to import, and then click Open.

4. Inthe Step 1 dialog box (Figure 4.52), specify the range of records you want to import.

FiIGURE 4.52

Flease choose the data type that best describes your data and the range of records to be imported

Original Data Type

" Delimited - Characters such as commas or tabs separate each field.
" Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1— Stop import at row: IF
— Preview of File
Fow # | Record i‘
1 Messengers
Z Nerves at work
3 Shares in the futures
4 Stanford prison experiment
5 Life under pressure
[ Admission and discharge
7 Discussions in bhioethics
8 Controlling the spread of disease, pt.l: medical asep
=] To hreathe, to breathe, to live
10 How to create & non-person
11 Urethral catheterization -
4] | Ll_l
Back I Mext I Cancel
To do so:

A. Skip the Original Data Type group. The MARC option should automati- cally be selected.

B. In the Start import at row and Stop import at row boxes, select the range of records you want
to import. By default, the first and last row numbers in the import file are displayed. If you only
want to import a portion of the records in the file, type the row numbers corresponding to the

range you want to import.

NOTE: The data in the Preview pane displays differently depending on the record type you are importing.

Tip: To see the field entries in other records of the import file, click the navigation buttons in the lower left of the Step 2 dialog
box (see Figure 4.53). From left to right, these buttons access the first record in the import file range, the previous record, the next

record, and the last record.

Ficure 4.53
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Field Mapping Configuration
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e

Back
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C. When finished, click Next.

5. Inthe Step 2 dialog box (Figure 4.53), indicate the field mapping struc- ture that you want the
records to conform to once they are imported. By default, the dialog box is set to import the field
mapping configuration currently used by the records to be imported.

NOTE: When the Step 2 dialog box appears, it displays the field entries for the first record in the range of records you plan to
import. In addition, you see the comprehensive list of fields and subfields used by the entire range of records in your import
file. Because this first record may not have entries in every field used by the range of records, you are likely to see **Field not in
current record** throughout the Field Data column.

Your options in this dialog box are:

Accept the default field mapping configuration and continue the import process. To do so, click
Next, and then skip to step 7 on page 4-60.

Accept the default field mapping configuration and save it for future importing sessions
before continuing. To do so:

A.

In the Field Mapping Configuration list, select Save As. This displays the Save Field
Mapping As dialog box.
B. Type a descriptive name for the new configuration, then click OK. C. After the
Step 2 dialog box refreshes, click Next, and then skip to

step 7 on page 4-60.
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Tip: To map most but not all occurrences of a repeating field to the same destination field, you can still use the optional Unite
procedure explained in step A, with one modification. After selecting the Unite check box and revising the Map To destination as
explained in step F on page 4-59, clear the Unite check box. This separates the repeating field listings once again but maintains
the Map To modification entered while the fields were united. You can then modify the mapping as explained in step F for those
few listings that do not match the global change you entered while the fields were united.

¢ Use a field mapping configuration that was previously saved. To do so:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field
Mapping Configuration dialog box.

B. Select the desired configuration, then click OK.

C. After the Step 2 dialog box refreshes, click Next, and then skip to step 7 on page
4-60.

* Create a new field mapping configuration by modifying the default configuration. To do so,
follow the modification instructions as explained in step 6.

¢ Create a new field mapping configuration by modifying a configura- tion that was previously
saved. To do so:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field
Mapping Configuration dialog box.

B. Select the desired configuration, then click OK.

C. After the Step 2 dialog box refreshes, make any desired changes as explained in
step 6.

6. To modify a field mapping configuration:

A. In the Step 2 dialog box, review the Field column for fields that repeat. If you plan to
change the mapping of a repeating field, and if all occurrences of the repeating field are to
be mapped to the same destination field, then you can save time and keystrokes by using
the optional Unite check box feature. This collapses all the occurrences of the repeating field
into one line, creating a single occurrence, thereby enabling you to simultaneously remap all
occurrences of this field to the same field. (If the field repeats several times, this could save
you considerable time. If you do not use this feature, you must revise the mapping for each
occurrence individually.)

To use this time-saving option, select the Unite check box by the first occurrence of the repeating
field. (This action collapses all the repeated field occurrences into a single listing.) Then
continue to step B.

B. In the Include check box column, select the fields and subfields you want to import among
those listed in the Field column. In the default configuration, all fields and subfields are
selected based on the assumption you want to import all data contained in the records you are
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importing. If you do not want to import a particular field or subfield, clear the field’s Include
check box.

C. In the Field column, do nothing. The Field column provides a compre- hensive list of the
fields and subfields used by the records to be imported. Some records may not have entries in
each field and subfield in this list.

D. The Field Data column works with the Action column. By default, the Field Data column
displays the actual field and subfield data for the first record in the range you plan to import.
To view the data contained in other records, click the navigation buttons in the lower left of this
dialog box.

E. In the Action column, select Keep or Replace for each field and subfield you plan to import.
In the default mapping configuration, Keep is selected for each field and subfield.

e Select Keep if you want the data currently stored in that field to be kept during the
import procedure.

e Select Replace if you want to change the current data in a field to a constant value
(such as a library name, regional code, or field label) during the import procedure. This
constant value over- writes all data contained in the field prior to importing. If you select

Replace, then in the Field Data column, type the information you want to appear in this
field.

F. 1In the Map To column, select the destination MARC field or subfield for each field you plan
to import. The default mapping configuration assumes you want to import to the same field
locations; therefore, the Map To column displays the same field tag number and subfield code
listed in the Field column.

To change the default mapping to a different destination field or subfield, click the Map To
arrow and select the preferred destination field or subfield from the tree. (You can expand and
collapse the field tree by clicking the field’s corresponding plus (+) and minus (-) signs.)

G. Inthe Occurrence Number (Oce.#) column, select the order in which you want any
repeating fields to appear in the new records. (This is not applicable if the repeating field’s Unite
check box is selected.) In the default mapping configuration, any repeating fields are numbered
in sequential order in the Oce.# column. (To review the type of infor- mation in each occurrence
of the field, look at the entries in the Field Data column.) For example, if subfield 020#a occurs
twice, the first listing is assumed to be occurrence 1 and the second is occurrence 2. You can
override this occurrence order by typing the preferred order numbers into this column.

If you revise the Map To column, the utility assumes that the field or subfield you are
remapping becomes the first occurrence of that field in the new records. You are prompted to
either accept this first occur- rence order or change to a preferred occurrence order. (If the new
occurrence order leaves gaps between occurrence numbers, a GAP error message advises and
allows you to revise the order.)
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H. When finished:

o If you want to save the mapping configuration to use during another import session,
select Save As in the Field Mapping Config- uration list. This displays the Save Field
Mapping As dialog box. Type a descriptive name for the new mapping configuration,
then click OK.

OR

e If you do not want to save the mapping configuration, proceed to the next step.

I. Inthe Step 2 dialog box (Figure 4.53), click Next.

7. In the Step 3 dialog box (Figure 4.54), specify the import options.

FiGUurRe 4.54

Please specify the import options

— Duplicates:

' Do not allow duplicates

" Allow duplicates

—Holding Records:

¥ Generate holding recaords

—Barcode
¥ Automatically generate barcode records
" Update barcode values in 852 field with:

Prefix Suffix Starting Yalue Suffix Increment Type Suffix Increment By

I I I Mumeric ;I I

Assign to group: | vl

Back I Finizh I Cancel

To do so:

A. If you are importing bibliographic or authority records, the Duplicates group is available.
Choose one of the following:

¢ To prevent the import of records that may duplicate existing records, click Don’t allow
duplicates. (All fields in two records need not match to consider the records as duplicates;
matching is based upon specific vital field criteria. For example, two biblio- graphic
records may be considered duplicates if just the ISBN field matches.)
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e To import records that may duplicate existing records, click Allow duplicates.

¢ To be prompted when duplicate records are found during the import process, accept
the default Prompt if duplicates are found option. This lets you compare the record you are
importing to the record already in the M3 system, and then decide whether to import the
duplicate record.

If a duplicate record is found, the Bibliographic Compare or Authority Compare dialog box displays
(depending on the type of record you are importing), showing the two records side by side. Figure 4.55
shows the Bibliographic Compare dialog box.

FiIGure 4.55
[ Bibliographic Compare [_ O] =]
Existing Record 1 of 1 Matching Record Being Imported
- I -
LD ngm uu | [ LDR) ngm uu —
ool 0000041615 ool
00s 20030107150731.0 00s 19990611113206.0
ooe 99061151988  nju vleng u ooe 99061151988  nju vleng u
0248 - ~|a|1029654 024(8 - ~|a|1029654
086 - a|4328555 086 - a|4328555
2450 |0 - |aMessengers 2450 - [0 -|aMessengers
c[[presented by] Films for the c[[presented by] Films for the
Humanities & Sciences ; a Goldcrest | Humanities & Sciences ; a Goldcrest |
Multimedia production with Antenne 2 Multimedia production with Antenne 2
TV France TV France
h([WIDEORECORDING]). j h([WIDEORECORDING]). j
2a0) -] alPrinceton, N.J. 2a0) -] alPrincetan, M.J.
b|Films for the Humanities & Sciences b|Films for the Humanities & Sciences
clcloes clcloes
300 | all cassette (26 min.) : 300 | all cassette (26 min.) :
blsd., col. ; blsd., col. ;
c|l/2 in. & teacher's guide c|l/2 in. & teacher's guide
- L} | o i i B ;I - LI b=t [ i i B ;I
Example: Example:
I N
Save Existing Replace Existing | Impart | Do not Impaort I
" Don't show this window again

Tip: Select the Don’t show this window again check box before clicking a button to apply the action to the displayed record and all
records being imported in this session.

Note: If you are importing authority records, only the Duplicates group is available.
Using the option buttons, you have the following four choices:

Save Existing — Saves the existing record and does not import the duplicate record. If it
1s a bibliographic record, all corresponding holding records are imported. Result: One
bibliographic record with all corresponding holding records.

Replace Existing — Imports the duplicate record and replaces the existing record. If it is
a bibliographic record, all corresponding holding records are also imported. Result: One
bibliographic record with all corresponding holding records.
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Import — Imports the duplicate record and keeps the existing record. If it is a
bibliographic record, all corresponding holding records are also imported and linked to
the duplicate biblio- graphic record, not the existing bibliographic record. Result: Two
bibliographic records and two sets of holdings —the existing bibliographic record and its
original holdings, and the duplicate bibliographic record and its corresponding holdings.

Do not Import — Does not import the duplicate record. Result: The existing authority record,
or bibliographic record and its holding records, remain the same.

B. Ifyou are importing bibliographic records, the Holding Records group is available. If you do not
want to generate holding records, clear the Generate holding records check box. Otherwise, accept
the default.

Tip: You must have 852 entries in the records you are importing or other fields mapped to 852 in order for Update barcode values
in 852 field with to work. If no 852 field is found in a record, then no barcode is generated for that record.

The Import Summary is a log containing the start and end time of the import session, the number of records in the import file,
the number of records imported success- fully, any duplicate barcodes, and the barcode creation summary. Duplicate barcodes
are changed to a barcode of “SIRS” followed by the ISN number.

C. In the Barcode group, specify how you want barcodes handled during the import procedure.
Your options are:

¢ To transfer any barcode numbers in the 852#p field of the orig- inal records to M3,
select the Automatically generate barcode records check box in the Barcode group. (This
should be the only option selected in the Barcode group.) This allows you to continue
using this barcode with the same record and places the barcodes you are importing into
the M3 system (in the barcode table).

¢ To create new barcodes for the records being imported, whether barcodes exist in the
original records or not, select the Update barcode values in 852 field with check box. You
must then accept or change the values in the four boxes below it:

Prefix — To assign a constant prefix to the barcode imported into the 852 field,
type it here. For example, type b for bibliographic records or p for patron records.
You must assign different prefixes to bibliographic records and patron records.

Suffix Starting Value — To assign an incrementing suffix to the barcodes in the
order they import into the system, type the numeric starting value for these
records (for example, type 1).

Suffix Increment Type — If you assign a suffix, you must select a format in this list.

Suffix Increment By — If you assign a suffix, type the number of increments you
want the records to increase by (for example, 1 increment).
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¢ If you do not want to transfer or assign any barcodes to the records being imported,
clear both check boxes (Automatically generate barcode records and Update barcode values in
852 field with).

NOTE: If the first check box is unavailable, clear the second check box to make the first check box available.)

D. In the Assign to group list, select the group to which you want the imported data assigned.

E. When finished, click Finish. While the import procedure takes place, the Import Progress
bar displays on screen.

8.  When the import procedure is complete, a confirmation prompt displays and asks if you want to view

the Import Summary. Click Yes to view it now or No to view it later. It is best to view it now to evaluate
the results of the import procedure.

Importing Delimited Records
Delimited data appears in columns, with each field separated by a character such as a comma, tab,
semicolon, or space. To import records that are in delimited format:

1. Verify that you are working with the correct database. For instructions, see “Selecting a Database”
on page 4-2.

2. On the File menu, select Import, and then click the type of records you are importing. This displays
the Open dialog box.

3. Navigate to the file containing the records you want to import, then click Open.
4. 1In the Step 1 dialog box (Figure 4.56), specify the range of records you want to import.

Ficure 4.56
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Original Data Type
 MARLC - Data is MARC based.

" Fixed width - Fields are aligned in columns with spaces between each field.
Start impart at row: |1 Stop import at row: |4
— Preview of File

Fow # | Record

1 "Herman, Charlotte.™:;"Millie Cooper, take & chance /";™
2 "Hurwitz, Johanna.";"Busybody Nora /";"Johanna Hurwitz

3 "Vega Di Tolla, Luigi.";"Mis Memorias":"written and ill
4 "Bernhard, Durga.";"WUhat's Maggie up to? /";"written an

4| | ]

Back I Mext I Cancel

To do so:
A. Skip the Original Data Type group. The Delimited option should auto- matically be selected.
B. In the Start import at row and Stop import at row boxes, select the range of records you want
to import. By default, the first and last row numbers in the import file are displayed. If you only
want to import a portion of the records in the file, type the row numbers corresponding to the
range you want to import.

NOTE: The data in the Preview pane displays differently depending on the record type you are importing.
C. When finished, click Next.

5. Inthe Step 2 dialog box (Figure 4.57):

FiGure 4.57
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A. In the Field Delimiter list, specify the field delimiter character used by the data to be
imported to separate fields in the file. The import utility makes an educated guess based on the
contents of the file you are importing; however, verify the delimiter by reviewing the columns of
data in the Preview pane. If data does not appear in correct column order, select the appropriate
field delimiter. Each time you select a different field delimiter, the Preview pane refreshes.

B. In the Text Qualifier list, specify the character (if any) used by the file to be imported to
mark the beginning and end of the data in a field. For instance, if a field contains lastname,
firstname, the data might be enclosed within quotes to mark the beginning and end of the data,
as in “lastname, firstname”.

C. Click Next.

6. In the Step 3 dialog box (Figure 4.58), indicate the MARC field mapping structure that you want
the records to conform to once they are imported. (M3 is designed to work with MARC records; therefore,
all data fields must map to a MARC field.)

Ficure 4.58
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By default, the dialog box does not have a mapping structure selected. You must select or modify an
existing mapping structure (if you've imported delimited records before), or create a new configuration.

e To select a field mapping configuration that was previously saved:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field Mapping
Configuration dialog box.

B. Select the desired configuration, then click OK.

C. After the Step 3 dialog box refreshes, click Next, and then skip to step 7 beginning on page
4-67.

e To create a new field mapping configuration by modifying a configu- ration that was
previously saved:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field Mapping
Configuration dialog box.

B. Select the desired configuration, then click OK.

C. After the Step 3 dialog box refreshes, make any desired changes as explained in the next
bullet.

e To create a new field mapping configuration:
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A. In the check box column, select each field you want to import in the Column Data column.
By default, no fields are selected.

B. The Column Data column provides a list of the fields used by the records to be imported. By
default, the actual field data for the first record in the file is displayed. (To display the data for
other records, click the navigation buttons in the lower left of this dialog box.) The Column Data
column works with the Action column.

C. In the Action column, select Keep or Replace for each field you plan to import. By default,
Keep is selected for each field.

Select Keep if you want to import all data currently stored in that field.

Select Replace if you want to change the current data in a field to a constant value (such as a
library name, a regional code, or a field label). This constant value then appears in this field in
all imported records. If you select Replace, then in the Column Data column, type the information
you want to appear in this field.

D. In the Map To column, select the destination MARC field or subfield for each field listed in
the Column Data column. To map to a destination field or subfield, click the Map To arrow and
select the destination field. Patron record fields are shown in the example in Figure 4.59. (You
can expand and collapse the field tree by clicking the field’s corresponding plus (+) and minus

(-) signs.)
FIGure 4.59
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E. Inthe Occurrence # (Occ.#) column, select the order in which you want any repeating fields
to occur in the destination records. By default, any repeating fields are numbered in sequential
order in the Occ.# column. For example, if a field containing the patron’s last name occurs
twice, the first listing is assumed to be occurrence 1 and the second is occurrence 2. You can
override this occurrence order by typing the preferred order numbers into this column.

NOTE: The import utility assumes that the field or subfield you are mapping to in the Map To column becomes the first occurrence
of that field in the new records. You are prompted to either accept this first occurrence order or change to a preferred occurrence
order. (If the new occurrence order leaves gaps between occur- rence numbers, a GAP error message advises and allows you to
revise the order.)

F. When finished:
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If you want to save the configuration to use during another import session, select Save As in the
Field Mapping Configuration list. This displays the Save Field Mapping As dialog box. Type a
descriptive name for the new mapping configuration, and then click OK.

OR

If you do not want to save the mapping configuration, proceed to the next step.
G. In the Step 3 dialog box, click Next.

7. In the Step 4 dialog box (Figure 4.60), specify the import options.

Ficure 4.60

Flease specify the import options

— Duplicates:

" Do not allow duplicates
7 Allow duplicates

—Holding Records:

¥ Generate holding recaords

—Barcode

¥ Automatically generate barcode records

" Update barcode values in 852 field with:

Prefix Suffix Starting Value Suffix Increment Type Suffix Increment By
I I INumeriC ;I I
Assign to group: | vl

Back I Finizh I Cancel

To do so:

A. If you are importing bibliographic records, the Duplicates group is available. If so, do one of
the following:

e To prevent the import of records that may duplicate existing records, click Don’t allow
duplicates. (All fields in two records need not match to consider the records as duplicates;
matching is based upon specific vital field criteria. For example, two records may be
considered duplicates if just the ISBN field matches.)

e To import records that may duplicate existing records, click Allow duplicates.
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Tip: Select the Don’t show this window again check box before clicking a button to apply the action to the displayed record and all
records being imported in
this session.

Tip: You must have 852 entries in the records you are importing or other fields mapped to 852 in order for Update barcode values
in 852 field with to work. If no 852 field is found in a record, then no barcode is generated for that record.

¢ To be prompted when duplicate records are found during the import process, accept
the default Prompt if duplicates are found option. This lets you compare the record you are
importing to the record already in the M3 system, and then decide whether to import the
duplicate record.

If a duplicate record is found, the Bibliographic Compare dialog box displays (Figure 4.55),
showing the two records side by side. Using the option buttons, you have the following
four choices:

Save Existing — Saves the existing bibliographic record and does not import the duplicate
bibliographic record. It imports any corresponding holding records. Result: One
bibliographic record with all corresponding holding records.

Replace Existing — Imports the duplicate bibliographic record and replaces the existing
bibliographic record. It also imports all corresponding holding records. Result: One
bibliographic record with all corresponding holding records.

Import — Imports the duplicate bibliographic record and keeps the existing bibliographic
record. It also imports the corresponding holding records and links them to the duplicate
bibliographic record, not the existing bibliographic record. Result: Two biblio- graphic
records and two sets of holdings —the existing biblio- graphic record and its original
holdings, and the duplicate bibliographic record and its corresponding holdings.

Don’t Import — Does not import the duplicate record. Result: The existing bibliographic
record and its holding records remain the same.

B. Ifyou are importing bibliographic records, the Holding Records group is available. If you do not
want to generate holding records, clear the Generate holding records check box. Otherwise, accept
the default.

C. In the Barcode group, specify how you want barcodes handled during the import procedure.
Your options are:

» Totransfer any barcode numbers in the 852#p field of the orig- inal records to M3, select
the Automatically generate barcode records check box in the Barcode group. (This should be
the only option that is selected in the Barcode group.) This allows you to continue using
this barcode with the same record and places the barcodes you are importing into the M3
system (in the barcode table).
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¢ To create new barcodes for the records being imported, whether barcodes exist in the
original records or not, select the Update barcode values in 852 field with check box. You
must then accept or change the values in the four boxes below it:

Prefix — To assign a constant prefix to the barcodes imported into the 852 field,
type it here. For example, type b for bibliographic records or p for patron records.
You must assign different prefixes to bibliographic records and patron records.

Suffix Starting Value — To assign an incrementing suffix to the barcodes in the
order they import into the system, type the numeric starting value for these
records (for example, type 1).

The Import Summary is a log containing the start and end time of the import session, the number of records in the import file,
the number of records imported success- fully, any duplicate barcodes, and the barcode creation summary. Duplicate barcodes
are changed to a barcode of “SIRS” followed by the ISN number.

Suffix Increment Type — If you assign a suffix, you must select a format in this list.

Suffix Increment By — If you assign a suffix, type the number of increments you
want the records to increase by (for example, 1 increment).

e If you do not want to transfer or assign any barcodes to the records being imported,

clear both check boxes (Automatically generate barcode records and Update barcode values in
852 field with).

NOTE: If the first check box is unavailable, clear the second check box to make the first check box available.
D. In the Assign to group list, select the group to which you want the imported data assigned.

E. When finished, click Finish. While the import procedure takes place, the Import Progress
bar displays on screen.

8. When the import procedure is complete, a confirmation prompt displays and asks if you want to view
the Import Summary. Click Yes to view it now or No to view it later. It is best to view it now to evaluate
the results of the import procedure.

Importing Fixed Width Records

Fixed width data appears in columns, with each field in the original record sepa- rated into columns of
a specified width. Typically, fixed width records are patron records. To import records that are in fixed
width format:

1. Verify that you are working with the correct database. For instructions, see “Selecting a Database”
on page 4-2.

2. On the File menu, select Import, and then click the type of records you are importing. This displays
the Open dialog box.

3. Navigate to the file you want to import, then click Open.
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4. In the Step 1 dialog box (Figure 4.61), specify the range of records you want to import.

FiGURe 4.61

Flease choose the data type that best describes your data and the range of records to be imported

Original Data Type
 MARLC - Data is MARC based.
" Delimited - Characters such as commas or tabs separate each field.
Ol iflilﬁgd width - Fields are aligned in columns with spaces between each field|
Start import at row: |1— Stop import at row: IF
— Preview of File
Fow # | Record i‘
1 10170845TU ASLEE SETH TEASLEE
2 10181943 TUADMIRE BROOKEE DADMIRE
3 10158933 TUADMIRE JACCE CADMIRE
4 10139663 TUADMIRE MICHAEL CADMIRE
5 10190453 TUALDEWICE AMIRA FALDEWICE
] 10064083 TUALLEN PAIGE MALLEN
7 10129963 TUALLEY LAUREN NALLEY
8 10146553 TUALVAREE JESSICA ALVAREZ
=] 101012 1S TUANDERSCN JACOB HANDERSON
10 10181325 TUANDERSCN JAKE TANDERSON
11 10181955 TUANDREWS JORDAN MANDREWS -
4 | Ll_l

Back I Mext I Cancel

To do so:
A. Skip the Original Data Type group. The Fixed width option should auto- matically be selected.
B. In the Start import at row and Stop import at row boxes, select the range of records you want
to import. By default, the first and last row numbers in the import file are displayed. If you only
want to import a portion of the records in the file, type the row numbers corresponding to the
range you want to import.

NOTE: The data in the Preview pane looks different depending upon the record type you are importing.

C. When finished, click Next.

5. Inthe Step 2 dialog box (Figure 4.62), indicate where the column break is for each column in the
data. No column breaks are designated by default.

FIGURE 4.62
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To indicate a column break:

A. Click in the diamond row where a column break should occur, which is always to the left of

the field data. This creates a vertical line at the column break point.
e To move a column break, click and drag the diamond in the diamond row.
e To remove a column break, double-click the diamond in the diamond row.

B. Repeat this for each desired column break. When finished, click Next.

6. In the Step 3 dialog box (Figure 4.63), indicate the MARC field mapping structure that you want
the records to conform to once they are imported. (M3 is designed to work with MARC records; therefore,
all data fields must map to a MARC field.)

FiGURe 4.63
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By default, the Step 3 dialog box does not have a mapping structure selected. You must select or
modify an existing mapping structure (if you've imported fixed width records before), or create a new
configura- tion.

e To select a field mapping configuration that was previously saved:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field Mapping
Configuration dialog box.

B. Select the desired configuration, then click OK.
C. After the Step 3 dialog box refreshes, click Next, and then skip to step 7 on page 4-74.

e To create a new field mapping configuration by modifying a configu- ration that was
previously saved:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field Mapping
Configuration dialog box.

B. Select the desired configuration, and then click OK.

C. After the Step 3 dialog box refreshes, make any desired changes as explained in the next
bullet.

e To create a new field mapping configuration:
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A. Select the check box by each field you want to import. By default, no fields are selected.

B. The Column Data column provides a list of the fields used by the records to be imported. By
default, the actual field data for the first record in the file is displayed. (To display the data for
other records, click the navigation buttons in the lower left of this dialog box.) The Column Data
column works with the Action column.

C. In the Action column, select Keep or Replace for each field you plan to import. By default,
Keep is selected for each field.

Select Keep if you want to import all data currently stored in that field.

Select Replace if you want to change the current data in a field to a constant value (such as a
library name, a regional code, or a field label). This constant value then appears in this field in
all imported records. If you select Replace, then in the Column Data column, type the information
you want to appear in this field.

D. In the Map To column, select the destination MARC field or subfield for each field listed in
the Column Data column. To map to a destination field or subfield, click the Map To arrow and
select the destination field (Figure 4.64). (You can expand and collapse the field tree by clicking
the field’s corresponding plus (+) and minus (-) signs.)

FiGure 4.64

| MName <
Contral Mumber
Date &nd Time OF Latest Transaction
Creation Date

First Mame
Middle Name

L ab Bl | Llﬂ
oK I Cancel |

E. Inthe Occurrence # (Occ.#) column, select the order in which you want any repeating fields
to occur in the destination records. By default, any repeating fields are numbered in sequential
order in the Occ.# column. For example, if a field containing the patron’s last name occurs
twice, the first listing is assumed to be occurrence 1 and the second is occurrence 2. You can
override this occurrence order by typing the preferred order numbers into this column.

NOTE: The import utility assumes that the field or subfield you are mapping to in the Map To column becomes the first occur-
rence of that field in the new records. You are prompted to either accept this first occurrence order or change to a preferred occur-
rence order. (If the new occurrence order leaves gaps between occurrence numbers, a GAP error message advises and allows you
to revise the order.)

F. When finished:
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If you want to save the configuration to use during another import session, select Save As in the
Field Mapping Configuration list. This displays the Save Field Mapping As dialog box. Type a
descriptive name for the new mapping configuration, and then click OK.

OR

If you do not want to save the mapping configuration, proceed to the next step.
G. In the Step 3 dialog box, click Next.
7. In the Step 4 dialog box (Figure 4.65), specify the import options.

FiGure 4.65
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To do so:

A. If you are importing bibliographic records, the Duplicates group is available. If so, do one of
the following:

e To prevent the import of records that may duplicate existing records, click Don’t allow
duplicates. (All fields in two records need not match to consider the records as duplicates;
matching is based upon specific vital field criteria. For example, two records may be
considered duplicates if just the ISBN field matches.)

e To import records that may duplicate existing records, click Allow duplicates.
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¢ To be prompted when duplicate records are found during the import process, click
Prompt if duplicates are found. This lets you compare the record you are importing to the
record already in the

Tip: Select the Don’t show this window again check box before clicking a button to apply the action to the displayed record and all
records being imported in this session.

Tip: You must have 852 entries in the records you are importing or other fields mapped to 852 in order for Update barcode values
in 852 field with to work. If no 852 field is found in a record, then no barcode is generated for that record.

M3 system, and then decide whether to import the duplicate record.

If a duplicate record is found, the Bibliographic Compare dialog box displays (Figure 4.55),
showing the two records side by side. Using the option buttons, you have the following
four choices:

Save Existing — Saves the existing bibliographic record and does not import the
duplicate bibliographic record. It imports any corresponding holding records.
Result: One bibliographic record with all corresponding holding records.

Replace Existing — Imports the duplicate bibliographic record and replaces the
existing bibliographic record. It imports all corre- sponding holding records.
Result: One bibliographic record with all corresponding holding records.

Import — Imports the duplicate bibliographic record and keeps the existing
bibliographic record. It also imports the corresponding holding records and links
them to the duplicate bibliographic record, not the existing bibliographic record.
Result: Two biblio- graphic records and two sets of holdings —the existing biblio-
graphic record and its original holdings, and the duplicate bibliographic record
and its corresponding holdings.

Don’t Import — Does not import the duplicate record. Result: The existing
bibliographic record and its holding records remain the same.

B. Ifyou are importing bibliographic records, the Holding Records group is available. If you do not
want to generate holding records, clear the Generate holding records check box. Otherwise, accept
the default.

C. In the Barcode group, specify how you want barcodes handled during the import procedure.
Your options are:

¢ To transfer any barcode numbers in the 852#p field of the orig- inal records to M3,
select the Automatically generate barcode records check box in the Barcode group. (This
should be the only option selected in the Barcode group.) This allows you to continue
using this barcode with the same record and places the barcodes you are importing into
the M3 system (in the barcode table).
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¢ To create new barcodes for the records being imported, whether barcodes exist in the
original records or not, select the Update barcode values in 852 field with check box. You
must then accept or change the values in the four boxes below it:

Prefix — To assign a constant prefix to the barcode imported into the 852 field,
type it here. For example, type b for bibliographic records or p for patron records.
You must assign different prefixes to bibliographic records and patron records.

Suffix Starting Value — To assign an incrementing suffix to the barcodes in the
order they import into the system, type the numeric starting value for these
records (for example, type 1).

Suffix Increment Type — If you assign a suffix, you must select a format in this list.

The Import Summary is a log containing the start and end time of the import session, the number of records in the

import file, the number of records imported success- fully, any duplicate barcodes, and the barcode creation summary.
Duplicate

barcodes are changed to a barcode of “SIRS” followed by the ISN number.

Suffix Increment By — If you assign a suffix, type the number of increments you want the records to

increase by (for example, 1 increment).

e If you do not want to transfer or assign any barcodes to the records being imported, clear both check
boxes (Automatically generate barcode records and Update barcode values in 852 field with).

NOTE: If the first check box is unavailable, clear the second check box to make the first check box
available.

D. In the Assign to group list, select the group to which you want the imported data assigned.
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E. When finished, click Finish. While the import procedure takes place, the Import Progress bar
displays on screen.

F. When the import procedure is complete, a confirmation prompt displays and asks if you want to
view the Import Summary. Click Yes to view it now or No to view it later. It is best to view it now to
evaluate the results of the import procedure.
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This section explains how to export records from the M3 system. All M3 records are in MARC format;
they can be mapped to export in their current format or you can specify a different format by mapping
the information into different fields prior to performing the export.

To export MARC records:
1. Verify that you are working with the correct database. For instructions, see “Selecting a Database”
on page 4-2.
2. Perform a search to isolate the records you want to export. To do so:
A. On the Edit menu, click Search. This displays the Search dialog box (Figure 4.46).

B. In the Search For list, select the type of records you are exporting.

C. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field
or operator.

D. Click Search. This displays a list of records matching your search query (Figure 4.6).

3. Select the check box by each record you want to export. Or, to export all records in the list, on the
Edit menu, select the type of record you want to export, and then click Select All Records.

4.  On the File menu, click Export. This displays the Select Method of Export dialog box (Figure 4.66).

FiIGURe 4.66

Select Method of Export

%" Standard E xpart

This method will expart selected records "as is", Cancel I

" Enhanced Export

This method pravides for record manipulation prior to
expoit. This method iz more time consuming as it scans
all records prior to allowing any changes.

Tip: To see the field entries in other records selected for export, click the navigation buttons in the lower left of the M3 Data Export
dialog box. From left to right, these buttons access the first record selected for export, the previous record, the next record, and
the last record.

5. Select a method of export, then click OK.

e Standard Export — This method exports the records “as is,” maintaining the current MARC
field structure.

e Enhanced Export — This method allows you to revise the MARC field structure during the
export process. Fields can be remapped or excluded during the export procedure. This method of
export takes longer as all records are scanned prior to allowing any changes.
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6. If you selected Standard Export in step 5, continue with step 7. If you selected Enhanced Export,
skip to the next section, “Completing the Enhanced Export,” for instructions.

7. In the Export Records dialog box, select the path and type the file name for the records you are
exporting, and then click Save. This exports the records.

8.  When the export is finished, a confirmation prompt appears. Click OK.

Completing the Enhanced Export
The Enhanced Export method allows you to revise the MARC field structure during the export process.
To do so:

1. Complete steps 1 through 5 in “Exporting Bibliographic, Holding, Patron, and Authority Records”
beginning on page 4-76, selecting Enhanced Export in step 5.

2. In the M3 Data Export dialog box (Figure 4.67), select the field mapping structure you want the
records to conform to once they are exported. By default, the dialog box is set to export the field mapping
configuration cur- rently used by the records being exported.

NOTE: When the M3 Data Export dialog box displays, you see the field entries for the first record in the range of records you

plan to export. In addition, you see the comprehensive list of fields and subfields used by the entire range of records selected for
export. Because this first record may not have entries in every field used by the range of records, you are likely to see **Field not in
current record** throughout the Field Data column.

FIGURE 4.67
Flease select or define the field mapping configuration to be used during this export session.
Field Field Data Action | Map To | Occ. #| -
|~ | oo 0000000006 Keep ~ (001 > |1
[|¥ | 005 20020401163342.0 Keep ¥ | 005 |1
|~ | 008 00021152000 oru 000 0 eng |Keep | 008 1
|~ 010 |
¥| L a 00008406 Keep >|010a ~|1
|~ 020 |
¥|L_a [1576737330 Keep >|020a |1
" |~ [040 |
I a |DLC Keep > |040a -1
W c (DLC Keep * | D40c *i1
v d [DLC Keep ~|040d ~|1
I~ [% |050 | =
Field Mapping Canfiguration

1 of 1 exported record(s]

Back I Finish I Cancel |

Your options in this dialog box are:

e Accept the default field mapping configuration and continue the export process. To do
so, click Finish, then skip to step 5 on page 4-80. (This is equivalent to selecting Standard
Export.)
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¢ Accept the default field mapping configuration and save it for future exporting
sessions before continuing. To do so:

A. In the Field Mapping Configuration list, select Save As. This displays the Save Field Mapping

As dialog box.

B. Type a descriptive name for the new configuration, then click OK. C. After the M3 Data

Export dialog box refreshes, click Finish, and then skip to step 5 on page 4-80.
¢ Use a field mapping configuration that was previously saved. To do so: A. In the
Field Mapping Configuration list, select Load. This displays the Load Field Mapping
Configuration dialog box.

B. Select the desired configuration, then click OK.

C. After the M3 Data Export dialog box refreshes, click Finish, and then skip to step 5 on page
4-80.

¢ Create a new field mapping configuration by modifying the default configuration. To
do so, skip to step 3.

¢ Create a new field mapping configuration by modifying a configura- tion that was
previously saved. To do so:

A. In the Field Mapping Configuration list, select Load. This displays the Load Field Mapping
Configuration dialog box.

B. Select the desired configuration, then click OK.

C. After the M3 Data Export dialog box refreshes, make any desired changes as explained in
the next step.

Tip: To map most but not all occurrences of a repeating field to the same destination field, you can still use the optional Unite
procedure explained in step A, with one modification. After selecting the Unite check box and revising the Map To destina- tion
as explained in step F on page 4-79, then clear the Unite check box. This sepa- rates the repeating field list- ings once again but
maintains the Map To modification entered while the fields were united. You can then modify the mapping as explained in step F
for those few listings that do not match the global change you entered while the fields were united.

3. To modify a field mapping configuration:

A. Inthe M3 Data Export dialog box, review the Field column for fields that repeat. If you plan
to change the mapping of a repeating field, and if all occurrences of the repeating field are to be
mapped to the same destination field, then you can save time and keystrokes by using the optional
Unite check box feature. This collapses all the occurrences of the repeating field into one line,
creating a single occurrence, thereby enabling you to simultaneously remap all occurrences of this
field to the same field. (If the field repeats several times, this could save you considerable time. If
you do not use this feature, you must revise the mapping for each occurrence individually.)
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To use this time-saving option, select the Unite check box by the first occurrence of the repeating
field. (This action collapses all the repeated field occurrences into a single listing.) Then
continue to step B.

B. In the Include check box column, select the fields and subfields you want to export among
those listed in the Field column. In the default configuration, all fields and subfields are selected
based on the assumption you want to export all data contained in the records you are exporting.
If you do not want to export a particular field or subfield, clear the field’s Include check box.

C. In the Field column, do nothing. The Field column provides a list of the fields and subfields
used by the records to be exported. Some records may not have entries in each field and subfield
in this list.

D. The Field Data column works with the Action column. By default, the Field Data column
displays the actual field and subfield data for the first record in the range you plan to export.
To view the data contained in other records, click the navigation buttons in the lower left of this
dialog box.

E. In the Action column, select Keep or Replace for each field and subfield you plan to export.
In the default mapping configuration, Keep is selected for each field and subfield.

e Select Keep if you want the data currently stored in that field to be kept during the
export procedure.

e Select Replace if you want to change the current data in a field to a constant value
(such as a library name, regional code, or field label) during the export procedure. This
constant value over- writes all data contained in the field during the export process.
If you select Replace, then in the Field Data column, type the infor- mation you want to
appear in this field.

F. In the Map To column, select the destination MARC field or subfield for each field you plan
to export. The default mapping configuration assumes you want to export to the same field
locations; therefore, the Map To column displays the same field tag number and subfield code
listed in the Field column.

To change the default mapping to a different destination field or subfield, click the Map To
arrow and select the preferred destination field or subfield from the tree. (You can expand and
collapse the field tree by clicking the field’s corresponding plus (+) and minus (-) signs.)

G. Inthe Occurrence Number (Oce.#) column, select the order in which you want any
repeating fields to appear in the new records. (This is not applicable if the repeating field’s Unite
check box is selected.) In the default mapping configuration, any repeating fields are numbered
in sequential order in the Oce.# column. (To review the type of infor- mation in each occurrence
of the field, look at the entries in the Field Data column.) For example, if subfield 020#a occurs
twice, the first listing is assumed to be occurrence 1 and the second is occurrence 2. You can
override this occurrence order by typing the preferred order numbers into this column.
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If you revise the Map To column, the export utility assumes that the field or subfield you are
remapping becomes the first occurrence of that field in the new records. You are prompted to either
accept this first occurrence order or change to a preferred occurrence order. (If the new occurrence
order leaves gaps between occurrence numbers, a GAP error message advises and allows you to
revise the order.)

H. When finished:

e If you want to save the mapping configuration to use during another export session,
select Save As in the Field Mapping Config- uration list. In the Save Field Mapping As
dialog box, type a descriptive name for the new mapping configuration, and then click
OK.

OR

¢ If you do not want to save the mapping configuration, proceed to the next step.
4. Inthe M3 Data Export dialog box, click Finish.

5. In the Export Records dialog box, select the path and type the file name for the records you are
exporting, and then click Save. This exports the records.

6. When the export is finished, a confirmation prompt appears. Click OK. The export procedure is
complete.
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This chapter describes:

¢ How to modify Circulation options

e How to conduct circulation transactions (loans, returns, renewals, reserves and holds, bookings, fine
processing)

¢ How to print transaction information and receipts

e How to search for, create, and edit records

¢ How to display pictures in Circulation

e How to add messages to and delete messages from your Circulation system

¢ How to attach messages to and detach messages from records

¢ How to set up one or more circulation schedules for your library, including closed dates and hours of
operation

¢ How to temporarily change the system date

e How to work with transaction reports and upload transactions

¢ How to modify the Circulation window display

Before you begin to use Circulation, be sure to perform the following procedures:
e Create item groups. See “Creating a New Item Group” on page 3-17.
¢ Create patron groups. See “Creating a New Patron Group” on page 3-4.

¢ Import item barcodes, assigning items to item groups as part of this pro- cess. See
“Importing Bibliographic, Patron, and Authority Records” on page 4-55.

Tip: Patron barcodes can be alphanumeric, maximum 255 characters, and are case- insensitive.

e Enter patron records, assigning patrons to patron groups as part of this process. See
“Importing Bibliographic, Patron, and Authority Records” on page 4-55.

¢ Set up your library schedules. See “System Schedule Setup” on page 5-50.

e Set up your receipt printer, assuming you plan to print transaction receipts. See “Setting Up
Your Receipt Printer” on page 5-21.

e Add standard patron and item messages to your system. See “Adding Mes- sages to the
Circulation System” on page 5-42.

To start the Circulation module:
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1.  On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click

Circulation. This displays the Circulation Login dialog box.

2. Type your user ID in the Login Name box, your password in the Password

box, and then click OK. This displays the Circulation window (Figure 5.1).

Circulation transactions are processed at the main M3 Circulation window (Figure 5.1). This window
consists of three panes: a patron pane, an item pane, and a transactions pane. Window features are

summarized in this section.

FiGure 5.1

M3 Circulation -(M3 Workstation)
File Mode Patron Item  Tools  Settings  Help

MaNDARIN M3™
CIRCULATION

Azjralslz|olofel¢|o|e|e] =[] 2 B|E (= o]

Return  Renew Reserve Status

|| = [rem

Patron:

—‘_‘Jl Transactions:

Ready lLaan Library [adrmin [1an 07, 2003 [01:55FM

4

e Circulation menu bar - Contains the File, Mode, Patron, Item, Tools, Set- tings, and Help

menus.

e File menu (Figure 5.2): Change to a different database, print a receipt, or log out of the

Circulation module.

FIGURE 5.2
Eile
Change Database ... Ctl+D

Print Receipt 2

Logout
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e Mode menu (Figure 5.3): Select the transaction mode you want to use. Because of their
frequent use, five of the transaction modes are also available from toolbar buttons.

FiGure 5.3

Mode

v Loan F5
Betumn FB
Renew F7
Reseve Fa
Booking F9
Status F10
Sell-Check
Seli-Retum
Quick Retun
In-House Circulation
Library Transactions

e Patron menu (Figure 5.4): Add or edit a patron record, process fine payment information,
attach a message to a patron record, check a patron’s transaction history, or search for a patron.
(Many of these functions are also available by right-clicking the Patron pane in the Circulation
window.)

FIGure 5.4

Pation

Add Patron... F3
Edit Patron...

Payments... F4
Messages...
History. .

Search...

Note: The History option is available only if Enable Patron History is selected in Circulation Options. For details, see “Modifying
Circu- lation Options” beginning on page 5-6.

e Item menu (Figure 5.5): Add or edit a bibliographic record, add or edit a holding record,
attach a message to an item record, review an item’s history, or search for an item record.
(Many of these functions are also available by rightclicking on the Item pane in the Circulation
window.)

FIGURE 5.5
[tem

Add Bibliographic. .
Add Holding ..

Edit Biblographic...
Edit Holding

Messages...
History...

Search. .
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Note: The History option is available only if Enable Item History is selected in Circulation Options. For details, see “Modifying Circu-
lation Options” beginning on page 5-6.

e Tools menu (Figure 5.6): Create and edit the messages available for attachment to patron
and item records, modify and backdate the cir- culation calendar, configure the overall library
schedule, change to a different interface language, or import offline TriCoder transactions (such
as TriCoder transactions conducted from a bookmobile or while your main system is unavailable).

FIGURE 5.6

Tools

Messages. .

Backdate. .. F2
Schedule...

Upload Transactions...
Change Language *

e Settings menu (Figure 5.7): Turn the Transactions pane display off/ on, enable/disable
transaction identification sounds, and access circu- lation options for timeout periods, item and
patron history displays, due date overrides, and more (see “Modifying Circulation Options” on
page 5-6).

FiIGure 5.7

Settings
Display Transactions For... 3
Circulation Options:

v Sound F11

e Help menu (Figure 5.8): Access Circulation Help topics, connect to the Mandarin Web page,
and view the circulation system log and upload log.

FiGure 5.8

Help
Help Topics Fi
Mandarin On The Web (3
About M3 Circulation...

View Spstem Log
iew Upload Log

Note: To enable the shortcut toolbar, change the Shortcut Toolbar entry in the Mcircsys.int file (located in the Circulation folder
in your M3 directory) from OFF to ON, then restart the Circula- tion module.

e Circulation toolbar - Contains buttons for frequently-used transactions: Loan, Return,
Renew, Reserve, and Status. These functions are also avail- able through the Mode menu.

e Shortcut toolbar — Contains buttons for commonly-used functions, such as adding an item or
patron, accessing circulation options and the schedule, and changing the interface language. To
view the function of each button, rest your mouse pointer on the button for a moment to display
a ToolTip. To turn the shortcut toolbar on or off for the current session, press CTRL+T.
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Barcode box — Allows you to type an item or patron barcode to access the matching record.

e Patron pane - Displays vital statistics for the selected patron. The informa- tion displayed
in this pane is customizable, but typically contains data such as the patron name, ID number,
address, phone number, and patron transaction statistics. Any MARC record field tag and

set of statistics can be configured to appear in this pane. The font size, style, and color in

this pane can also be customized. (See “Modifying the Patron Pane Display” on page 5-59 for
customization information.) A convenient right-click transaction menu (Figure 5.9) can be

accessed when information appears in this pane.

FIGURE 5.9

Edit
Add

Search

Messages
Design Mode

Brrint

Item pane - Displays brief information about the selected item. As with the Patron pane,
the type of information displayed here can be configured. The font size, style, and color in

this pane can also be customized. (See “Modifying the Item Pane Display” on page 5-64 for
customization infor- mation.) A convenient right-click transaction menu can be accessed when
information appears in this pane (shown in Figure 5.9).

e Transactions pane - Lists the transactions related to the active patron or item in the upper
panes. The type of information displayed here can be configured. The font size, style, and color
in this pane can also be custom- ized. (See “Modifying the Transactions Pane Display” on page
5-65 for customization information.) A convenient righ click transaction menu (Figure 5.10) can
be accessed when information appears in this pane.

Ficure 5.10

Design Mode

Recal
Loen

Renew

Renew Al

Return

Return Al
Claimed Returned

Claimed Mever Had
Cancel Reser

Cancel Bonking

Lost

Damaged
Change Date

Prinkt

veHald

¢ Display button — Switches the Transactions pane display between all trans- actions, patron
transactions, and item transactions. A “head” icon on the Display button represents patron
transactions; a “book spine” icon repre- sents item transactions; and no icon represents all

transactions.
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¢ Check box column — When information appears in the Transactions pane, a check box
corresponding to each transaction appears in this column.

o Status bar - Provides details about the information displayed in the Circu- lation window.
In addition to the status message on the left of the status bar, there are five boxes on the right
(shown in Figure 5.11).

FIGUrRe 5.11

Ready lLoan Library |adrmin |Jar 07, 2003 [01:58PM

* Mode box —identifies the active transaction mode.

 Database box —identifies the active database.

e User name box —identifies who is logged onto the circulation system.

¢ Date box —identifies today’s date based on the circulation system cal- endar.

¢ Time box —identifies the current system time based on the circulation clock.
You can right-click several of these boxes to access shortcut options. A right-click on the mode box
opens a transaction menu (Figure 5.12); a right-click on the database box displays the Change

Database dialog box (Figure 5.18); and a right-click on the date or time boxes displays the cir- culation
calendar and clock, allowing for temporary date and time changes.

FiGure 5.12
v Loan F5

Betumn FB
Renew F7
Reseive Fa
Booking F9
Status F10
Self Check
Self Retun
Buick Retumn
In-House Circulation
Library Transactions

Several circulation setup options are available from within the Circulation module, including timeout
settings, patron and item history display toggles, and more. Each setting is covered in this section.

1. To access these options, click Circulation Options on the Settings menu. This displays the Circulation
Options dialog box (Figure 5.13), which has five tabs.
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Note: To access the Circula- tion, History, and Self Mode tabs, the Circulation Options check box must be selected in Group
Editor. See Figure 3.7 on page 3-8.

2. Click the appropriate tab, and modify as desired.
 Circulation tab (Figure 5.13):

¢ Global Timeout — Select the Enable Timeout check box to enable the timeout feature. In the
Timeout list, select the desired number of seconds before the Circulation window automatically
clears after a transaction.

e Fine Calculation — Select the Exclude Closed Days From Fine check box if your institution does
not want to include closed days in fine accruals.

e Barcode — Select the Pre-Process check box to have the system pre- process barcodes as

they are scanned into the system. Some barcode scanners automatically add leading zeros or
following characters to barcodes as they are scanned into the system. You can select the number
of leading or trailing characters to be removed from scanned barcodes in the Leading Zeros and
Trailing Chars lists.

o Sound tab (Figure 5.14):

FiGURe 5.14

Circulation  Sound I Histuryl Self MUdEI Due Datel

Sound Device
" PC Speaker
% Sound Card

()8 I Cancel

¢ Enable Sound — Select to enable the sound cues that accompany each circulation transaction.
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e Sound Device — Select the type of sound device installed on your computer.

e History tab (Figure 5.15):

FIGURe 5.15

Eirculatiunl Sound  History I Self MUdEI Due Datel

|

" Enable Item Histary

Note: To disable this tab, change the History Option entry in the Global.ini.REG file (the default path is C:\M3 Server\Registry
\Common) to Disable=on.

* Enable Patron History — Select if you want the option to view patron transaction histories during
standard circulation transactions. If enabled, a History option appears on the Patron menu
(Figure 5.4). When History is selected, the Transactions pane can be switched to display Patron
History.

e Enable Item History — Select if you want the option to view item transaction histories during
standard circulation transactions. If enabled, a History option appears on the Item menu (Figure
5.5). When History is selected, the Transactions pane can be switched to display Item History.

+ Self Mode tab (Figure 5.16):

FIGURE 5.16

Eirculatiunl SUundI History ~ Self Mode I Due Datel

Timeout Period [secs): |2D vl

()8 I Cancel

¢ Enable Patron Display — Select to display active patron transaction information in the
Transactions pane during self-checkout and self-return modes.
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e Timeout Period (secs) — Select the number of seconds that a self- checkout or self-return
transaction displays after a transaction is completed. After the timeout period elapses without
any worksta- tion activity, data in the Circulation window clears.

e Due Date tab (Figure 5.17):

FIGURE 5.17

Eirculatiunl Suundl Histuryl Self Mode Due Date I

Use Provided
" Date For This
Session,

—

()8 I Cancel |

e Normal Calculation — Click this option to use the default loan period due date (set by item
group in the Group Editor).

¢ Use Provided Date For This Session — Click this option to override the default due date
calculation based on the item group loan period. This displays a calendar. Use the calendar’s
left (<) and right (>) arrows to select a month, then click the desired date. The selected date
appears in the box. This date stays in effect until you click Normal Calculation or log out of
Circulation.

3.  When finished, click OK.

With M3 Circulation, you can specify the interface language. This affects screen elements such as
names of windows, buttons, and text boxes; it does not affect the language of the records in your
database. (The default language and the lan- guages displayed in the list can be reconfigured by the
system administrator.)

To select an interface language:
Tip: You can also change the language by clicking the corresponding flag on the shortcut toolbar.

1.  On the Tools menu, click Change Language. This displays a sub-menu with the languages available
for selection.

2. Click the language you want to use. This refreshes your circulation inter- face to display the
selected language.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
151 of 361



M3 Circulation may operate the circulation of items in several databases. If so, it is easy to change to a
different database while using the system. To do so:

1.  On the File menu, click Change Database. This displays the Change Data- base dialog box (Figure
5.18).

FIGURE 5.18

aK I
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Cunent Database: [HEIRG_IG_GG ~

2. In the Current Database list, select the desired database.

3. Click OK. The selected database displays on the status bar.

Note: If a scanned barcode is invalid, three distinct beeps will sound.

All circulation transactions are accessed from the Circulation window. You can view patron and item
status, loan items, return items, renew items, reserve and hold items, book equipment and rooms,
attach patron and item messages, process fine payments, forgive fines, and record patron claims of lost,
previously paid, never had, and previously returned. Procedures are explained in the following sec-
tions.

Viewing Patron and Item Status

To view the status of a patron or item:
1. On the toolbar, click Status.

2. In the Barcode box, type the item or patron barcode, and then press ENTER (or scan the code).
This displays a record in the Patron or Item pane, depending upon the type of code you entered. If there
are any open trans- actions for this patron or item, they display in list form in the Transactions pane
(Figure 5.19).

FIGURE 5.19
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Tip: To retrieve a recently used barcode (patron or item), click the desired barcode in the Barcode list.

3. To view the status of another patron or item, enter a different barcode in the Barcode box.

OR

To continue with a transaction, right-click the mode box on the status bar. This opens a transaction
menu (Figure 5.12). These transactions are explained in the following sections.

Loaning Items
To loan one or more items to a patron:

1.  On the toolbar, click Loan.
2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

NOTES:

« Ifyour library has not yet established a circulation schedule, an error message displays. For information on establishing a
circulation schedule, see “System Schedule Setup” on page 5-50.

« Ifany patron has a fine associated with it, a fine message displays. You can:

« Click Override to ignore the message and continue with the trans- action.

» Click Payment to display the Payment dialog box.

» Click Cancel to stop the transaction.

3. In the Barcode box, type the item barcode, and then press ENTER (or scan the code). The loan
transaction appears in the Transactions pane as shown in Figure 5.20.
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Ficure 5.20
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Tip: Click the Display button to switch between a list of patron transactions, item transactions, and all transactions.

4.  To loan more items to this patron, type the next item barcode in the Bar- code box, and then press
ENTER (or scan the code). Repeat this process for each item loaned to this patron.

Note: If an item is returned that belongs to a special reserve group, a warning message displays. For more information on special
reserve groups, see “Working with Special Reserve Groups” beginning on page 3-23.

Returning Items
M3 Circulation provides five methods to return items. Four methods are described here, and Self-
Return is described on page 5-23.

e Single Return method — Used when a patron is returning a single item.

e Multiple Return method — Used when one patron is returning multiple items.

*  Quick Return method — Used when scanning bookdrop returns without patrons present.

¢ In-House Circulation method — “Returns” items left on tables and desks after in-library use.

Returning One ltem
To return an item:

1. On the toolbar, click Return.
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2. In the Barcode box, type the item barcode, and then press ENTER (or scan the code). This returns
the item.

Returning Multiple Items for the Same Patron
To return multiple items for one patron:

1. On the toolbar, click Loan, Reserve, or Status.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

3. In the Transactions pane, select the check box by each item the patron is returning.

4. Right-click on the Transactions pane to open a transaction menu (Figure 5.10).

5. Click Return. This returns all selected items.

Quick Return

This rapid entry method is designed for situations such as bookdrop returns. Quick Return does not
alert you to patron messages since it is assumed that patrons are not present. (This information
is included in the patron record and dis- plays the next time the patron conducts a circulation
transaction.) Quick Return does alert you when a Hold is attached to an item.

To return items using the Quick Return method:

1. On the Mode menu, click Quick Return.

2. In the Barcode box, type the item barcode, and then press ENTER (or scan the code). Repeat this
for each item being returned.

3. When finished, select another transaction mode to exit Quick Return.

NOTE: The Patron, Item, and Transactions panes do not update during the Quick Return procedure.

In-House Circulation Returns

This method is designed to “return” items that were removed from shelf positions and left on library
tables or desks, presumably used at the library though not checked out. This feature takes the
guesswork out of tracking in-library usage of your collection. As with Quick Returns, the In-House
Circulation return mode does not alert you to any messages except when a Hold is attached to an item.
To perform In-House Circulation returns:

1. On the Mode menu, click In-House Circulation.

2. In the Barcode box, type the item barcode, and then press ENTER (or scan the code). Repeat this
for each item being returned. When finished, select another transaction mode on the toolbar to exit In-
House Circulation.
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Recording an Item as Lost or Damaged
When an item is returned and recorded as damaged, a fine is attached to the patron’s record. The fine
amount is the maximum amount established for mem- bers of the item group (see step 6 on page 3-15).

When an item is recorded as lost, the fine amount is the item price indicated in field 852#9. If no price
exists, the fine is the maximum fine as set in Group Editor.

NOTE: If you want to be prompted to add an additional transaction fee to a lost or damaged item,
change the Transaction Fee entry in the Global.ini.REG file (the default path is C:\M3 Server\Registry
\Common) to Prompt for fee=on. In the amount entry, the default is $5.00; change if desired.

1. On the toolbar, click Loan, Reserve, or Status.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

3. In the Transactions pane, select the check box by the item to record as lost or damaged, and then
right-click. This opens a transaction menu (Figure 5.10).

4. Click Lost or Damaged. At the confirmation prompt, click Yes.

NOTE: If an additional transaction fee has been configured, the Transac- tion Fee dialog box displays the default fee amount.
Change if desired, then click OK. This amount is added to the lost or damaged fine.

The item is removed from the listing in the Transactions pane.

Claiming an Item as Returned or Never Had
1. On the toolbar, click Loan, Reserve, or Status.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

3. In the Transactions pane, select the check box by the item claimed as returned or never had, and
then right-click. This opens a transaction menu (Figure 5.10).

4. Click Claimed Returned or Claimed Never Had. The item is removed from the listing in the
Transactions pane.

Renewing aLoan on an Item
M3 Circulation provides two methods to renew items on loan, which are described in the following two
sections. The second method saves time if the patron is renewing more than one item.

Renewing One ltem
To renew an item:

1. On the toolbar, click Renew.

2. In the Barcode box, type the item barcode, and then press ENTER (or scan the code).
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NOTE: If the item is overdue, an overdue message displays. You can:

» Click Override to ignore the message and continue with the transaction.

» Click Payment to accept payment of the fine (see “Processing Patron Fines” on page 5-19 for instructions).

» Click Cancel to stop the transaction.

The renewal transaction appears in the Transactions pane as shown in Figure 5.21.

FiGURe 5.21
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 You cannot reserve or hold a deleted item.

« Ifyou want to be notified when an item is being placed on hold instead of reserve, change the Display Placed on Hold Messages
entry in the Mcircsys.ini file (located in the Circulation folder in your M3 directory) from OFF to ON, then restart the Circulation

module.

Renewing Multiple Items for the Same Patron
To renew multiple items for one patron:

1. On the toolbar, click Loan, Reserve, or Status.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

NOTE: If the patron has overdue items, an overdue message displays. You can:
« Click Override to ignore the message and continue with the transaction.
« Click Payment to accept payment of the fine (see “Processing Patron Fines” on page 5-19 for instructions).

« Click Cancel to stop the transaction.
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3. To renew one or more items listed in the Transactions pane, select the check box by each item the
patron is renewing, and then right-click. This opens a transaction menu (Figure 5.10). Click Renew. Or,
to renew all items listed in the Transactions pane, click Renew All.

NOTE: If any of the selected items are overdue, an overdue message dis- plays. You can:

« Click Override to ignore the message and continue with the transac- tion.

+  Click Payment to accept payment of the fine (see “Processing Patron Fines” on page 5-19 for instructions).
e Click Cancel to stop the transaction.

The renewal transaction appears in the Transactions pane as shown in Figure 5.21.

Reserving or Holding an Item

Reserve and hold transactions are conducted from the Reserve mode. A hold is applied when the
requested item is currently checked into the library and is there- fore available; a reserve is applied
when the item is currently checked out.

To reserve or hold an item:

1. On the toolbar, click Reserve.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

3. In the Barcode box, type the item barcode, and then press ENTER (or scan the code). The reserve
or hold transaction appears in the Transactions pane as shown in Figure 5.22.

FIGURE 5.22

M3 Circulation -(M3 Workstation)

File Mode Patron Item Tools  Settings Help

MANDARIN M3™[f
Loan Return  Renew Status CIRCULATION

Alslalalilal eolele gl o] 5| 2]+ BB o o|=|
S | e

1024100 A
Patron: Call No. J 821 CHO
P4 Title: The baby's good morning book /
Smith.Wiley Authar; Chara, Kay.
4143 Sealiate Publisher: E.P. Duttan,
Toledo OH 43623 Date: 1986,
882-7300 Pages: Edp.:

[rate Due: 13 Hov 2002

Current Statistics:

Loans: 1 Current Statistics:

Holds: 1 Loans: il
Reserves: 0 Halds: 1
Fines: 1 Reserves: 1] =
Fines: 1] LI
%J Patron Transactions:
Il [ &) Barcods| Call Nurnber Iterm Transaction|  Created Due
I~ | 10259553 94054 5T4 I harm's way : Fine 05 Now 2002 19 Nov 2002
I—'— 1001770 FIC EVA The loop / Fenewal 1 06 Moy 2002 20 Moy 2002
i 1024100 J 821 CHO The baby's good morning book / Hold 08 Mov 2002 13 Maow 2002
Ready [Reserve Library [adrmin [1an o7, 2003 pzissEm g
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Note: There must be an e-mail address entered in the patron record to use this feature.

Sending E-Mail Notificationsfor Itemson Hold

You can configure M3 to send automatic e-mail notifications to patrons when items they reserved are
returned and placed on hold.

1. Inthe Global.ini.REG file (the default path is C:\M3 Server\Registry\Common), do the following:

A. The default fields for patron notification are as follows. Change if desired. [PATRON INFO
FIELD] email=110#m phone=110#k

B. Type the name of your e-mail server.

[SMTP SERVER]
name=

C. Type the e-mail address that will appear in the “From” field in the e-mail notifications.

[INOTIFICATION EMAIL)]
sender=

2. When a reserved item is placed on hold, the e-mail confirmation is sent, and a copy of the e-mail is
sent to the address indicated in step C.

Note: You cannot book a deleted item.

Booking an Item
Use the Booking feature to reserve an item such as a conference room or piece of equipment for a future
day and/or time. You can book an item for a single day, a range of days, or for specific hours.

To book an item:
1. On the Mode menu, click Booking.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code). This
displays the patron’s record in the Patron pane.

3. In the Barcode box, type the item barcode, and then press ENTER (or scan the code). This displays
the Booking dialog box (Figure 5.23).

FIGURE 5.23
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4. Select the date and, if applicable, the time to book the item. To do so:

* To book an item for one day, click the day you want the item, and then click Add. This displays
the Booking Range dialog box (Figure 5.24) with the date selected. Click OK to return to the
Booking dialog box and place a marker on the selected day. When finished, click OK.

FiGure 5.24

From: [01/08/2003 08:00 am
To: [01/08/2003 05.00 pm

Lancel ]

¢ To book an item for more than one day, click the first day you want the item and drag the
mouse to the last day you want the item. Then click Add. This places a marker within the
selected range of days. When finished, click OK.

e To book an item for a few hours, click the Calendar/Hourly button. This displays the Agenda
window (shown in Figure 5.25). Click the start time you want for the item and drag the mouse
to the ending time you want for the item. Then click Add. This places a color-coded marker
along the selected time. When finished, click OK.

FiGUurRe 5.25
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A.

To manually book an item:

In the Booking dialog box, click Add. This displays the Booking Range dialog box (Figure
5.24).

B. Click in the From box. This displays a calendar with today’s date highlighted (Figure 5.26).

FIGURE 5.26

Calendar E

January. 2003

Sun Mon Tue Wed Thu

5 6

2

1 2

7w 9
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T Today: 0170872003

=

LY =

Range dialog box.

C.

In the calendar, click the first date in the range you want to book.

In the Time box, select the start time. When finished, click OK. This returns you to the Booking

D. Clickin the To box, then repeat step C to enter the date and time you want to return the booked
item. When finished, click OK. The selected time frame now displays in the Booking dialog box.

5. When finished booking the item, click OK. The booking transaction appears in the Transactions

pane.

Sending E-mail Notificationsfor Finesand Overdue Items
You can send e-mail notifications to patrons who owe fines or have overdue items.
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1. Indicate the e-mail address that will appear in the “From” field in the e-mail notifications. To do
so, see step 1C on page 5-16.

2. To send notifications, click Library Transactions on the Mode menu. This dis- plays a listing of all
transactions in the Transactions pane.

3. Right-click in the Transactions pane, then click Select Transactions on the command menu. This
displays the Select Transactions dialog box (Figure 5.27).

FIGure 5.27
— Tranzaction Type—— —~ Time Period————
oK
& & Curent Day
...... g

 Loans Lancel |
€ Fines ' Last | days
" Holds € Tomomow's
€ Reserves Overdue Loans
" Bookings

= Al
" Overdue Loans

= I days or more
I | Send rtifization

Note: To send e-mail notifications to patrons who owe fines, see the preceding section, “Sending E-mail Notifications for Fines and
Overdue Items.”

4. In the Transaction Type group, click Fines or Overdue Loans, and then select the Send notification
check box. Then do one of the following:

e If you clicked Fines, select an option in the Time Period group.
OR

e Ifyou clicked Overdue Loans, select an option in the Overdue Loans
group.

5.  Click OK. All patrons with transactions that meet the fine or overdue cri- teria are sent a
notification, and these transactions display in the Transac- tions pane.

Processing Patron Fines
Before you can receive payment or forgive a fine, the overdue item must be returned or claimed as lost
or damaged. The item status changes from Overdue Loan to Fine when the item is returned.

Recording a Payment
1. On the toolbar, click Loan, Reserve, or Status.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code). This
displays a message stating the patron has unpaid fines.
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3.  Click Payment. This displays the Payment window (Figure 5.28), which lists the patron’s overdue
items and related fine information. A Totals box appears in the lower left; the current fine total appears
in the Total box in the Payment column.

FiGure 5.28
Payment [<]
Title | Fine |Refunded| Balance|Paymenl||FUrgiven| Aeason | Claimed Paid| Date Retuned| [ ok |
7 | Inhatm's way: | oo moo| 100 voo| 000 [MISSING]T [11/08/2002 |1 Gorcel_|
Histary I
New Fine_|
Refund_|
4 | i
Payment Balance
Tetah || 100 || oo
Tendered: ||
Change: 0.00

Tip: To view refunds, click History.

4. Review the current fine total in the Totals box. If the patron intends to pay the full fine amount
now, skip to step 5.

e If the patron wants to exclude an item from payment at this time, clear the Pay check box.
This changes the color of the amount in the Balance column from green to red.

e Ifthe patron wants to make a partial payment on a specific item’s fine, click the item’s
listing in the Payment column and type the amount being paid now.

e If you want to forgive all or part of a fine on an overdue item, click the item’s listing in the
Forgiven column and type the amount to be for- given.

e If the patron claims that he or she previously paid a particular fine, click History to review
the payment history. If you want to record that this item was previously paid, select the
Claimed Paid check box by that item. This eliminates the item’s fine amount in the Payment
column, and reduces the payment amount in the Total box.

e Ifyouwant toincrease an item’s fine amount, click the item’s listing in the Fine column and type
the new amount. (This is useful if you want to charge for not rewinding a tape, damage, and so on.)

e To add a new fine, click New Fine. Type the amount of the fine and a note, if desired (the note
will display in the Title column of the Pay- ment window). Click OK.

e To apply a refund, click Refund. Type the amount of the refund and a note, if desired (the
note will display in the Title column of the Pay- ment window). Click OK.

5. Type the amount of currency received in the Tendered line, then click OK.
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If change is due back, a dialog box displays the amount to be returned to the patron. To close the dialog

box, click Close.

6. This displays a dialog box asking if you want to print a receipt. Click Yes or No.

NOTE: If the amount typed in the Tendered box is less than the Total pay- ment amount, an error message displays. Click Close to

close the dialog box, then adjust the appropriate entry in the Payment window.

Reviewing the Patron’s Fine History
1.  On the toolbar, click Status.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

3. On the Patron menu, click Payments. This displays the Payment window (Figure 5.28).

4. Click History. This displays the patron’s list of previously paid fines, if any are on record.

Printing Transaction Receipts
You can print several transaction receipts through Circulation, including:

e Status — Lists all transactions for the selected patron.

e Today’s All — Lists all transactions for the current day for the selected patron.
e Today’s Loans — Lists all loans for the current day for the selected patron.

e Today’s Returns — Lists all returns for the current day for the selected patron.

Setting Up Your Receipt Printer
Before you can print transaction receipts, you must set up your receipt printer. To do so:

1.  On the File menu, select Print Receipt, and then click Printer Setup. This dis- plays the Receipt

Printer Setup dialog box (Figure 5.29).

FiGure 5.29
¥ Enable Receipt Printing ™ Print Each Transaction
™ Prirt Patron Mame ¥ Fint Loans
7 Cument Printer———————— 1 | = i Feime
Change I I | Frirt Henewals
I= | Frint Halds:
I I=| Brint Fesemves

" Header
| |

Footer ‘
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2. To print receipts, select the Enable Receipt Printing check box. This acti- vates several functions on
this dialog box.

3. If you want the patron’s name to appear on the receipt, select the Print Patron Name check box.

4. In the Current Printer group, click Change. This displays the Print Setup dialog box.

NOTE: Verify that your receipt printer is connected to your computer and that the printer device drivers are installed.

A. In the Name list, select the appropriate printer.
B. Change settings as desired, then click OK.

5. If you want the system to print receipts automatically for specific transac- tion types, select the Print
Each Transaction check box, and then select the check box next to each appropriate transaction type.

6. To place header and/or footer text on each receipt, type the desired text in the Header and/or Footer
boxes.

7.  When finished, click OK to save your entries and return to the Circulation window.

Printing Receipts
To print a transaction receipt:

¢ On the File menu, click Print Receipt, and then select the appropriate receipt type.
OR

¢ Ifyou are in Loan mode, press F12 on your keyboard while the transaction is displayed.

Printing Transaction Information

You can print patron information from the Patron pane, item information from the Item pane,
transaction information from the Transactions pane, and historical library circulation reports from the
Transactions pane while in the Library Trans- actions mode. To print circulation reports, see “Viewing,
Sorting, and Printing Circ Reports” on page 5-55.

To print patron, item, or transaction information:

1.  On the Circulation window, right-click the pane you want to print. This dis- plays a transaction
menu (Figure 5.9).

2. Click Print. If a Print dialog box appears, change settings if desired, and then click OK.
OR

3. If you want to see a preview before printing, click Print Preview. When the preview appears, click
the desired option on the preview toolbar.
(NOTE: Print Preview is not available when in the Library Transactions display mode.)
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Using Self-Checkout and Self-Return

These features allow patrons to check out or return items without staff assistance. NOTES:
¢ For system security, once the Self-Check transaction mode is selected, the patron cannot
perform any other type of circulation transaction. The patron’s only options are to self-checkout
or log out of the Circulation module. Similarly, if the Self-Return transaction mode is selected,
then the patron is limited to self-return or log out. Libraries using the Self mode can set up
a network workstation restricted to self-checkout transactions, and a separate workstation
restricted to self-return transactions.

e For privacy, the Self mode can be configured so patron and item transac- tions do not
display. See “Modifying Circulation Options” on page 5-6.

* To enable override messages in Self-Check mode, change the Self Mode entry in the
Global.ini.REG file (the default path is C:\M3 Server\Registry\Common) to Skip Override=off.
Otherwise, the only override that will dis- play is if the item is non-circulating.

Using Self-Checkout
To conduct self-checkout transactions:

1. On the Mode menu, click Self-Check. The workstation remains in this mode until you log out of
circulation.

2.  Type the patron barcode in the Barcode box, then press ENTER (or just scan the code).

3. Type the item barcode in the Barcode box, then press ENTER (or just scan the code). The loan
transaction appears in the Transactions pane.

NOTE: If a Self mode timeout period has been set, the transaction infor- mation clears automatically. (See “Modifying Circulation
Options” on page 5-6.)

Using Self-Return
To conduct self-return transactions:

1. On the Mode menu, click Self-Return. The workstation remains in this mode until you log out of
circulation.

2. Type the item barcode in the Barcode box, then press ENTER (or just scan the code). This returns
the item.

NOTE: If a Self mode timeout period has been set, the transaction infor- mation clears automatically. (See “Modifying Circulation
Options” on page 5-6.)
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You can search for, edit, and create new bibliographic and holding records from both the M3 Circulation
module and the M3 Cataloging module. Because the M3

Cataloging module includes templates and record duplicating functions, it is a better choice when
creating a number of records. To delete records, you must use the M3 Cataloging module.

In this section, items are sometimes divided into bibliographic records and holding records.

Searching for an Item Record
You may want to search for an item record if you do not know the item’s barcode. There are two
methods of searching in Circulation: from the main window and with the Search dialog box.

Searching from the Main Window
This procedure is a quick and simple method of searching for an item by title.

NOTE: If you are in Loan, Reserve, or Booking mode, there should be an active patron in the Patron pane before searching by this
method.

1. Type a keyword in the Barcode box.

2. If a match is found, the record displays in the Item pane of the Circulation window, ready for a
transaction. NOTE: If no match is found for an item but a match is found for a patron, the patron results
display.

OR

If more than one match is found, the Select Barcode dialog box displays (Figure 5.30). Click the desired
record, then click OK. The record displays in the Item pane of the Circulation window, ready for a
transaction.

Ficure 5.30

Multiple barcode recoids found. Select the desired record.

Library > 1000157 - The cat primary visual cortex / ﬂ
Library > 1000464 - & cat of one's own :

Library > 1000465 - & cat under the mistletoe :

Library » 1000598 - Cat's eye /

Library » 1000599 - Cat's eye /

Library » 1000893 - The cat who blew the whistle /

Library » 10008594 - The cat who blew the whistle / L‘

LCancel |

Searching with the Search Dialog Box
This procedure offers more search options. It also locates both the bib and any corresponding holding
records.

1.  On the Item menu, click Search. This displays the Holding Search dialog box (Figure 5.31).
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Boolean operator list Note: Your system can be configured to display different bib record fields and Boolean operators,
as well as different options within the record field lists.

Search Tips:

« You can apply the trunca- tion asterisk (*) to the begin- ning and/or end of a keyword; the wildcard question mark (?) character

within a keyword (wom?n); and quotation marks (“”) around a phrase.

« You can use the AND, OR, and NOT Boolean operators to connect keywords within a keyword box. Be sure to type operators in

capital letters.
FIGure 5.32
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»

Cancel |
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2. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or operator.

3. Click Search. This displays the Holding Search Results window (Figure 5.32) with your search

results listed.

Tip: You can also double-click a bib or holding record to transfer the information to the Circulation window.
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4. From here, you can:

e Select a bibliographic or holding record, then click OK. This transfers the item information
to the Item pane in the Circulation window.
OR

e Click Search to display the Holding Search dialog box (Figure 5.31)
and begin a new search.

OR
e (Click Cancel to return to the Circulation window.

Creating an Item Record

The procedure to create a bibliographic record varies from the procedure to create a holding record.
Both procedures are covered in this section.

Creating a Bibliographic Record

At times, it may be convenient to create a bibliographic record while using the M3

Circulation module. You can also create records from the M3 Cataloging module. If you have several
records to add, you may find it more efficient to import them using the M3 Cataloging module. To do so,
see “Importing Bibliographic, Patron, and Authority Records” on page 4-55.

To create a bibliographic record:

1. On the Item menu, click Add Bibliographic. This displays the Templates dialog box (Figure 5.33)
containing a list of available bibliographic record templates.

FIGURE 5.33
Templates [ %]
[NONE] -
AUDIOCASS-LONG
AUDIOCASS-SHORT
BOOK-LONG
BOOK-QUICK
BOOK-SHORT
COROM-LONG
COROM-SHORT
INTERNET
MAPS-LONG
MAPS-SHORT L‘
Cancel |

2. Select a template, then click OK. This displays the Create New Biblio- graphic Record window
(Figure 5.34 shows the template “Book-Long”).

Ficure 5.34
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Note: To automatically delete all fields left empty when the record is saved, change the Strip Empty Fields entry in the
ActiveMarcEdit.ini file (located in your M3 direc- tory) to OVERRIDE=off, then restart the Circulation module.

3. Enter field and subfield data for the new record. To move through the record, use your keyboard up
and down arrows. Notice that status bar information changes to identify the selected field and subfield.

e To access a menu with edit commands (Figure 5.35), select the field you want to edit and
right-click. You can insert, copy, paste, cut, delete, and move fields from this menu. You can click
Find to display a dialog box that allows you to locate text within this record. In addi- tion, you
can click Toggle Prompts to change the MARC field labels from text to tag numbers.

Ficure 5.35
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Tip: To insert a picture field in this record so a picture displays in the Item pane when the item is selected, see “Adding a Picture
Field to a Bibliographic or Patron Record” on page 5-38.

. To access a list of fixed field standard choices (including position and legal characters)
pertaining to a particular fixed field, double-click in the field. The dialog box for fixed field 000 is
shown in Figure 5.36. You can define your fixed field by typing in text or, where available, clicking
an arrow button and selecting an option in the list. When fin- ished, click OK.

FiGure 5.36
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¢ If you are using a version of M3 that supports Authority Control, and the field you want to
enter is managed under Authority Control, then you must select a predefined authority record. To
do so, click in the white edit area of the field (as shown in Figure 5.34). This displays the Authority
Records dialog box (Figure 5.37).

FiGURe 5.37
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Select the authority record you want to use, then click OK. This returns you to the Create New
Bibliographic Record window (Figure 5.34) and enters the new record in the selected field.

4, When finished adding information to this bibliographic record, click OK in the Create New
Bibliographic Record window. This places the new record in your library’s bibliographic record database,
now available for circula- tion purposes and searching.

5. At the prompt “Create Holding Record?” click Yes or No.

Creating a Holding Record

At times, it may be convenient to create a holding record while using the M3 Cir- culation module. You
can also create a holding record from the M3 Cataloging module.

To create a holding record:

1. Locate the bib record matching the holding record you want to create.

A. On the Item menu, click Add Holding. This displays the Bibliographic Search dialog box
(Figure 5.38).

FiGUre 5.38
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B. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field

or operator.

2. Click Search. This displays the Bibliographic Search Results window with your search results

listed (Figure 5.39).

FiGure 5.39
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2 | The new Mark Twain handbook / Long, E. Hudson Garland Pub., .
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3.  Click the bib record in the upper pane that corresponds to the holding record you want to create,

then click OK. This displays the Create New Holding Record window (Figure 5.40).

FiGure 5.40
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« If you want temporary items to remain in the catalog after being returned, change the Temporary Holding option in the
Mecircesys.ini file.

Contact your sustem administrator for assistance.

« Temporary items cannot be placed on reserve.

4. Enter field and subfield data for the new record. For instructions, see step 3 beginning on page
5-27. NOTE: Since Authority Control fields are not available for holding records, skip the Authority
Control option explained on page 5-28.

5.  Select the Temp check box if this record is temporary. When the item is returned, the record is
marked for deletion, and the barcode record is labeled “detached” so it can be used again.

6. When finished:

¢ Click OK to save your entries and return to the Circulation window. If M3 Circulation is in
Loan mode and a patron is currently active, the new item is now on loan; if Circulation is in the
Reserve mode, the new item is now placed on reserve.

OR

e Click Cancel to erase your new entries and return to the Circulation window.

OR

e Click Get Biblio to display the Bibliographic Search dialog box (Figure 5.38) and begin a new
search.

Editing an Item Record
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The procedure to edit a bibliographic record differs from the procedure to edit a holding record. Both
procedures are covered in this section.

Editing a Bibliographic Record
To edit a bib record:

1.  In the Barcode box, type the item barcode, and then press ENTER (or scan the code). This displays
item information in the Item pane of the Circula- tion window.

2. On the Item menu, click Edit Bibliographic. This displays the Edit Biblio- graphic Record window
(Figure 5.41).

FiGure 5.41
Edit Bibliographic Record
I 7

Leader ham 1a —
Contral Number 0000009306 Eancel |
Date And Time OF Lates| 19930810140830.0
Fixed-Length D ata Elem: 75072311 9651l |00010leng d
LC corttrol number 65020157
System control number ocm01470649
Transcribing agency HPL
Modifying agency TS

E| E| THMSC
Classification number | 0 1} E159
Item number M5
Perzonal name 1 1} Micholson, Arnold.
Title 1 1] iamerican houses in history.
Flace of publication, dizf 0 Mew York,
Mame of publisher, distri iking Press
Date of publication, distr [1965] —
Extent | 250 .
Other physical details lluz. (part col.) ports.
Dimensions 268 cm.
Series statement 0 A Studio book
Bibliography, ete. note [Bibliography: p. 256-257.
Topical term or geograph 0 Wrchitecture, Domestic
Geoaraohic subdivision United States. L‘

Leader

3.  Edit this record as needed. For instructions, see step 3 beginning on page 5-27.
4.  When finished, click OK to save your changes.

Editing a Holding Record
To edit a holding record:

1.  In the Barcode box, type the item barcode, and then press ENTER (or scan the code). This displays
item information in the Item pane of the Circula- tion window.

2. On the Item menu, click Edit Holding. This displays the Edit Holding Record window (Figure 5.42).

FIGURE 5.42
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Edit Holding Record x
I 7
Leader —
Contral Number 0000072844 Cancel |
Control Mumber For Reld 0000009306
Date And Time Of Lates 19990810140830.0 I” Temp |
Location 1 | lalpha Library s |
Shelving location G
Classification part 159
Item part NS
Call number prefix E
Fiece designation Bil12844
Standard Group lalpha ltem Access Group =
Renewal Count 2
Current Renewal Count 0
Hold Count 1
Current Hold Count 0
Damaged Count 4
Current Fines Count 0
Current Due Amount 0.00
Loan Count 8
Current Loan Court 1
Due Date 19991123170000.0 |
Last Borrower 0000000154
Status 1 I M armal L‘

Leader

3. Edit this record as needed. For instructions, see step 3 beginning on page 5-27. NOTE: Since
Authority Control fields are not available for holding records, skip the Authority Control option
explained on page 5-28.

4.  When finished, click OK to save your changes.

Deleting an Item Record

You cannot delete a bibliographic or holding record from the M3 Circulation module. For security
reasons, you can only delete item records from the M3 Cata- loging module. For instructions, see
“Deleting and Undeleting Records” on page 4-47.
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You can search for, edit, and create patron records from both the M3 Circulation module and the M3
Cataloging module. When adding several records, M3 Cata- loging is the best module to use. To delete
records, you must use the M3 Cataloging module.

Patron records are treated as a separate MARC database within M3 Circulation.

Searching for aPatron Record

You may want to search for a patron record if you do not know the patron’s bar- code. There are two
methods of searching in Circulation—from the main window and with the Search dialog box.

Searching from the Main Window
This procedure is a quick and simple method of searching for a patron by name.

NOTE: If you are in Loan, Reserve, or Booking mode and another patron already appears in the Patron pane, press ESC to clear
the pane before searching by this method.

1. Type the patron’s last name in the Barcode box.

2. Ifamatch is found, the record displays in the Patron pane of the Circula- tion window, ready for a transaction. NOTE: If no
match is found for a patron but a match is found for an item, the item results display.

OR

If more than one match is found, the Select Barcode dialog box displays (Figure 5.30). Click the desired record, then click OK. The
record displays in the Patron pane of the Circulation window, ready for a transaction.

FIGURE 5.43

Multiple barcode recoids found. Select the desired record.

Library » P104 - KHRISTENA JONES
Library > P220 - TYREESE JONES
Library » P247 - LATRICE JONES
Library > P253 - ANIYSA JONES
Library > P303 - TERENCE JONES JR
Library » P304 - ANDREW JONES
Library » P344 - JALAAL JONES

I I— 3

QK LCancel |

Searching with the Search Dialog Box
This procedure offers more search options.

1.  On the Patron menu, click Search. This displays the Patron Search dialog box (Figure 5.44).

FIGURE 5.44
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Patron Search

Note: Your system can be configured to display different patron record fields and Boolean operators, as well as different options

within the record field lists.

2. Type your search query into the appropriate boxes. To select a different MARC field or Boolean
operator, click the arrow next to the appropriate list, and then select the preferred field or operator.

3.  Click Search. This displays the Patron Search Results window (Figure 5.45) with your search

results listed.

FiIGURE 5.45

= Patron Search Results

Rachel

1560 Green Valley

Rebecca

1560 Green Valley, M.w.

Tip: You can also double-click a patron record to transfer the information to the Circulation window.
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Tip: If you think the name may be misspelled in the system, use truncation to broaden your keyword search. For example, type
whitn* to locate whitney, whitnee, whitnie, and so on.

4.  From here, you can:

e Select a patron, then click OK. This transfers the patron information into the Patron pane in

the Circulation window.
OR

e Click Search to display the Patron Search dialog box (Figure 5.44) and begin a new search.
OR

¢ (Click Cancel to return to the Circulation window.

Creating a Patron Record

At times, it may be convenient to create a patron record while using the M3 Cir- culation module.
You can also create records from the M3 Cataloging module. If you have several records to add, you
may find it more efficient to import them using the M3 Cataloging module. To do so, see “Importing
Bibliographic, Patron, and Authority Records” on page 4-55.

When adding a patron record, you must first conduct a search to confirm that the patron is not already
entered in the system.

To create a patron record:
1. On the Patron menu, click Add Patron.

e If more than one patron template exists, the Templates dialog box dis- plays. Select the template
you want to use, then click OK. This displays the Patron Search dialog box (Figure 5.44).
OR

o If only one patron template exists, the Patron Search dialog box (Figure 5.44) displays.

2. To make sure the patron is not already in the system, type the patron’s information in the
appropriate keyword boxes, then click Search.

e If there is no patron in the system with this information, the Create
New Patron Record window displays (Figure 5.46).

OR

e Ifthere is a patron in the system with this information, the Patron Search Results window
displays the search results (Figure 5.45). Review the list to confirm that the patron you are
entering is not included, then click Cancel. This displays the Create New Patron Record window
(Figure 5.46).

FIGURE 5.46
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Create Hew Patron Record E

I 1
Leader h00 000 oK

Control Mumber Cancel |
Date And Time Of Lates 19990430080746.0

Creation Date 19990430080746.0

First Name |
Middle Name
Last Name
Primary Address 1 |
City

State or Province

Country
Postal Code
Fhone |

Fax

Electronic Mail

Location |

Login name
Password
Barcode
Expiry of Membership =
Standard Group Fatrons =

Tip: To insert a picture field in this record so a picture displays in the Patron pane when the patron is selected, see “Adding a
Picture Field to a Bibliographic or Patron Record” on page 5-38.

3.  Edit this record as needed. For instructions, see step 3 beginning on page 5-27. NOTE: Since
Authority Control fields are not available for patron records, skip the Authority Control option
explained on page 5-28.

4.  When finished, click OK to save your changes.

Editing a Patron Record

To edit a patron record:

1. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code). This
displays patron information in the Patron pane of the Circulation window.

2. On the Patron menu, click Edit Patron. This displays the Edit Patron Record window (Figure 5.47).

FIGURE 5.47
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Leader

Leader ham
Contral Number 0000000022 Caricel |
Date And Time OFf Lates| 20010710065029.0
Creation Date 20010710065023.0
First Name Courtnie
Last Name Brown
1D or Social Security Nut 00308895180223
City Boca Raton
Record created from MonMARC resource by marcout,
Barcode F4154
Standard Group Fatrors

3. Edit this record as needed.

NOTE: Since Authority Control fields are not available for patron records, skip the Authority Control option.

4.  When finished, click OK to save your changes.

Deleting a Patron Record

You cannot delete a patron record from the M3 Circulation module. For security reasons, you must
delete patron records from the M3 Cataloging module. For instructions, see “Deleting and Undeleting

Records”
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Pictures, such as cover images and patron photos, can be displayed alongside items and patrons in the
Circulation window.

To import and link multiple image files at once, use the M3 Picture Manager utility, which can be
accessed through the M3 Cataloging module. To add a picture to one item or patron record at a time,
see the following section, “Adding a Picture Field to a Bibliographic or Patron Record.”

Once pictures are imported into your M3 database, they display automatically alongside patrons and
items in the Circulation Patron and Item panes if M3 v1.6 was your first installation of M3. If you had
a version of M3 installed prior to installing 1.6, you must do the following:

e Add a graphic cell to the Patron pane for each Circulation mode (Loan, Return, and so on)
in which you want an image to display; changes made to one mode will not apply to the other
modes. For instructions, see “Mod- ifying the Patron Pane Display” on page 5-59.

e Add a graphic cell to the Item pane for each Circulation mode (Loan, Return, and so on)
in which you want an image to display; changes made to one mode will not apply to the other
modes. For instructions, see “Mod- ifying the Item Pane Display” on page 5-64.

Adding a Picture Field to a Bibliographic or Patron Record

To add a picture field to a bibliographic or patron record:
1. In the Barcode box, type the barcode of the item or patron to which you want to assign the picture,
and then press ENTER (or scan the code). This displays the item or patron information in the Item or

Patron pane of the Circulation window.

2. Ifyou are working with an item record, click Edit Bibliographic on the Item menu. This displays the
Edit Bibliographic Record window (Figure 5.41).

OR

If you are working with a patron record, click Edit Patron on the Patron menu. This displays the Edit
Patron Record window (Figure 5.47).

3. Right-click in the window to open a command menu (Figure 5.35), then click Insert Field. This
displays the Insert Field dialog box (Figure 5.48 shows the Insert Field dialog box for patron records).

FIGURE 5.48
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Inzert Field %]
001 Contral Mumber [NR] ak

005 Date And Time OF Latest Transaction [NR)
008 Creation D ate [MR)

100 Personal Infarmation (NA)

110 Primary Address (NR)

111 Secondary Address (NR)

112 Altermate Address (MR

113 Additional Address [NR]

120 Contact information [MR]

200 Friend or Meighbor Personal Information [MR]
210 Friend or Meighbor Address [MR]

220 Friend or Meighbor Contact information [MR]
852 System Information [MA]

853 Membership Information [MA]

990 Messzage [NR)

991 Groups Information [NA)

993 Statistics (NR)

996 Picture (NR)

Cancel

—

4.  Select field 996 Picture, then click OK. This displays the Insert Subfield dialog box (Figure 5.49).

FIGure 5.49
Inzert Subfield (996 Picture] %]
a Picture [R) oK

Cancel

—

5.  Click subfield a, then click OK. This displays the Picture Manager dialog box (Figure 5.50).

Ficure 5.50

© 2014 Mandarin Library Automation, Inc. All rights reserved.

183 of 361



| |
LDR
ool
004
035 a|0020464703.jpg
100 alFlesch, Rudolf Franz, 1911-
0000000801
245 a(The art of readable writing. /
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Example:
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€ Yideo Capture Device [Eurent Record New
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Cancel |
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Tip: You can also double-click the 996 field in the record window to display the Picture Manager dialog box.

Note: The video capture device driver must be Microsoft DirectX® compatible.

6. In the Image Source group, select the source of the picture. After you click an option, the name of

and the options available in the Image Selection pane (shown in Figure 5.50) change.

e Video Capture Device — Use a video capture device (preferably a USB camera) hooked to your
computer to capture a picture. To do so, point the camera at the subject for the picture. The
image appears in the Preview pane (shown in Figure 5.52). Click Capture. If satisfied with the

image, click Save; if not, click Preview to view the image and capture it again.

¢ Local Picture Table — Search a local table for picture records. To do so, click Search. This

displays the Picture Search dialog box (Figure 5.51).

FIGURE 5.51
|Title =l
Jor =] isen =]
IDH j IAnywhere j
Al  Restrict to patran ¥ Restrict to bibliagraphic

Cancel

Tip: To copy a picture to the Clipboard:
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» While viewing the picture, press ALT+PRINT SCREEN.
« Open the picture in a word processing or drawing program, then click Copy (usually on the Edit menu).

A. Type your search query into the appropriate boxes. To select a different MARC field or
Boolean operator, click the arrow next to the appropriate list, and then select the preferred field
or oper- ator.

B.  Click All, Restrict to patron, or Restrict to bibliographics to search for all pictures, pictures
assigned a p (patron) in the 991#a field, or pictures assigned a b (bibliographic) in the 991#a field.

C. Click OK. This displays the picture of the first search result in the Preview pane, and the
record’s fields and subfields in the Record pane (shown in Figure 5.52).

¢ Remote Picture Table — Search a remote table for picture records. This option is
intended for bibliographic records. The procedure is iden- tical to the procedure for the
Local Picture Table option.

e File — Use a previously-saved picture file (in .jpg or .bmp format). To do so, click
Browse. In the Open Image File dialog box, navigate to the desired file, and then
click Open. This displays the picture in the Pre- view pane and the record’s fields and
subfields in the Record pane (shown in Figure 5.52).

e Windows Clipboard — Use a picture copied to the Windows Clipboard.
To do so, copy the picture to the Clipboard, then click Paste. This dis- plays the picture in the
Preview pane and the record’s fields and sub- fields in the Record pane (shown in Figure 5.52).

FiGure 5.52
I lla
LDR —
ool
004
035 a|0020464703.jpg
100 alFlesch, Rudolf Franz, 1911-
0000000801
245 a[The art of readable writing. /
Foreword by Alan 1. Gould. L
Example:
—Image Source Image File
€ Yiden Capture Device New
" Local Picture T able Save |
€ Hemote Ficture Table L
Cancel |
* File
" Windows Clipboard 44 I 41 I 3 I »lI

7. To add fields to this picture record (such as file name or title), right-click in the Record pane and
repeat steps 3 through 5, selecting the field and subfield you want to add.

8.  When finished, click Save. This returns you to the Edit Patron Record window or the Edit
Bibliographic Record window, and inserts a picture subfield in field 996.
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About Messages and Block Types

You can attach one or more messages to a patron record so the messages appear whenever the patron
barcode is entered. Similarly, you can attach messages to an item record that appear each time the item’s
barcode is entered.

When attaching a message to a record, the attacher must also assign a block type to the attachment.
The four block types are:

¢ Information Blocks — When an information block message appears, the user can bypass the
message by clicking anywhere on the Circulation window. This is the least intrusive block type.

e Blocking Blocks — When a blocking block message appears, the user must select an option in
the message dialog box in order to proceed.

e Nudge Blocks — When a nudge block message appears for the first time, the user must select
an option in the dialog box in order to proceed, as with a blocking block message. Any time this
message appears again with this record, it acts as an information block (no decision required to
bypass).

e Privilege Blocks — When a privilege block message appears, a password is required to bypass
the message dialog box. This is the most intrusive block type.

Adding Messagesto the Circulation System
As part of the initial circulation setup, a bank of patron and item messages appro- priate for your library
should have been defined. You can add, edit, and delete mes- sages within the bank at any time.

Generally, when you want to modify your message bank, you use the Messages utility on the Tools
menu. However, if you need to create or edit a message while conducting a circulation transaction, you
can also access and modify the message bank “on the fly.”

Both options are described in the following sections.

Creating a Bank of Patron and ltem Messages
To add messages to the bank when not conducting a transaction:

1. On the Tools menu, click Messages. This displays the Add/Edit Messages window (Figure 5.53). If
no messages have been added at your library, this window is empty.

FiIGURe 5.53
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2. Click Patron or Item, depending on the type of messages you want to add.

3. Click New. This displays the Add New Message dialog box (Figure 5.54).

FiGure 5.54
Library WIF|
0K I LCancel

Tip: General messages provide greater flexibility.

4. 'Type the message, then click OK. Your new message appears in the Add/ Edit Messages window.
5. Repeat steps 3 and 4 for each message you want to include. After adding several messages, the
Add/Edit Messages window looks similar to the example in Figure 5.55.

FIGURe 5.55
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Library Board Member New
Library YIP

Patron has item in Lost/Found
Please verify patron's address
Please verify patron's phone number Delete

Leoent |
LCancel |

% Patron
 ltem

Note: Only messages not in use can be deleted.
6. When finished, click Cancel.

Deleting a Message from the System
To delete a message from the circulation message bank:

1.  On the Tools menu, click Messages. This displays the Add/Edit Messages window (Figure 5.55).
2. Click the message type you want to delete, Patron or Item.

3. Select the message you want to delete, then click Delete. Repeat this step for each message you
want to delete.

NOTE: If Delete is not active, the selected message is attached to a record and cannot be deleted.

4.  When finished, click Cancel.

Attaching aMessage to a Patron Record

While conducting a circulation transaction, you can attach, create, and edit a patron message.

Attaching an Existing Message to a Record
1. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

2. On the Patron menu, click Messages. This displays the Attach Message(s) to Patron window (Figure
5.56), listing all available patron messages.

FIGURE 5.56
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Messages

Library Board Member

Library YIP i

Patron has item in Lost/Found Edit |

Please verify patron's address

Please verify patron's phone number Delete |
Accept |
LCancel |

& Patrorn
& tem

3.  From here, do one of the following:
e If the list includes any appropriate messages:

A. Select all desired messages, then click Accept. This displays the Patron Messages window
(Figure 5.57).

FiGure 5.57

Message Block Type

& [Patron has item in Lost{Found Informa

Attach

Detach

Accept

LCancel

tife

If this patron already has messages attached, the Patron Messages window (Figure 5.57) lists all attached messages. Click Attach
to attach a different message, or Detach to detach this message.

B. Select a block type in the Block Type list. Do this for each selected message. (Block types are
defined on page 5-41.)
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C. When finished, click Accept. The attached messages (as shown in Figure 5.58) appear
whenever this patron record is accessed from M3 Circulation.

FiGure 5.58
411 |Patron has item in ;I

lostifound Brevious |

st

I-|

This procedure assumes you are working with a patron message; howeuver, the procedure also works for item messages.

¢ If the message you need does not appear in the list, follow the proce- dure in the next
section, “Creating a Message “On the Fly”.”

o Ifa similar message exists that you want to edit before attaching, follow the
procedure in “Editing a Message “On the Fly”” on
page 5-46.

NOTE: If you edit a message that is attached to other records, the edited version displays for all records.

Creating a Message “On the Fly”
If you are conducting a circulation transaction and the message you want to attach does not exist in
the message bank, you can create the new message during the transaction, or “on the fly.” To do so:

1. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

2. On the Patron menu, click Messages. This displays the Attach Message(s) to Patron window (Figure
5.56).

3. Click New. This displays the Add New Message dialog box (Figure 5.59).

FiGure 5.59
Add New Message E
Patron is homebound. Provide homebound services.
0K LCancel
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4. Type the message, then click OK. The new message appears in the Attach Message(s) to Patron
window (Figure 5.60).

FiGure 5.60

Messages |

Library Board Member

Library VIP e
Patron has item in Lost/Found Edit |
Patron is homebound. Provide homebound services.

Delete |

Please verify patron's address

Please verify patron's phone number
Accept |
LCancel |

& Patrorn
& tem

5. If you are satisfied with the message, click Accept. This displays the Patron Messages window
(Figure 5.57).

6. Select the new message, then click a block type in the Block Type list.

7. When finished, click Accept. The attached message (as shown in Figure 5.58) appears whenever
this patron record is accessed from M3 Circulation.

Editing a Message “On the Fly”
If you are conducting a library transaction and the message you want to attach requires editing, you
can do so during the transaction, or “on the fly.” To do so:

1. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

2. On the Patron menu, click Messages. This displays the Attach Message(s) to Patron window (Figure
5.60).

3. Select the message you want to edit, then click Edit. This displays the Edit Message dialog box
(Figure 5.61) with the selected message displayed.

FIGURE 5.61
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4. Edit the message as desired, then click OK.
5. Your edited message appears in the Attach Message(s) to Patron window (Figure 5.62).

FIGURE 5.62

Messages |

Library Council Member i}

Library VIP =
Patron has item in Lost/Found i

ew
Patron is homebound. Provide homebound services.
Please verify patron's address Delete |
Please verify patron's phone number
Accept |
LCancel |

& Patrorn
& tem

6. If satisfied with the message, click Accept. This displays the Patron Mes- sages window (Figure
5.57).

7.  Select the new message, then click a block type in the Block Type list.

8.  When finished, click Accept. The attached message (as shown in Figure 5.58) appears whenever
this patron record is accessed from M3 Circulation.

Attaching aMessageto an Item Record

While conducting a circulation transaction, you can attach, create, and edit an item message. The
procedure to attach a message to an item record is similar to the procedure for patron records; only the
access path and window names are dif- ferent.

To attach a message to an item record:
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1. In the Barcode box, type the item barcode, and then press ENTER (or scan the item’s barcode).

2. On the Item menu, click Messages. This displays the Attach Message(s) to Item window (Figure
5.63), listing all available item messages.

FIGURE 5.63

Messages
Item is in poor physical condition

Verify that CD is included with manual
Verify that both parts of the kit - tape and instructional manual - are included Edit
Verify that cassette has been rewound
Verify that diskette is included with manual Delete

Accept

LCancel

_w |
[
e |
=N

& Patrorn
& tem

3. From here, do one of the following:
o If the list includes any appropriate messages:

A. Select the desired messages, then click Accept. This displays the Item Messages window
(Figure 5.64).

FIGURE 5.64
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If this item already has messages attached, the Item Messages window (Figure 5.64) lists all attached messages. Click Attach to
attach a different message, or Detach to detach this message.

B. Select a block type in the Block Type list. Do this for each selected message. (Block types are
defined on page 5-41.)

C. When finished, click Accept. The attached messages (as shown in Figure 5.58) appear
whenever this item record is accessed from M3 Circulation.

e Ifthe message you need does not appear in the list, follow the proce- dure in
“Creating a Message “On the Fly”” on page 5-45.

o If a similar message exists that you want to edit before attaching, follow the
procedure in “Editing a Message “On the Fly”.

NOTE: If you edit a message that is attached to other records, the edited version displays for all records.

Detaching a Message

If a message displays after you enter a patron or item barcode, you can detach the message during the
transaction. To do so:

1. Close the message. On the Patron or Item menu (depending on which type of record the message is
attached to), click Messages. This displays the Item Messages or Patron Messages window (Figure 5.65),

FiIGURE 5.65
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2.  Select the message you want to detach, and then click Detach.

3. Click Accept. This detaches the message.
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After your library’s circulation calendar is set up, you can modify it for special cir- cumstances. For
example, you can backdate the circulation date, which is helpful if you have an evening bookdrop. You
can also change the loan expiration date for circumstances when you want to temporarily override the
typical loan period. The following sections explain how to establish your library schedules, then tempo-
rarily revise the setup to accommodate backdating and date changes.

System Schedule Setup

When you install M3 Circulation, you should set up your library’s system schedule. You can set up multiple
schedules to accommodate different times of the year. For example, your summer schedule may differ
from the rest of the year.

To set up your library circulation schedule:

On the Tools menu, click Schedule. This displays the Circulation Schedule window (Figure 5.66). Enter
the appropriate information in each tab as described in the following sections.

FIGURE 5.66

General I Schedulel Holidays & Exceptiunsl Global Hecallsl

The follawing settings apply to loan periads of one or more days
Due Time:
" Due time is the tem's check-out time

% Due time iz the clozing time on the day the item iz due

—If calculated due date i on a closed day:

= Make item due on the first open day that precedes the closed day.

% Make item due on the first open day that follows the closed day.

= Use calculated due date.

0k I LCancel

General Tab
In this tab (shown in Figure 5.66), establish general loan period rules.

1. In the upper group, click the Due Time option appropriate for your library.
2. In the lower group, click the option appropriate for your library.

3.  When finished, click OK.

Schedule Tab

In this tab (Figure 5.67), establish your library’s opening and closing day for each day of the week. You
can create multiple schedules to apply to different times of the year.
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FIGURE 5.67

Circulation Schedule
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LCancel |

1. In the Period group, specify this schedule’s starting date in the From box. To do so:

Select the date, then type the new date in MM/DD/YY format.

OR

Click the Calendar arrow to display a calendar (Figure 5.68). Click the calendar’s left (<) and
right (>) arrows to select a month, then click the desired date. The date appears in the From box.

FIGURE 5.68

Circulation Schedule

General Schedule I Holidays & Eﬁceptiunsl Global Hecallsl
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LCancel |

2.  Repeat step 1 for the To box.
3. In the Day group, click the Mon arrow, and then click Open or Closed. Repeat for all days of the
week.
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4. In the Circulation Hours group, select the Start Time and End Time for each day of the week. To do
so, click a time box, then click the adjoining arrows to select a time. Repeat this for each box until the
correct times display for each day of the week.

NOTE: If you want to create an additional schedule, wait until you have completed the Holidays & Exceptions tab and the Global
Recalls tab for this schedule.

5.  When finished, click OK.
Holidays & Exceptions Tab

In this tab (Figure 5.69), eliminate or add irregular dates within the schedule you created in the
Schedule tab.

FIGURE 5.69

Eenerall Schedule Holidays & Exceptions I Global Hecallsl

Circulation Hours

Date & Status

End Time

FA=Repeating Exceptions Add e |
Descripti

1-13

ok | LCancel |

1. In the Holidays & Exceptions tab, click Add. This activates a line.
2. In this line, enter information for the exception date as follows:

A. Select the R check box if this exception date should repeat every year. This would be
appropriate for holidays that always occur on the same date each year, such as New Year’s Day.

B. In the date box in the Date & Status group, enter the exception date. To do so, select the
date, then type the new date using MM/DD/YY format. Or, click the Calendar arrow (shown in
Figure 5.69) to display a calendar. Click the calendar’s left (<) and right (>) arrows to select a
month, then click the desired date. The date appears in the box.

C. In the box beside the date box, click Open or Closed to indicate whether the library is open
or closed on the date entered in step B.

D. If you clicked Open in step C, enter the Start Time and End Time for this exception day.
Follow the procedure in step 4 page 5-52. If you clicked Closed in step C, no times can be

entered.

E. In the Description box, type any information necessary to clarify this exception date.
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3. To enter more dates, click Add and repeat step 2.

4. When finished, click OK.

Global Recalls Tab
In this tab (Figure 5.70), specify the date all items have to be back in the library, such as the end of a
school term or an inventory date.

FiGure 5.70

General I Schedule I Holidays & Exceptions ~ Global Recalls I

ﬂ Recall Dates Description

FA=Repeating Aecall D ates

Add Bemave |

0k | LCancel |

1. In the Global Recalls tab, click Add. This activates a line.

2. In this line, enter information for the closing date as follows:
A. Select the R check box if this closing date should repeat every year.

B. In the Recall Dates group, enter the closing date. To do so, select the date, then type the new
date using MM/DD/YY format. Or, click the Calendar arrow (shown in Figure 5.70) to display

a calendar. Click the calendar’s left (<) and right (>) arrows to select a month, then click the
desired date. The date appears in the box.

C. In the Description box, type any text necessary to clarify this closing date.
3. To enter more dates, click Add and repeat step 2.
4. When finished, click OK.
5. If you want to add another circulation period (such as a “summer hours” schedule), repeat the

procedures for the Schedule, Holidays & Exceptions, and Global Recalls tabs beginning with “Schedule Tab”
on page 5-51.
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Temporarily Backdating the Library System Calendar Occasionally, the circulation desk needs to

backdate the system calendar to pro- cess a return. This is standard practice for libraries with evening
bookdrops.

There are two ways to backdate the system calendar; one is through the menu bar, and the other is
through a right-click procedure.

To backdate the system calendar:

1. On the toolbar, click Return.

2. On the Tools menu, click Backdate. This displays the Calendar dialog box with today’s system date
highlighted (Figure 5.71).
OR

In the Circulation window, right-click today’s system date on the status bar. This displays the Calendar
dialog box with today’s system date high- lighted (Figure 5.71).

FIGURe 5.71
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After this change date transaction is completed, the date automatically returns to the default loan expiration date.

3. Click the desired earlier day. If you need to select a day in the previous month, click the left (<) arrow
to select a month, then click the desired day.

4. Click Backdate. The system date on the Circulation window status bar changes to the earlier date
you selected.

5. Enter all the item barcodes that you want to return based on this revised system date.
6. To return the system to today’s date:
e On the Tools menu, click Backdate. When the calendar displays, click System Date.
OR
e In the Circulation window, right-click the system date on the status bar. In the Calendar

dialog box, click System Date.
OR
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e (Click a different transaction mode on the toolbar.

Temporarily Changing the Loan Expiration Date

Occasionally, the circulation desk needs to make the default loan period shorter or longer. For example,
the default loan period may be too short for someone travel- ling out of town, or too long when you
know the item will soon be needed for a special project.

To change the loan expiration date:

1. On the toolbar, click Loan.

2. In the Barcode box, type the patron barcode, and then press ENTER (or scan the code).

3. Inthe Barcode box, type the item barcode, and then press ENTER (or scan the code). If multiple items
are involved, enter the barcode for each item. This processes the loan transactions based on the default
loan period. The items on loan appear in the Transactions pane. You now need to revise the expiration
date.

4. In the Transactions pane, select the check box or boxes corresponding to the items you just loaned.
Right-click an item to display a transaction menu.

5.  Click Change Date. This displays a calendar.

6. Click the desired expiration date. If you need to select a day in the next month, click the right (>)
arrow to select a month, and then click the expi- ration date.

7. Click OK. The revised expiration date appears in the Transactions pane.
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M3 Circulation provides transaction reports to monitor your library status and activity. These reports
are discussed in the following section, “Viewing, Sorting, and Printing Circ Reports.” (More system
reports are available through the report generator; see page 7-1.)

Viewing, Sorting, and Printing Circ Reports

1. On the Mode menu, click Library Transactions. This displays a listing of all transactions in the

Transactions pane except returns for the current circu- lation period (as defined in your system’s

Schedule tab; see “Schedule Tab” on page 5-51).

FIGURE 5.72
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2. From here, your options are:

e To view the patron and/or item information related to one of the listed transactions, double-

click the transaction in the Transactions pane. This displays any relevant patron or item

information in the two upper panes.

To return to the full transaction list, click List All on the command menu.

FIGURE 5.73
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To return to the full transac- tion list, click List All on the command menu.

¢ To switch the view in the Transactions pane between all transactions, patron transactions,
and item transactions, double-click a transaction in the Transactions pane. Then click the
Display button (shown in Figure 5.72) until the desired transaction type displays. A “head”
icon on the Display button represents patron transactions; a “book spine” icon represents item
transactions; and no icon represents all transac- tions.

¢ To limit the displayed transactions to today’s data, right-click in the Transactions pane. This
opens a command menu (Figure 5.73) with sorting and other commands. Click the sort option
that suits your needs: Today’s All, Today’s Fines, Today’s Loans, Today’s Holds, Today’s Bookings, or
Today’s Reserves.

e To sort transactions by transaction type or a time period, click Select Transactions on the
command menu (Figure 5.73). In the Select Trans- actions dialog box (Figure 5.74), click a
transaction type and a time period, and then click OK.

FIGure 5.74
— Tranzaction Type—— —~ Time Period————
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To send e-mail notifications to patrons with fines or overdue items, see “Sending E-mail Notifications for Fines and Overdue

Items” on page 5-19.

¢ To print the transactions listed in the Transactions pane, click Print on the command menu
(Figure 5.73). If a Print dialog box displays, change the settings if desired, and then click OK.

e To configure which information displays and how it displays in the Transactions pane while
in the Library Transactions mode, click Design Mode on the command menu (Figure 5.73). This
procedure is explained in “Modifying the Transactions Pane for Library Transactions”
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Note: The following instructions describe the scanning procedure using a Worthington TriCoderTM. If you are using a different
type of scanner, your procedure may differ.

Note: You can also type the patron and/or item barcodes into the TriCoder; be sure to press ENTER on the TriCoder between each
barcode.

You may want to conduct transactions using a portable scanning device such as a TriCoder. This

is useful when your main M3 Circulation system is not available, such as while working from a
bookmobile.

This procedure includes scanning the patron and/or item barcodes using the Tri- Coder, then uploading
them into Circulation. You can scan and upload barcodes for only one transaction mode at a time
(unless you use the Transaction Barcodes sheet; see “Using the Transaction Barcodes Sheet” on page
5-58).

Scanning Barcodes
1. On the TriCoder, press ON, then press any key.

2. At the data collection prompt, press YES.
3. At the program number prompt, press 0.
4. Scan the patron and/or item barcodes.

e If you are conducting a loan or reserve transaction, scan the patron barcode and then scan
the item barcodes. Repeat for each transaction you are conducting.

e If you are conducting a return or renew transaction, scan the item bar- codes only.
5. Press END. You are now ready to upload the data into Circulation.

Uploading Data

1. Connect the TriCoder to your Circulation workstation.

2. In Circulation, click the toolbar button corresponding to the type of trans- action you are
conducting (Loan, Return, Renew, or Reserve).

3. On the Tools menu, click Upload Transactions. This displays the Upload Transactions dialog box
(Figure 5.75).

FiGURe 5.75
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4. Click in the text box.

5.  On the TriCoder, press NO at the data collection prompt, then press YES at the data upload
prompt.

6. The barcodes display in the Upload Transactions dialog box. Click OK to upload the transactions
to the database.

7.  When the upload process is complete, a message displays confirming a successful upload or
alerting you to errors that occurred during the upload procedure.

NOTE: If an error message displays, click View Upload Log on the Help menu. This displays a log identifying the errors (as shown
in the example in Figure 5.76).

FIGURE 5.76

a?j UploadErrorLog.bxt - Notepad = E3
File Edit Format Help

[20030108094300.0 3312143]
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Description=Barcode Not Found! Rescan the patron or item barcode.
Location=CCirsboc: :DisplayEndoperationMessage...)

[20030108094301.0 411]
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Location=

[20030108094302.0 591]
Description=Barcode Not Found! Rescan the patron or item barcode.
Location=CCirspoc::DisplayEndoperationmessage(...)

[20030108094302, 0 400] )
pescription=Finished Processing Uploaded Barcodes...
Locations

Using the Transaction Barcodes Sheet
Included with your M3 documentation is a laminated sheet titled Transaction Barcodes. You can use
this barcode sheet to conduct transactions using a TriCoder.

1. Follow steps 1 through 3 in “Scanning Barcodes” on page 5-57.
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2. Scan the desired transaction mode barcode on the Transaction Barcodes sheet (Loan Mode, Return
Mode, and so on).

3. Scan the patron and/or item barcodes.

e If you are conducting a loan or reserve transaction, scan the patron barcode and then scan
the item barcodes. Repeat for each transaction you are conducting in the current mode.

e If you are conducting a return or renew transaction, scan the item bar- codes only.
4. Repeat steps 2 and 3 as desired.
5. Press END.
6. Connect the TriCoder to your Circulation workstation.
7. In Circulation, click any toolbar button.

8. Upload the data into Circulation. To do so, follow steps 3 through 7 in “Uploading Data”
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FIGURE 5.77
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Tip: If a grid does not display in the Patron pane, right-click in the pane, then click Show Grid.

You can modify the MARC fields and font characteristics that display in the Circu- lation window. You can
also configure different displays for each transaction mode (Loan, Return, Renew, Reserve, and Status)
in each pane (Patron, Item, Transac- tions). M3 Circulation includes default settings for all of these
situations, but you can reconfigure as appropriate for your library.

Modifying the Patron Pane Display

1. Click the toolbar button corresponding to the transaction mode to be mod- ified (Loan, Return,
Renew, Reserve, or Status). Changes made to one mode will not apply to the other modes; you must
modify each mode individu- ally.

2. Right-click in the Patron pane. This opens a command menu (Figure 5.9).

3.  Click Design Mode. This changes the Patron pane to the Design mode, with information displaying
in data cells (Figure 5.77).

4. To create a new cell, click where you want the cell in the Patron pane, then drag to the desired
size. This displays the New Cell dialog box (Figure 5.78).

FIGURE 5.78
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FiIGURE 5.79
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Tips:

» When selected, a cell appears with a yellow back- ground.

« To resize a cell, drag the box in the lower right corner of the cell to the desired size.

« To move a cell, drag it to the desired location. If it is part of a group of cells (displaying in blue), this moves the entire group.

Tip: You can also double-click a cell to display the Properties dialog box.

Tip: You can create a group of cells by pressing CTRL and dragging the mouse to select the desired cells. Cells in a group appear
outlined in blue. Groups allow you to cut, copy, paste, delete, and align multiple cells. You can ungroup a group of cells by
clicking outside of the group.

5. Click the type of cell you want to create, then click OK.

6. To modify cells, right-click a cell or group of cells. This opens a command menu (Figure 5.79).

Several of the options in this menu are explained here:

e Properties — Depending on the type of cell you select (Iabel cell, data- base field cell, or
graphic cell), a Properties dialog box appears. See the following three sections, “Modifying a
Label (Text) Cell,” “Modi- fying a Database Field Cell,” and “Modifying a Graphic Cell” for
instructions on modifying each cell type.
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e Send To Front and Send To Back — If cells are overlapping, select a cell and click one of these
options to send the cell to the front or back of the overlapping cells.

o Select All — Creates a group of all cells, including any cells that are out of view. Use the
scroll bar to view all cells.

e Cut Cell and Cut Group — Deletes the cells from the display and stores it on the clipboard.

e Copy Group — If you use this option to copy a group, then click Paste, the new group is
pasted on top of the original group. You can then drag the new cells to a new location.

¢ Paste — Pastes the last cut or copy operation. To paste multiple cells, create a group, click
Copy Group, and then click Paste.

e Move Left to Grid — Aligns the selected cell with the grid line to the left of the cell.

e Move Up to Grid — Aligns the selected cell with the grid line directly above the cell.
» Align Group Vertically — Vertically aligns the group with the selected cell.

e Align Group Horizontally — Horizontally aligns the group with the selected cell.

7.  When finished modifying the display, right-click in the Patron pane. In the command menu, click
Save.

8. Right-click again in the Patron pane. In the command menu, click Exit Design Mode. This exits the
Design mode.

Modifying a Label (Text) Cell
To make changes in the Label Properties dialog box (Figure 5.80):

FiGure 5.80
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1. In the Label box, type any new text you want to display in the cell.

2. To change the background color of the cell, click Change Background Color. This displays the Color
dialog box. Choose a color, then click OK.

3. To make the cell and its contents invisible in Display mode, clear the Visible check box.
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4. In the Alignment group, select the desired text alignment.
5. If you want the text to wrap to the next line if it is too long to display in the cell, select the Line
Wrap check box. NOTE: You may need to increase the height of the cell to make the wrapped text

visible.

6. To change the font, click Change Font. This displays the Font dialog box. Change settings as
desired, then click OK.

7. When finished, click OK.

Modifying a Database Field Cell
To make changes in the Field Properties dialog box (Figure 5.81):

Ficure 5.81
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The Contents box displays items in the order they appear in the cell. To change the order, select an item and click Move Up or
Move Down.

1. To add a field to a cell, click Add Field. This displays the Select Database Field dialog box (Figure
5.82).

FiGURE 5.82
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2.  To make changes in this dialog box:
A. In the Table list, select the table containing the data you want to display. B. In the Field
list, select the record field you want to display.
C. In the Display As group, select the format in which you want the field to display.
D. Ifthe field is repeatable, select an option in the Repeatable Field group. E. When finished,
click OK. This returns you to the Field Properties dialog box (Figure 5.81).

3. To add text to the cell, click Add Text. This displays the Add Text dialog box. Type the text you
want to display, then click OK.

4. To make the cell and its contents invisible in Display mode, clear the Visible check box.
Tip: You can also double-click the item to display the Select Database Field dialog box.

5. To edit an item, select the item in the Contents box, then click Edit Item. This displays the Select
Database Field dialog box (Figure 5.82). To make changes, follow the procedure explained in step 2.

6. Toformat an item, select the item in the Contents box, then click Format Item. This displays a Format
dialog box corresponding to the format you selected in step 2C. Make changes as desired, then click OK.

7. To remove an item from the cell:

e To remove one item, select the item in the Contents box, then click Remove Item. This
removes the item.

¢ To remove all items, click Remove All. This removes all items and places an “Undefined
Field” entry in the cell.

8. In the Alignment group, select the desired text alignment.

9. To make the text wrap to the next line if it is too long to display in the cell, select the Line Wrap
check box.
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10. To change the font, click Change Font. This displays the Font dialog box. Change settings as desired,
then click OK.

11. In the Multiple Items group, indicate how you want to separate multiple items in this cell.

12. To change the background color of the cell, click Change Background Color. This displays the Color
dialog box. Select a color, then click OK.

13. When finished, click OK.

Modifying a Graphic Cell
To make changes in the Picture Properties dialog box (Figure 5.83):

FiGure 5.83
Picture Location ‘ K |

’75' Database £ Extemnal File

Table Field
Bibliographic ’

Patron
Transaction
Group

¥ Visible ¥ Shiink/Stietch the image to fit the cell

1. In the Picture Location group, click Database or External File.

e If you choose Database, select the table containing the data you want to display in the Table
list, then select the field you want to display in the Field list.

e If you choose External File, click Select File. This displays the Open dialog box. Navigate to
the location of the file you want to open, then click Open. This displays the path and file name in
the Picture Proper- ties dialog box, as shown in Figure 5.84.

FiGure 5.84
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Tip: If a grid does not display in the Item pane, right-click in the pane, then click Show Grid.

2. To make the image invisible in Display mode, clear the Visible check box.

3. If you want the image to fit the dimensions of the cell, select the Shrink/ Stretch the image to fit the
cell check box. NOTE: If the image is larger than the cell and you do not select this check box, only a
portion of the image will appear in the cell.

4.  When finished, click OK.

Modifying the Item Pane Display

1. Click the toolbar button corresponding to the transaction mode to be mod- ified (Loan, Return,
Renew, Reserve, or Status). Changes made to one mode will not apply to the other modes; you must
modify each mode individually.

2.  Right-click in the Item pane. This opens a command menu (Figure 5.9).
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3. Click Design Mode. This changes the Item pane to the Design mode, with data displaying in cells
(Figure 5.85).

4.  Follow steps 4 through 8 beginning on page 5-60 to modify the data dis- played in the Item pane,
substituting the word “item” for “patron” in the procedure.

Modifying the Transactions Pane Display

There are three Transactions pane displays: Patron, Item, and Library Transac- tions. Each has a
different display configuration. This section explains how to modify the Patron and Item displays for
the Transactions pane. To modify the Library Transactions display, see “Modifying the Transactions
Pane for Library Transactions” on page 5-67.

To modify the Patron or Item displays for the Transactions pane:

1. Click the toolbar button corresponding to the transaction mode to be mod- ified (Loan, Return, Renew,
Reserve, or Status).

2. In the Barcode box, type the patron (or item) barcode, and then press ENTER (or scan the code).
3. Right-click in the Transactions pane. This opens a command menu (Figure 5.10).
4.  Click Design Mode. This changes the Transactions pane to the Design mode and clears the pane.

5. In the Transactions pane, right-click the column heading of the column you want to edit. This
opens a command menu (Figure 5.86).

FiGure 5.86
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Tip: You can also double-click the column heading to open the Column Properties dialog box.

FiGURe 5.87
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6. If you want to delete the column or insert a new column, click the appropriate command.

OR
If you want to revert to the default settings for the Transactions pane, click Load Default.
OR

If you want to edit the properties of the selected column, click Column Prop- erties. This displays the
Column Properties dialog box (Figure 5.87).

Edit the column properties as desired:
» Display options — Each column has different display properties for bib- liographic items
and equipment items. Bibliographic display settings apply when the transaction involves a
bibliographic item, and equip- ment display settings apply when the transaction involves an
equip- ment item. Therefore, you may want to click Bibliographic Display and select the settings
used for bibliographic items, then click Equipment Display and select the settings used for
equipment items.
e Header group - To establish display properties for the column header:

A. In the Column Header box, type the column heading text.

B. To change the font properties for the column data, click Font. This displays the Font dialog
box. Modify the font properties as desired, then click OK.

C. Click a Text Alignment option to establish the text justification for the column header.
e Join group - If the information in this cell should be joined with the information
displayed in the cell to the right (the information is com- bined and displays in the left
cell):
A. Select the Join Cells check box.
B. In the Separator box, type a space, comma, or any other text to separate the content of the
two cells.
e Data group - To set up the data that displays in this column:
A. In the Table list, select the table containing the data you want to display.
B. In the Field list, select the record field you want to display.
C. To change the font properties for the column data (as shown in the sample text in the Preview
box), click Font. This displays the Font dialog box. Modify the font properties as desired, then
click OK.
D. Click a Text Alignment option to establish the text justification for data in the column.
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e Format group - If the column data requires a consistent format, click an option (Date,
Numeric, Boolean), and then click the desired format in the corresponding list.

7.  When finished editing entries for this column, click OK.
8. Repeat steps 5 through 7 for each column you want to modify in the Trans- actions pane.

9.  When finished, right-click in the Transactions pane. In the command menu (Figure 5.86), click Save
Configuration. (Or, to revert to the default settings for the Transactions pane, click Load Default.)

10. Repeat steps 1 through 9 for each transaction mode you want to modify in the Transactions pane.
11. When finished, right-click in the Transactions pane. In the command menu (Figure 5.86), click Exit
Design Mode. This exits the Design mode.

Modifying the Transactions Pane for Library Transactions

To modify the Library Transactions display for the Transactions pane:

1.  On the Mode menu, click Library Transactions.

2. Right-click in the Transactions pane. This opens a command menu (Figure 5.73).

3. Click Design Mode. This changes the Transactions pane to the Design mode and clears the pane.

4. Follow the procedure in steps 5 through 11 beginning on page 5-65.
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This chapter provides instructions for searching your library’s databases and working with the search
results. It describes:

¢ How to select an interface language

e How to select databases and database types to search

¢ How to conduct a Standard, Enhanced, and Visual Catalog search of your library’s holdings
¢ How to determine item availability and location

¢ How to work with search results in brief and expanded record formats

e How to add records to the Bookbag

¢ How to print and save records

¢ How to use Shelf Browse

e How to review your search session history and return to prior searches

¢ How to use the My Account tab

¢ How to use the Reset feature to reset defaults and clear the search history
¢ How to use the Bulletin Board

¢ How to modify the OPAC header

e How to display cover images

¢ How to customize the Visual Catalog interface using Configuration Mode

The M3 Online Public Access Catalog (OPAC) is a flexible, multilingual search interface that enables
the patron to search for records using three different search methods. The patron can then work with
the search results in a variety of brief and expanded record formats.

The three available search methods are:

e Standard Search — A basic keyword search method that recognizes Boolean logic, truncation,
and phrase searches, and allows index browsing.
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¢ Enhanced Search — A more advanced search method that offers search flexibility and
options. Patrons can enter simple or complex keyword search queries, and use index browsing.

¢ Visual Catalog Search — An easy point-and-click graphical search method.
Patrons click colorful buttons to narrow their searches from broad topics to more defined sub-
topics, ultimately reaching search results.

The following five features enhance the patron’s search session.

e The Bookbag allows a patron to set aside selected records throughout the course of the
search session for additional review or batch printing.

e The Shelf Browse function quickly locates records with a call number sim- ilar to that of a
selected record. This is equivalent to looking at items to the left or right of a specific item on a
library shelf.

¢ The History function keeps a cumulative list of Enhanced Search queries.
A time-saving AutoSearch feature lets you select a search in the list and return to that search
by clicking a button. To ensure privacy, a patron can clear this cumulative list at any time.

¢ The Reset feature deletes all information stored in the History, and returns all OPAC
settings to their default positions.

¢ The Bulletin Board links to either a local HTML file or a World Wide Web address that your
library wants patrons to view.

Displaying the M3 OPAC
To display the M3 OPAC correctly, set the resolution on your monitor to 800x600 or higher. If necessary,
refer to your Windows documentation for detailed instruc- tions.

To start the M3 OPAC module:
Note: If you installed M3 v1.1 prior to installing v1.6, select SIRS Mandarin and then M3 (instead of Mandarin M3).

On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click OPAC. This
displays the main M3 OPAC window (Figure 6.1).

The default M3 OPAC window is shown in Figure 6.1. The main window consists of four distinct areas.

FIGURE 6.1
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e Header bar - This area contains the Reset, Bulletin Board, and Help but- tons. The header can be
configured to display your library’s logo. For instructions, see “Modifying the OPAC Header” on page
6-30.

e Function tabs - Five tabs allow you to move between different OPAC func- tions: Search, Results,
Bookbag, Databases, and My Account. Each tab is subdivided into two sections: a data pane on the left
and an option pane on the right.

e Search tab (shown in Figure 6.1) — Select a search method and per- form a search.

¢ Results tab — View and work with search results in brief and expanded record formats.

¢ Bookbag tab — View and work with records added to the Bookbag.

e Databases tab — Select the database type and databases to be searched.

e My Account tab (optional) — View personal information and transac- tion history.

e Data pane - Within each tab, this area displays information related to the selected tab.

Option pane - Within each tab, this area contains the option buttons appro- priate for the
information displayed in the data pane. Each tab includes a different set of option buttons.
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The M3 OPAC allows patrons to select a language for the interface. Changing the interface language
affects screen elements such as names of windows, buttons, and text boxes; it does not change the
language of the information in the database.

To select a different interface language:

1.  On the Search tab, click Languages. This displays the Languages dialog box
(Figure 6.2).

FIGURE 6.2

Cancel

2. Select the interface language, then click OK. This changes the interface language.

Overview
Before beginning a search, you should always verify you are connected to the appropriate database type
and databases.

Two database types are predefined in the M3 OPAC. Your system administrator can add, modify, and
delete database types to suit your institution’s needs. The two predefined database types are:

e Standard — Intended for standard catalog databases. The field labels and tag structure conform to
USMARC standards, as defined by the Library of Congress.

e Equipment — Applicable for databases that contain equipment. Field labels and structure have been
modified to correspond to the needs of equipment databases.

NOTE: The M3 system is specifically designed to manage MARC records. All record types
(bibliographic, holdings, patrons, equipment, transaction, specialty databases) conform to a standard or
customized MARC record structure.

Databases Tab Features

A sample Databases tab is shown in Figure 6.3.
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e Database Type list — Lists the types of databases available to search. Each type has a

different MARC field structure. By default, standard (appro- priate for catalog databases) is

selected.

e Available Databases box — Lists the databases available to search.

¢ Option buttons — The Apply/Cancel Changes buttons allow the patron to apply or cancel any
changes just made in the Databases tab. The other two buttons access menus with the following

options listed:

Reset Defaults options:

e Revert To Application Defaults — Changes all M3 OPAC settings back to their default

positions, including default search fields, formats, database selections in all database types,

and so on.

e Revert To [selected database type] Defaults — Changes all settings for the selected database

type back to default positions.

* Revert To Default Databases — For the selected database type, reverts back to the default

selection of databases.

¢ Revert To Default Database Restrictions — Not applicable unless searching a centralized

(union) database.
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Tag options:

e Tag/Untag All — Tags or untags all databases within the selected data- base type.

e Tag/Untag Database Restrictions — Not applicable unless searching a centralized (union) database.

Selecting a Database

Before sending a search query, verify that you are connected to the appropriate database type and

databases. To do so:

1.  Click the Databases tab. A sample Databases tab is shown in Figure 6.4.

FIGUurRe 6.4
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Tip: When several databases are available, click Tag to access a shortcut menu.

2. If you are already connected to the correct database type and databases, click the Search tab and

conduct your search as described in “Conducting a Standard Search” on page 6-7, “Conducting an
Enhanced Search” on page 6-10, or “Conducting a Visual Catalog Search” on page 6-15.

OR

If you are not connected to the appropriate database type and databases:

A. In the Database Type list, select the desired database type. Standard is appropriate
for catalog databases; equipment is appropriate for equipment databases. (Your system

administrator may have modified this list.)
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B. In the Available Databases box, select the check box by each database you want to search,
and clear the check box by each database you do not want to search. (Many institutions only
have one available data- base per database type.)

C. Click Apply. This sends a connection query to each selected database.
NOTE: If you receive a warning message stating you deselected a data- base that still contains search results in the Results tab:
e C(Click No to go back and add any search results to the Bookbag.

OR

¢ Click Yes to connect to the selected databases. This sends connecting queries to
the selected databases and deletes any search information in the Results tab. Any
information stored in the Bookbag or History are not deleted.

D. Click the Search tab and conduct your search query as explained in “Conducting a Standard
Search” in the following section, “Conducting an Enhanced Search” on page 6-10, or “Conducting a
Visual Catalog Search” on page 6-15.
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Tip: The three default MARC record fields are indexes of multiple fields rather than single fields. For simplicity, this Users Guide
refers to all of them as fields. Entries conform to Z39.50 use attribute standards.
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FIGURe 6.5

The Standard Search method suits basic search needs; patrons are limited to key- word searches within
three specific MARC record fields. Boolean logic, truncation, and phrase searching are available to the
patron, as well as index browsing.

Standard Search Window Features
The default Search tab with Standard Search selected is shown in Figure 6.5. A
sample search has been entered; your window will be empty.

Search Tips:

« You can apply the trunca- tion asterisk (*) to the begin- ning and/or end of a keyword; the wildcard question mark (?) character
within a keyword (wom?n); and quotation marks (“”) around a phrase.

« You can use the AND, OR, and NOT Boolean operators to connect keywords within a keyword box. Be sure to type operators in

“ >

capital letters.

e MARC record fields - Indicate the MARC record fields available for searching. (The default
fields and the fields included in the lists can be reconfigured by your system administrator.)

e Keyword boxes — Allow the patron to enter keywords to search the selected

MARC record fields.
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* Browse buttons — Display a list of all data currently contained in the selected MARC record
field. This allows patrons to select a search term from existing data, particularly useful to those
unsure of the search they want to enter. This search selection technique is known as Index
Browse.

¢ Option buttons — The Languages button displays a list of available interface languages. The
Standard, Enhanced, and Visual buttons select the search method to be used.

e Total box — Displays the number of records found matching the search query.
* Function buttons — The Clear and Search buttons perform the following functions:

Clear — Erases any keywords entered in the keyword boxes and any results listed in the
Results tab.

Search — Submits the search query typed into the keyword boxes and, if matches are
found, automatically proceeds to the Results tab.

How to Search

This procedure assumes the appropriate interface language (see “Selecting an Interface Language”
on page 6-4) and the databases to be searched (see “Selecting a Database to Search” on page 6-4) are
already selected. To conduct a Standard Search of the selected databases:

1. On the Search tab, click Standard. This displays the Standard Search window (Figure 6.5).

2.  Type your search query into one or more of the three keyword boxes, as shown in Figure 6.5. Each
box is labeled to indicate the MARC record field it searches. The two lower labels also indicate the
Boolean operator applied to the box below. (The default MARC record fields and Boolean operators can
be reconfigured by your system administrator.)

NOTE: You can also use the Index Browse technique to enter a search term. See “Using Index Browse in a Search Query” on page
6-12.

3. Click Search. The Search Results window displays a list of search results
(Figure 6.6).

NOTE: If no matches are found, a Browse window (Figure 6.9) displays the indexed entries for the selected MARC field and takes
you to the closest alphabetical match for your keywords. Double-click a listing to enter it into the keyword box in the search
window, then click Search again.

FIGURE 6.6
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Note: The Cross-Reference box displays only if you are using a version of M3 that supports Authority Control and the search

term you entered is managed under Authority Control.

4. See “Working with Search Results” on page 6-18 for more information on options within the

Results tab.
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The Enhanced Search method provides search flexibility. Patrons can enter simple or complex keyword
search queries, select the fields and Boolean operators for the search, and use index browsing.

Enhanced Search Window Features
The Search tab with the default fields of the Enhanced Search window displayed is shown in Figure 6.7.

FIGURE 6.7
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Tip: Many entries in the MARC record field lists are indexes of multiple fields rather than single fields. For simplicity, this Users
Guide refers to all of them as fields. Entries conform to Z39.50 use attribute standards.

e MARC record field lists — List the MARC record fields available for searching. (The default
fields and the fields listed here can be reconfigured by your system administrator.)
 Keyword boxes — Allow the patron to enter keywords to search the selected

MARC record fields.

¢ Boolean operator lists — List all Boolean operators available for patron use.

Each Boolean operator list applies to the keywords in the keyword box below it. (The
default operators and the operators included in the lists can be reconfigured by your system
administrator.)

* Browse buttons — Display a list of all data currently contained in the selected MARC record
field. This allows patrons to select a search term from existing data, particularly useful to those
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unsure of the search they want to enter. This search selection technique is known as Index
Browse.

e Option buttons — The Languages button displays a list of available interface languages. The
Standard, Enhanced, and Visual buttons select the search method to be used.

Search Tips:

« You can apply the trunca- tion asterisk (*) to the begin- ning and/or end of a keyword; the wildcard question mark (?) character
within a keyword (wom?n); and quotation marks (“”) around a phrase.

« You can use the AND, OR, and NOT Boolean operators to connect keywords within a keyword box. Be sure to type operators in
capital letters.

¢ Totlal box — Displays the number of records found matching the search query.

e Function buttons — The Clear, History, Total, and Search buttons perform the following
functions:

Clear — Erases any keywords entered in the keyword boxes and any results listed in the Results tab.

History — Displays the History Selection dialog box (Figure 6.10), which lists all Enhanced Search
queries submitted by the patron during the cur- rent search session, along with the number of resulting
records. The patron can use the History function as a shortcut to return to a previous search. For more
information, see “Using the Search History” on

page 6-13.

Total — Submits the search query typed into the keyword boxes and dis- plays the number of records
found matching the search query in the Total box.

Search — Submits the search query typed into the keyword boxes and, if matches are found,
automatically proceeds to the Results tab.

How to Search

This procedure assumes the appropriate interface language (see “Selecting an Interface Language”
on page 6-4) and the databases to be searched (see “Selecting a Database to Search” on page 6-4) are
already selected. To conduct an Enhanced Search of the selected databases:

1.  On the Search tab, click Enhanced. This displays the Enhanced Search window (Figure 6.7).
2. Type a search query into one or more of the three keyword boxes, as shown in Figure 6.8. To
use different MARC record fields or Boolean oper- ators, select a different field or operator from the

appropriate list.

NOTE: You can also use the Index Browse technique to enter a search term. See “Using Index Browse in a Search Query” on page
6-12.

FIGURE 6.8
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You can also click Total to determine how many records match your search query. Use this feature to fine-tune the search query
before viewing the list of search results.

3. Click Search. The Search Results window displays a list of search results (Figure 6.6).

NOTE: If no matches are found, a Browse window (Figure 6.9) displays the indexed entries for the selected MARC field and takes
you to the closest alphabetical match for your keywords. Double-click a listing to enter it into the keyword box in the search
window, then click Search again.

4. See “Working with Search Results” on page 6-18 for more information on options in the Results
tab.

Using Index Browse in a Search Query

In addition to typing a keyword into a keyword box, a patron can review and select a search term from
existing field data. This is possible because most MARC record fields have been indexed. A patron can
browse a field index (such as subject, title, or author) to make a search term selection. This is particularly
useful to patrons who are unsure of the search they want to enter.

The Index Browse feature can be used while entering a Standard or Enhanced Search query. An Index
Browse term can be entered into a keyword box by itself or along with typed keywords.

To use Index Browse:

© 2014 Mandarin Library Automation, Inc. All rights reserved.
231 of 361



A

<

MBaNoarin

1. In the Standard Search or Enhanced Search window, type a keyword in the appropriate keyword
box. In an Enhanced Search, you can select a MARC record field in the list above the box. Then click the
corresponding Browse button. This displays the indexed entries for the selected MARC field and takes
you to the closest alphabetical match for your keywords

(Figure 6.9).

NOTE: In an Enhanced Search, if the selected field is not indexed, and therefore cannot be browsed, the corresponding Browse button
is not available.

FIGURE 6.9
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2. Ifyou are searching multiple databases and want to switch to a different database, select a
database in the Database list.

3. Double-click a listing. This enters the listing into the keyword box in the search window.

NOTE: You can only enter one listing into each keyword box. You can type additional keywords into the same keyword box, if
desired.

4.  When finished entering your search query into one or more of the three keyword boxes, click
Search.

Using the Search History

For convenience, a list of Enhanced Search queries accumulates during each patron’s Enhanced Search
session. (This feature is not included in the Standard or Visual Catalog search method.)

A patron can use the search history to return to a previous search query in the Search tab. This allows
the patron to fine-tune the query before accessing the Search Results window.

A patron can also use the search history to return to the Search Results window for any search listed in
the History Selection dialog box. The AutoSearch feature is used to accomplish this.
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232 of 361



@)

ManNoarin

A sample search history is shown in Figure 6.10.

Ficure 6.10

Results

[ Subject heading=( architecture ) ) AND [ Authar=( hill* )]

[ Subject heading=( architecture )
[ Subject heading=( recreat” OR vacat* OR tour” OR travel ] 1AND [ Authars( brawn 1]
[ Subject heading=( recreat® OR vacat® OR tour* OR travel 1)

As seen in this example, the search history includes the date and time of the search, the search query,
and the number of records resulting from the search.

Returning to a Previous Search Query
To return to a previous Enhanced Search query:

1. In the Enhanced Search window, click History. This displays the History Selection dialog box.
2.  Select the search you want to return to, then click OK. This displays the query in the Search tab.

Returning to Previous Results
To return to a previous list of search results:

1. Inthe Enhanced Search window, click History. This displays the History Selection dialog box.
2.  Select the AutoSearch check box.

3. Select the search you want to return to, then click OK. This displays the previous list of search
results in the Search Results window. For details on working with the list of search results, see “Search
Results (Brief Records)” on page 6-18.

Deleting the Search History

For privacy, all information in the History Selection dialog box can be deleted. All information is deleted
automatically when the OPAC workstation times out after a designated time period of inactivity. (The
default time-out period can be reconfig- ured by your system administrator.)

To delete the history, use one of the following methods:
At any point in the search session, click Reset in the header bar. This deletes all information in the

History Selection dialog box and resets all workstation settings to the system default settings. Patrons
should be encouraged to click Reset before starting a search session and when ending a search session.

OR

1. Inthe Enhanced Search window, click History. This displays the History
Selection dialog box (Figure 6.10).
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2. Click Clear. This deletes all information in the History Selection dialog box.
It does not change any settings the patron has established during the search session.

Search History Interface Language
The M3 OPAC remembers which interface language was used during each Enhanced Search query. As

a result, when the search history function is used to return to a previous search, the interface always
displays in the same language as the original search.
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Visual Catalog Overview

The Visual Catalog search method provides patrons with an easy point-and-click graphical search
method. From a patron’s perspective, a search is just a click on a topic button and then a related
sub-topic button; this generates a list of search results. In actuality, it is a keyword search method
disguised behind a graphical interface; topic buttons are connected to query buttons, which are linked
to pre- defined search queries. A query button launches a search of the selected databases and returns
a list of results.

These graphical buttons can also be configured to launch other software applica- tions. Launcher buttons
are optional; you can add, modify, and delete them from the interface.

The simplicity of the Visual Catalog search method makes it ideal for novice researchers and those
unfamiliar with computers. It should be noted that this design does not provide the type of search
flexibility found in the Standard and Enhanced keyword search methods, which contributes to its ease
of use.

The Visual Catalog interface is easily customized. Topics and their related search queries can be added,
modified, and deleted. The number of levels before a search results list appears can be reduced or
increased. Sound and visual effects can be changed and disabled. For details on these customizations and
more, see “Custom- izing the Visual Catalog” on page 6-32.

Visual Catalog Search Window Features
The Search tab with the default version of the Visual Catalog interface displayed is shown in Figure
6.11.

FiGure 6.11
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Languages

Countries & '_ i Holidays
Cultures }

Standard
Enhanced
Visual

People Science & Staries
Technology
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Tip: Topic, query, and launcher buttons look the same. The result of selecting them is what makes them different. A topic button
opens a sub-menu. A query button returns search results. A launcher button opens another application or Web page.

How to Search

This procedure assumes that the appropriate interface language (see “Selecting an Interface Language’
on page 6-4) and the databases to be searched (see “Selecting a Database to Search” on page 6-4) are
already selected. To conduct a Visual Cat- alog Search of the selected databases:

M

1. Onthe Search tab, click Visual. This displays a button menu that can contain any combination of topic,
query, and launcher buttons. The default button menu (shown in Figure 6.11) consists of topic buttons.

2.  Click a topic button. Unless extra topic levels have been added to the default interface, this opens
a sub-menu of related query buttons, as shown in Figure 6.12 for the Animals topic.

FIGURE 6.12
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Tip: At the sub-menu level, the selected topic is listed at the top of the tab.

Tip: Two navigation buttons function as follows:
» Back returns to the previous button menu level.
« Start Over returns to the first button menu level.

3. Click a query button. This searches the selected databases, then displays the Search Results

window in the Results tab.

NOTE: The button menus shown in this procedure are based on the default buttons. Your Visual Catalog interface may have been

reconfigured to add or delete menu levels, to change the topic or query buttons, or to include launcher buttons.

4. See the next section, “Working with Search Results,” for details on your options in the Results tab.
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Search Results (Brief Records)

Once a search query is sent, the Results tab appears listing all items found matching the query. By
default, records appear in a brief record format, similar to the example shown in Figure 6.13.

FiIGURe 6.13

B M3 OPAC

Your Library Name

ResLits | E Al Databases

Search Results For: dog

See also - American Eskimo dog
See also - Guide dogs

See also - Pekingese dog Add To Bookhag
See also - Sled dog racing .

See also - Animals as aids for the handicapped Print

’— @ J Crisp, Marty Tay
FIC Private Captain : a story of Gettyshurg /

Record Format

CRI Marty Crisp. - New York : Philomel Books, Sort
2001. T

Save

|— @ E Dodd, Lynley
DoD A dragon in a wagon / Lynley Dodd. -

Milwaukee, WWis. | Gareth Stevens Pub,,
2000, - (Gold star first readers.)

,— @ E Dodd, Lynley Record Details
DOD Hairy Maclary and Zachary Quack / Lynley
Dodd. - Milwaukee, Wis. | Gareth Stevens

Pub., 2000. - (Gold star first readers.) x| mandarin

E T
0 record(s) tagged Record 1 of 248 Font Size |1D v[ LIBRARY AUTOMATION

Note: The Cross-Reference box displays only if you are using a version of M3 that supports Authority Confrol and the
search term you entered is managed under Authority Control.

A patron can perform several functions from this window. These functions are described in the
following sections.

Using Cross-References

The Cross-Reference box displays links to more appropriate headings used by your library or related
headings that may also be useful. Click a “See” or “See also” link to view the search results for that
heading.

Determining ltem Media Type

To determine the media type of an item listed in the search results, refer to Table 6.1. The media type
icon is shown beside the item. (Media type icons also appear in the Search Results Record Details
window and the Bookbag windows.)

TaBLE 6.1
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% Artifact

@ Book

@ Photo
Music
Cassette

2 Data CD

I“x

@a Movie

== Electronic

Media

Journal

=

% Library Kit

Map

Book on tape

® Music CD

Sheet Music

Video
Recording

&)

Online
Resource

Determining ltem Availability
To determine each item’s availability, refer to the color of the Availability & Tagging
check box. Green represents available and red represents unavailable.

Changing the Record Format
To select a different format for the records displayed:

1. Click Record Format. This displays the Record Format dialog box (Figure 6.14).

© 2014 Mandarin Library Automation, Inc. All rights reserved.
239 of 361



A

¢

Manadarin
Ficure 6.14

Eibliographic

List

Full MARC
Catalog Card

Brief Labeled
Expanded Labeled

Cancel

Note: No duplicate listings are placed in the Bookbag.

Note: To enable the printing of holdings information, change the Print Holdings entry in the M30pac.ini file (located in your M3
direc- tory) from o to 1, then restart the OPAC module. Holdings will then be listed in the printed item records.

2. Select a record format, then click OK.

NOTE: If an expanded format is selected, the amount of information in a record may exceed the amount of space in the list of search
results. When this occurs, ellipses appear in the lower right corner of the box. To view the entire record, click Record Details.

Adding Records to the Bookbag
To add records to the Bookbag for later viewing or printing:

1. If you want to add:
e all records in the list, click Add To Bookbag, and then click Add All

e several records in the list, select the Availability and Tagging check box next to each record you
want to add. Click Add To Bookbag, then click Add Tagged.

e the active record only, click Add To Bookbag, and then click Add Active.
2. A message appears confirming the addition of the records to the Bookbag.

Printing Records
To print records from the Search Results or Bookbag Record List windows:

1. If you want to print:
e all records in the list, click Print, and then click Print All.

e gseveral records in the list, select the Availability and Tagging check box next to each record
you want to print. Click Print, then click Print Tagged.

* the active record only, click Print, and then click Print Active.

2. This displays the Print dialog box. Change settings if desired, then click OK.
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To print records from the Search Results Record Details or Bookbag Record Details windows, click Print
while viewing the record you want to print. This dis- plays the Print dialog box. Change settings if
desired, then click OK.

Tagging Records
The Tag button is a time-saving feature that allows you to select or deselect all records in the Search
Results or Bookbag Record List windows at once.

e To tag all records in the list, click Tag, and then click Tag All.
e To untag all records in the list, click Tag, and then click Untag All.
Sorting Records
To sort the records displayed in the Search Results or Bookbag Record List win- dows by a different

sort formula:

1.  Click Sort. This displays the Sort Choices dialog box (Figure 6.15).

FiGure 6.15

Call Number

Call Mumber by Prefoc
Copyright Date

Title

Cancel

Note: To enable the saving of holdings information, change the Save Holdings entry in the M30pac.ini file (located in your M3
directory) from o to 1, then restart the OPAC module. Holdings will then be listed in the saved RTF files.

2. Select a sort formula, then click OK.

Saving Records to a File
To save records in the Search Results or Bookbag Record List windows to a file:

1. If you want to save:
e all records in the list, click Save, and then click Save All.

e gseveral records in the list, select the Availability and Tagging check box next to each record
you want to save. Click Save, then click Save Tagged.

e the active record only, click Save, and then click Save Active.

2. This displays the Save As dialog box. Navigate to the location where you want to save the records.
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3. In the File name box, type a name for the file, and then click Save. This saves the records in rich
text format (RTF).

Accessing Record Details
To access more information about a specific brief record, including the expanded record and location of
items (copies) held by the library, see the next section, “Record Details (Expanded Records).”

Tip: You can also double-click the brief record to view the Search Results Record Details window.

Record Details (Expanded Records)

To view details about a specific item including location, status information, and the expanded record:
1. In the Search Results or Bookbag Record List windows, select the record you want to view.

2. Click Record Details. This displays the Search Results Record Details or Bookbag Record Details
window (the Search Results Record Details is shown in Figure 6.16).

FIGURE 6.16

B M3 OPAC

Your Library Name

Eearch ResUlts Bnnkbag Databases

Search Results Recnrfl Details O —

Location Call Number | Barcode | Status Due Date
JFIC CRI 1005937 Available

Add To Bookbag

Print

: Call #: JFIZ CRI
El @ Author: Crisp, Marty
Title: Private Captain : a story of
Gettyshury / Marty Crisp.

Publisher: Mew York : - Philomel Books, - 2001,

Description: 293 p.; 22 cm.

Subject: Gettysbury (Pa.), Battle of, 1863 -
Juvenile fiction.

Summary:  In 1563 Pennsylvania, twelve-year-old
Ben and his dog Captain set off in
search of Ben's brather, who is
missing from the Union Army,

Begin Shelf Browse

mandarin
Record 1 0f 248 LIBRARY AUTOMATION

e Holdings box - Lists each copy of the item selected in the results list.
By default, this holding record information includes the location, call number, availability status,
and, if applicable, due date. (The default fields can be reconfigured by your system administrator.)

 Expanded Record box - Displays an expanded version of the biblio- graphic record

selected in the Search Results window, along with an availability check box and media type
icon. (Media type icons are defined on page 6-19.)
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* Navigation buttons — Access other records in the list of Search Results: First — Displays the
first record in the list.

Previous — Displays the previous record in the list. Next — Displays the next record in the list.
Last — Displays the last record in the list.

» Option buttons — These buttons in the Search Results Record Details window provide the
patron with a variety of options:

Record Format — Allows the patron to change the format for the record displayed in the Expanded
Record box.

Add To Bookbag — Adds the record to the Bookbag for later viewing or printing.
Print — Prints the record displayed in the tab.

Begin Shelf Browse — Allows the patron to conduct a Shelf Browse from the Search Results Record
Details. For more information, see the next section, “Using Shelf Browse.”

Back To Record List — Returns to the Search Results window.

Using Shelf Browse

Shelf Browse allows a patron to quickly find records with a call number similar to that of a selected
record. The patron can move one bibliographic record at a time forward or back. This is similar to looking
at items to the left or right of a selected item on a library shelf.

NOTE: The call number system used by your shelf browse option is established when your library
collection is indexed during system setup. To change to the other call number system, your collection
must be re-indexed.

To use Shelf Browse:

1. Inthe Search Results Record Details window (Figure 6.16), click Begin
Shelf Browse. This changes the window to Shelf Browse mode
(Figure 6.17). Notice that the active call number for this record appears in the status bar.

FiGUurRe 6.17
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Search Results Record Details (Shelf Browse Mode)
: Record Format

Location | Call Number | Barcode | Status | Due Date
JFIC CRI 1005937 Available

Add To Bookbag

Print

: Call #: JFIZ CRI
El @ Author: Crisp, Marty
: Title: Private Captain : a story of
Gettyshurg £ Marty Crisp.
Publisher: Mew York : - Philomel Books, - 2001,
Description: 293 p.; 22 cm.
Subject: Gettysbury (Pa.), Battle of, 1863 -
Juvenile fiction.
Summary:  In 1563 Pennsylvania, twelve-year-old
Ben and his dog Captain set off in
search of Ben's brother, who is
missing fram the Union Army.

End Shelf Browse

: mandarin
Active call number = FIC GRI LIBRARY AUTOMATION
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2. From here, you have the following options:
e To view the previous record “on the shelf,” click Previous.

e To view the next record “on the shelf,” click Next.

e To modify the format in which the record is displayed, click Record Format, select the

preferred format, and then click OK.
e To add a record to the Bookbag, click Add To Bookbag.
e To print the record, click Print.

e To end this Shelf Browse session, click End Shelf Browse.

¢ To return to the Search Results window, click Back To Record List.
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During a search session, you may want to set aside promising records for addi- tional review or batch
printing. The Bookbag temporarily stores records during the search session. The Reset feature deletes
any records stored in the Bookbag.

Adding Recordsto the Bookbag
To add records to the Bookbag from the Search Results window, see “Adding Records to the Bookbag”
on page 6-20.

To add records to the Bookbag from the Search Results Record Details window, click Add To Bookbag.

Viewing and Working with Bookbag Records
To view the records placed in the Bookbag during the active search session, click the Bookbag tab at any
time. A sample Bookbag tab is shown in Figure 6.18.

FiGure 6.18

= M3 oPAC

Your Library Name
| SEArEH I RESUIE Bookbag I Patabases

Bookbag Record List

Eulletin Eoand I Relp

Record Format

rl@ J Crisp, Marty Remove
FIC Private Captain : a story of Gettyshurg / Marty
CRI Crisp. - Mew York . Philomel Books, 2001, Print

Tag

Sort
|— | War letters : extraordinary correspondence from
American wars / edited by Andres Carroll ;

foreword by Douglas Brinkley. -- New York :
Scribner, c2001. Enter Barcode

Save

Record Details

mandarin

Record 1 of 2 Orecord(s) tagged LIBRARY AUTOMATION

The option buttons provide the following options:

¢ To display records listed in the Bookbag by a different format, click Record Format, and then select a
display format. For more information, see “Changing the Record Format” on page 6-20.

e To remove records from the Bookbag, click Remove, and then select an option in the list.

¢ To print records, follow the procedure in “Printing Records” on page 6-20.
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e To tag or untag all records currently in the Bookbag, click Tag, and then select an option in
the list.

e To sort the records listed in the Bookbag by a different sort formula, click Sort, and then
select a sort formula. For more information.

¢ To save records to a file, follow the procedure in “Saving Records to a File”

¢ To enter barcodes to create a list, follow the procedure in the next section, “Using the
Bookbag to Create a List.”

e To view the record details for a selected record, click Record Details.

Note: This option must be enabled in the M30pac.ini file. For instructions, see “BOOKBAG SCREEN setting” on page A-2.

Using the Bookbag to CreatealList

You can enter or scan barcodes into the Bookbag to create a list of items. To do so:

1. If the Bookbag tab is not enabled, conduct a search for the first item in your list and add it to the
Bookbag.

2. Click the Bookbag tab. This displays the Bookbag Record List window (Figure 6.18).

3.  Click Enter Barcode. This displays the Enter Barcode dialog box (Figure 6.19).

FIGURE 6.19

Enter or scan a barcode

]
Exit |

4. Type or scan the barcode, then click Enter. Repeat for each item you want to add to the list.

5. When finished, you can print or save the list. To do so, follow the proce- dure in “Printing Records”
on page 6-20 or “Saving Records to a File” on page 6-21.

USING THE MY ACCOUNT TAB (OPTIONAL)

The My Account tab is an optional tab that your system administrator can activate if the library chooses
to use it. Once activated, patron access must be enabled in the Group Editor. Patrons may then view their
current transactions, past transac- tions, and personal information that is on record with the library.

Warning: The following information is only for the use of system administrators. If you do not
possess a comprehensive understanding of configuration files, do not attempt to change the
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M3Opac.inifile. Improper proce- dures could affect the OPAC performance. Before you proceed,
it is suggested that you perform a complete backup of your system.

Activating the My Account Tab
To activate the My Account tab:

1. Using a simple text editor such as Notepad or WordPad, open the M3Opac.ini file (the default path
is C:\Program Files\Mandarin M3).

2. Under [PATRON HISTORY SCREEN], change Patron_Tab_Visible=0 to Patron_Tab_Visible=1.
3.  When finished, save the file. The customized configuration becomes active the next time you start

the OPAC.

Allowing Patron Accessto the My Account Tab

To allow patrons access to this tab, you must enable the option in the Group Editor module. To so do:
1. Start the Group Editor as explained in “Starting Group Editor” on page 3-3.

2. In the Group Editor main window, select the patron group you want to grant access to the tab, and
then click Edit.

3. In the OPAC Access tab:
A. In the Access OPAC list, select Yes.
B. Select the View Transactions check box.

4. Click OK.
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Using the My Account Tab

After the system administrator activates the My Account tab, the next time you start the OPAC, the

tab appears to the right of the Databases tab as shown in Figure 6.20.

Ficure 6.20
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To access your account:

1. Click the My Account tab. This displays the My Login dialog box (Figure 6.21).

FiGure 6.21
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Tip: Individual user IDs and passwords are assigned and modified in patron records. See “Working with Patron Records” on
page 5-33 for more information.

FIGUrRe 6.22

Patron Barcode: | 0K I
_ e |

Pagzward ; I E wit

2. In the Patron Barcode box, type the barcode from your library card. If your patron record has a
password assigned to it, type your password in the Password box (if not, no password is required). Then
click OK. This dis- plays the My Account tab with your transactions listed (Figure 6.22).
The option buttons provide the following options:

¢ Current — View your open, or current, transactions.

e Historical — View your closed, or historical, transactions.

e My Info — View personal information that the library has on file for you, such as name,
address, and telephone number.
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The Reset button in the OPAC header bar clears all information stored in the Search, Results, and
Bookbag tabs during a search session. It also returns all set- tings to their default positions.

Although the OPAC automatically resets after a few minutes without activity, it is a good idea to click
Reset before beginning a search session to clear any informa- tion from a previous user. Click it again
after completing a search session to ensure privacy.

The amount of elapsed time prior to an automatic reset can be modified by a system administrator. (See
“Appendix A: Customizing the Windows .ini Files” on page A-1.)
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The Bulletin Board is a simple way for library administrators to deliver informa- tion to patrons. The
Bulletin Board button can be linked to a local HTML file or a Web page. A preconfigured HTML file
(BulletinBoard.html) is included with M3 and can be modified using any HTML editor.

Many libraries use the Bulletin Board button to link to the library home page or pages containing
public service announcements. Because the button connects to a page created in HTML format, the
bulletin board can include graphics as well as text.

Using the Preconfigured Bulletin Board
If the preconfigured Bulletin Board was not set up during M3 installation, it can be configured by a
system administrator at any time. To do so:

1. On the taskbar, click the Start button, select Programs, select Mandarin M3, select Utilities, and then
click Setup Bulletin Board.

2. In the Choose Setup Language dialog box, select the desired language and click OK. This
determines the language of the Bulletin Board setup only.

3. In the Welcome dialog box, click Next to begin the setup.

4. In the Choose Destination Location dialog box, either:
e Click Next to save the file BulletinBoard.html into the default folder location on your hard
disk (C:\Program Files\Mandarin M3).
OR

e Click Browse and navigate to the desired folder location. When the desired folder has been
selected, click OK, and then click Next.

5. Inthe Bulletin Board Configuration dialog box, type your library’s name, a greeting, and your library’s
hours in the appropriate boxes. Then click Next.

6.  Click Finish to complete the setup. This Bulletin Board can now be accessed by clicking the Bulletin
Board button in the OPAC window (example shown in Figure 6.23).

FiGURe 6.23
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assistance.

Welcome to our library! Please see Mrs. Smith if you need

Library Hours

Monday

8:00-3:30

Tuesday

8:00-3:30
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8:00-3:30

Thursday

8:00-3:30

Friday

8:00-2:00

Saturday

Closed

Sunday

Closed

Home Forward

Note: To add text or graphics to this Bulletin Board, open the file BulletinBoard.html (located in your M3 directory) in an HTML

editor. Modify as desired.

Linkingto an HTML File or Web Page

Configuring the Bulletin Board button to link to another HTML file or a Web page is performed in the

M3Opac.ini file.

These instructions are also outlined in “Bulletin Board settings” on page A-3 in “Appendix A
Customizing the Windows .ini Files.”

1. Using a simple text editor such as Notepad or WordPad, open the M3Opac.ini file (the default path

is C:\Program Files\Mandarin M3).

2. Under Bulletin Board settings:

A. Change Use_External_Browser=0 to Use_External_Browser=1.

B. Change Source=LOCAL, where LOCAL is the path to the Web page you want to link to. For

example, Source= http://www.franklinhs.com/library
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Permission to modify the OPAC header is established in the Group Editor module. See your system administrator for assistance.
To display your library name in the header bar of the OPAC:

1. Right-click in the header bar, then click Edit Name. This displays the Login dialog box.

2.  Type your user name in the Login Name box, your password in the Password
box, and then click OK. This displays the Edit Name dialog box
(Figure 6.24).

FIGure 6.24
QK
Neme
[Your Library Name Cancel |
Change Font... " Enable Ling Under Name

3. In the Name box, type the name you want to display in the header bar.
4. To change the font of the title, click Change Font. Modify settings as desired, then click OK.

5. If you want a dividing line to appear between the header bar and the tabs, select the Enable Line
Under Name check box. Otherwise, no line will display.

6. Click OK. The new name displays in the header bar.
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To display cover images in the OPAC, you must import the images into your M3 database and enable
them in the M3Opac.ini file. The images can then be viewed in the OPAC in the Search Results, Record
Details, Bookbag Record List, and Bookbag Record Details windows.

Importing Cover Images

The M3 Picture Manager utility allows you to import multiple image files and auto- matically link the
1mages to the appropriate bibliographic records. This utility can be accessed through the Cataloging module.
For instructions, see “Using M3 Pic- ture Manager” beginning on page 4-49.

To add an image to one record at a time, see “Adding a Picture Field to a Biblio- graphic or Patron Record”
on page 5-38.

Enabling Cover Images
To enable the display of cover images in the OPAC:

1. Using a simple text editor such as Notepad or WordPad, open the M3Opac.ini file (the default path is
C:\Program Files\Mandarin M3).

2. In the entry Display Cover Images=0, change the 0 to 1.

3. Save the file. This feature will be available the next time you start the OPAC.
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Customization Overview

The Visual Catalog is a keyword search method disguised behind a graphical inter- face; topic buttons
are connected to query buttons, which are linked to predefined search queries. A query button launches
a search of the selected databases and returns a list of results.

These graphical buttons can also be configured to launch software applications or Web pages rather
than search databases. M3 ships with a default interface that includes several topic and query buttons.
M3 also includes over 75 images that can be displayed on the buttons; these can be found in the
VisualCatalogResources folder in your M3 directory.

Many Visual Catalog features are easily customized through a password-protected interface accessed
from this search method. This interface, Configuration Mode, categorizes the Visual Catalog graphical

interface into the following main compo- nents:

e Topic Component — A topic button that opens a sub-menu of additional buttons. The
resulting sub-menu might contain more topic buttons, query buttons, and/or launcher buttons.

¢  Query Component — A query button linked to a search query, which launches a database
search and potentially returns a list of results.

¢ Launcher Component — A launcher button that launches a software appli- cation or opens a
Web page.

e Global Options — Options that globally alter the animation, sound, and visual properties on
all button menus.

Customization options available through Configuration Mode are:
e Topic buttons can be added, modified, deleted, and moved at any menu level.

¢ Query buttons can be added, modified, deleted, and moved at any menu level. Additionally,
the search query linked to a query button can be mod- ified.

e Launcher buttons can be added, modified, deleted, and moved at any menu level.

e Visual and sound effects can be globally changed and disabled.
All Configuration Mode customization options are explained in the following sec- tions. Other OPAC
customizations (such as printing details and reset timing) are entered in the M3Opac.ini file, and

should be performed by a system administrator.

Accessing Configuration Mode
To customize the Visual Catalog, you must access Configuration Mode. To do so:
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1. Click the Search tab, then click Visual. This displays the Visual Catalog Search window (Figure
6.11).

2. Right-click any open area of the data pane. This opens a menu (shown in Figure 6.25).

FIGURe 6.25
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LIBRARY AUTOMATION

Tip: Individual user IDs and passwords are assigned and modified in patron records. See “Working with Patron Records” on
page 5-33 for more information.

3. Click Enter Configuration Mode. This displays the Login dialog box.

4. Type your user name in the Login Name box and your password in the Pass- word box. (If the
default name and password have not yet been changed, type admin in the Login Name box and boca
raton in the Password box, all in lower-case characters.) Then click OK. This changes the Visual Catalog
interface to Configuration Mode, as identified in the tab heading (shown in Figure 6.26).

FIGURE 6.26
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Note: Only eight buttons can be placed on a Visual Catalog button menu. If the menu already contains eight buttons, you must
delete one before you can add a new one.

Working with Topic Components

About Topic Components

A topic component consists of a topic button that opens a sub-menu of additional buttons. The sub-
menu can contain more topic buttons leading to more sub- menus, query buttons that launch database
searches, and/or launcher buttons that access different applications. You can add, modify, and delete a
topic component, and reposition a topic button. These procedures are covered in the following sec- tions.

Adding a Topic Component

Adding a topic component consists of adding a topic button, and then adding the desired topic and/or
query and/or launcher buttons to the sub-menu attached to the new topic button. A topic component
can be added at any menu level.

To add a topic component:

1. Access Configuration Mode as explained beginning on page 6-33.

2. Go to the button menu that is to receive the new topic button.

3. Right-click any open area of the data pane. This opens a shortcut menu (Figure 6.27).

FiGure 6.27
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4. Click New Topic Component. This places a blank topic button on the button menu.
5. Right-click the new topic button. This opens a button-specific menu (Figure 6.28).

FIGURE 6.28

Modify
Delete
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6.  Click Modify. This displays the Component Configuration dialog box (Figure 6.29).

FIGURe 6.29
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Tips:

« Entries are only required in the Language, Caption, and Image boxes.
« Use the Copy and Paste buttons to create matching topics for a different interface language. This is explained in “Creating a
Matching Trans- lated Interface” .

7. Complete the boxes in the dialog box to add text, sound, and visual prop- erties to the new button.
Press the TAB key to move from box to box.
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e Language — Specify the interface language that applies to this new button. If you are offering
the OPAC in multiple interface languages, you need to enter a caption and description for

each language. (See “Creating a Matching Translated Interface” on page 6-48 for shortcut
instructions.)

e Caption — Type the text you want to appear under the button. Keep it short or the text will
extend beyond the button frame.

e Description — Type any descriptive text. This appears near the bottom of the button menu
when the mouse points to the button.

* Flyby Sound — Select the sound that plays when the mouse points to the button. To select a

sound file, either type the path and file name, or click Change and navigate to the location of the
sound file.

¢ Selected Sound — Select the sound that plays when you click the button. To select a sound file,
either type the path and file name, or click Change and navigate to the location of the sound file.

* Image — Select the image that appears on the new button. To select an image file, either type
the path and file name, or click Change and nav- igate to the location of the image file.

8.  When finished, click OK. This applies the entries to the new topic button, but does not save those
entries. To save your entries, right-click any open area of the data pane, then click Save Changes.

9. Click the new topic button. This displays the empty sub-menu linked to this button. The next step
is to add buttons to this sub-menu.

10. To add topic buttons (that will in turn create deeper levels), repeat steps
2 through 9 in this procedure. To add query buttons, see “Adding a Query Component” on page 6-38. To

add launcher buttons, see “Adding a Launcher Component” on page 6-42.

11. After completing all desired interface modifications, right-click any open area of the data pane, and
then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
* Click Yes to save the changes and exit Configuration Mode.
e Click No to cancel any unsaved changes and exit Configuration Mode.
¢ C(Click Cancel to remain in Configuration Mode without saving changes.
Modifying A Topic Component
A topic component can be modified to change the button caption, description, and visual or sound
effects.
To modify a topic component:
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3.

4.

Access Configuration Mode as explained beginning on page 6-33.

Go to the button menu that contains the button to be modified.

Right-click the topic button. This opens a button-specific menu (Figure 6.28).

Click Modify. This displays the Component Configuration dialog box

(Figure 6.30) containing properties for this component.

Ficure 6.30
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5.

Modify any entries as needed. For information about these options, see step 7 in “Adding a Topic
Component” on page 6-35.

6. When finished, click OK. This applies the changes to the topic button, but does not save those changes.

To save your changes, right-click any open area of the data pane, then click Save Changes.

7.

After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:

¢ Click Yes to save the changes and exit Configuration Mode.

¢ Click No to cancel any unsaved changes and exit Configuration Mode.

¢ Click Cancel to remain in Configuration Mode without saving changes.
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Deleting a Topic Component

A topic component (button and the linked sub-menu system) can be deleted by simply deleting the topic
button.

To delete a topic component:

1. Access Configuration Mode as explained beginning on page 6-33.

2. Go to the button menu that contains the topic button to be deleted.

3. Right-click the topic button. This opens a button-specific menu
(Figure 6.28).

4.  Click Delete. This deletes the topic component. If additional menu levels are connected below that
sub-menu, they are also deleted.

5. To save your changes, right-click any open area of the data pane, and then click Save Changes.

Note: Only eight buttons can be placed on a Visual Catalog button menu. If the menu already contains eight buttons, you must
delete one before you can add a new one.

6. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
¢ Click Yes to save the changes and exit Configuration Mode.
¢ Click No to cancel any unsaved changes and exit Configuration Mode.
¢ Click Cancel to remain in Configuration Mode without saving changes.
Moving a Topic Component
The procedure to reposition a topic button on the button menu is explained in
“Repositioning Buttons on a Button Menu” on page 6-45.
Working with Search Query Components
About Query Components
A query component consists of a query button and the search query linked to the button. When a query
button is clicked, the search query is sent, the Results tab becomes active, and the Search Results window
appears. You can add, modify, and delete a query component, and reposition a query button. These

procedures are covered in the following sections.

Adding a Query Component
Adding a query component consists of adding a query button and defining the query linked to it.

To add a query component:
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1. Access Configuration Mode as explained beginning on page 6-33.

2. Go to the button menu that is to receive the new query button.

3. Right-click any open area of the data pane. This opens a shortcut menu

(Figure 6.27).

4. Click New Query Component. This places a blank query button on the button menu.

5. Right-click the new query button. This opens a button-specific menu

(Figure 6.28).

6. Click Modify. This displays the Component Configuration dialog box

(Figure 6.31).

FIGURe 6.31
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7. Complete the options in the dialog box to add text, sound, and visual prop- erties to the new button.
Press the TAB key to move from box to box. For information about these options, see step 7 on page 6-35.

8.  Click Edit Query. This displays the Edit Query Definition dialog box

(Figure 6.32).

FIGURE 6.32
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9. Enter the search query you want this button to submit. To do so:

A. In the first MARC record field list, select the field you want to search. B. Type the search query
into the corresponding keyword box, as shown

in Figure 6.33. The query can be a keyword or multiple keywords joined by Boolean operators AND,
OR, and NOT (AND is assumed if no Boolean is typed between keywords). The query recognizes trun-
cation, wildcard character, and phrase search techniques.

C. If you want the query to include other MARC fields, repeat steps A and B in the remaining boxes
of this dialog box. Be sure to specify the correct Boolean operator between the sets of boxes.

FIGURE 6.33
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D. When finished, click OK. This closes the Edit Query Definition dialog box. The new query appears
above the Edit Query button in the Component Configuration dialog box (see Figure 6.34).

10. When finished, click OK. This applies the entries to the new query button, but does not save those
entries. To save your entries, right-click any open area of the data pane, then click Save Changes.

11. After completing all desired interface modifications, right-click any open area of the data pane, and
then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:

¢ Click Yes to save the changes and exit Configuration Mode.
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¢ Click No to cancel any unsaved changes and exit Configuration Mode.
¢ Click Cancel to remain in Configuration Mode without saving changes.
Modifying a Query Component
A query component can be modified to change the button caption, description, visual or sound effects,
and search query.
To modify an existing query component:
1. Access Configuration Mode as explained beginning on page 6-33.

2.  Go to the button menu that contains the button to be modified.

3. Right-click the query button. This opens a button-specific menu
(Figure 6.28).

4.  Click Modify. This displays the Component Configuration dialog box (Figure 6.34) containing
properties for this component.

FIGURE 6.34
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5.  To modify text, sound, or visual properties, see step 7 on page 6-35. To modify the search query,
see steps 8 and 9 in “Adding a Query Compo- nent,” beginning on page 6-39.

6. When finished, click OK. This applies the changes to the query button, but does not save those
changes. To save your changes, right-click any open area of the data pane, then click Save Changes.
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7. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
* Click Yes to save the changes and exit Configuration Mode.
* Click No to cancel any unsaved changes and exit Configuration Mode.
e (Click Cancel to remain in Configuration Mode without saving changes.
Deleting a Query Component
A query component (button and the linked search query) can be deleted by simply deleting the query
button.
To delete a query component:
1. Access Configuration Mode as explained beginning on page 6-33.
2. Go to the button menu that contains the query component to be deleted.
3. Right-click the query button. This opens a button-specific menu (Figure 6.28).
4.  Click Delete. This deletes the query component.

5. To save your changes, right-click any open area of the data pane, and then click Save Changes.

Note: Only eight buttons can be placed on a Visual Catalog button menu. If the menu already contains eight buttons, you must
delete one before you can add a new one.

6. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
* Click Yes to save the changes and exit Configuration Mode.
e Click No to cancel any unsaved changes and exit Configuration Mode.
e (Click Cancel to remain in Configuration Mode without saving changes.

Moving a Query Component

The procedure to reposition a query button on the button menu is explained in

“Repositioning Buttons on a Button Menu” on page 6-45.

Working with Launcher Components

About Launcher Components
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A launcher component consists of a launcher button and a link to an application or Web page to be

launched by the button. You can add, modify, and delete a launcher component, and reposition a

launcher button. These procedures are cov- ered in the following sections.

NOTE: The software to be launched must be Windows compatible.

Adding a Launcher Component

Adding a launcher component consists of adding a launcher button and entering a
Web page address or the path/file name of an application to be launched.

To add a launcher component:

1. Access Configuration Mode as explained beginning on page 6-33.

2.  Go to the button menu that is to receive the new launcher button.

3. Right-click any open area of the data pane. This opens a shortcut menu (Figure 6.27).

4. Click New Launcher Component. This places a blank launcher button on the button menu.

5. Right-click the new launcher button. This opens a button-specific menu (Figure 6.28).

6. Click Modify. This displays the Component Configuration dialog box (Figure 6.35).

FiGure 6.35
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An example of a completed Component Configuration dialog box is shown in Figure 6.36.

7. Complete the options in the dialog box to add text, sound, and visual prop- erties to the new

button. Press the TAB key to move from box to box. The first six options control text, sound, and visual
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properties of the button. For information about these options, see step 7 on page 6-35. To complete the
last two boxes, which refer to the application or Web page to be launched:

e Path To Executable — To connect to an application, either type the path and file name, or click
Change and navigate to the location of the appli- cation. To connect to a Web page, type the path

and file name for your Web browser.

e Arguments — To connect to an application, type any optional arguments or parameters
needed to run the application. To connect to a Web page, type the address.

8.  When finished, click OK. This applies the entries to the new launcher button, but does not save
those entries. To save your entries, right-click any open area of the data pane, then click Save Changes.

9. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
¢ Click Yes to save the changes and exit Configuration Mode.
¢ Click No to cancel any unsaved changes and exit Configuration Mode.
¢ Click Cancel to remain in Configuration Mode without saving changes.
Modifying a Launcher Component
A launcher component can be modified to change the button caption, description, and visual or sound
effects, the path and/or file name of the application to be launched, or the address of the Web page to be
opened.
To modify an existing launcher component:
1. Access Configuration Mode as explained beginning on page 6-33.
2. Go to the button menu that contains the button to be modified.

3. Right-click the launcher button. This opens a button-specific menu (Figure 6.28).

4.  Click Modify. This displays the Component Configuration dialog box (Figure 6.36) containing
properties for this component.

FIGURE 6.36

© 2014 Mandarin Library Automation, Inc. All rights reserved.
267 of 361



(%)

(T Al ,

Component Configuration %]
Language
| English = Copy I— Paste |_
Caption
[Holidays

Description
|Click Here to Lean About Mary Types of Cultural Holiday Celebrations!

Flyby Sound

I.\VisuaIEatalogH esourceshTwangl.wav Change

Selected Sound

I.\VisuaIEatalogH ezourcesh Twangb.wav Change

Image
|.\VisuaIEatalogF| esources\HOLIDAYS bmp Change

Command Line
Path To Executable

|c:\nrogram files\browser\browser, exe Change

Polk

Argumenits
Ihttp: /v, findaholiday. com

Ok I Cancel

5. To modify text, sound, or visual properties, see step 7 on page 6-35. To modify the path or file
name in the Command Line boxes, see step 7 in “Adding a Launcher Component” on page 6-43.

6. When finished, click OK. This applies the changes to the launcher button, but does not save those
changes. To save your changes, right-click any open area of the data pane, then click Save Changes.

7.  After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
¢ Click Yes to save the changes and exit Configuration Mode.
¢ (lick No to cancel any unsaved changes and exit Configuration Mode.
¢ C(Click Cancel to remain in Configuration Mode without saving changes.
Deleting a Launcher Component
A launcher component (button and link to an application .exe file or Web page)
can be deleted by simply deleting the launcher button.
To delete a launcher component:
1. Access Configuration Mode as explained beginning on page 6-33.

2. Go to the button menu that contains the launcher component to be deleted.
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3. Right-click the launcher button. This opens a button-specific menu (Figure 6.28).
4.  Click Delete. This deletes the launcher component.
5. To save your changes, right-click any open area of the data pane, and then click Save Changes.

6. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
e Click Yes to save the changes and exit Configuration Mode.
¢ Click No to cancel any unsaved changes and exit Configuration Mode.
¢ Click Cancel to remain in Configuration Mode without saving changes.
Moving a Launcher Component
The procedure to reposition a launcher button on the button menu is explained in the next section,

“Repositioning Buttons on a Button Menu.”

Repositioning Buttons on a Button Menu
Any topic, query, or launcher button can be moved to a different position on a button menu. The
procedure is the same for all three types of buttons.

To move a button:

1.  Access Configuration Mode as explained on page 6-33.

2. Go to the button menu that contains the button to be moved.

3. Right-click the button. This opens a button-specific menu (Figure 6.28).

4. Click Move Left or Move Right, depending on which way you want to move the button.

5. Repeat steps 3 and 4 until the button reaches the desired position. (A button automatically wraps
to the top or bottom level when moved between the fourth and fifth button positions.)

6. 'To save your entries, right-click any open area of the data pane, then click
Save Changes.

7. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
* Click Yes to save the changes and exit Configuration Mode.
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¢ Click No to cancel any unsaved changes and exit Configuration Mode.

¢ Click Cancel to remain in Configuration Mode without saving changes.

Globally Modifying Visual and Sound Effects

From Configuration Mode, you can globally modify, enable, and disable interface visual and sound effects.
These changes impact all translated interfaces. To modify effects for a specific button, refer instead to the
instructions for modifying topic, query, or launcher components in preceding sections.

To globally change interface visual or sound effects:

1. Access Configuration Mode as explained beginning on page 6-33.

2. Right-click any open area of the data pane. This opens a shortcut menu (Figure 6.27).

3.  Click Configure Global Options. This displays the Global Options Configura- tion dialog box (Figure
6.37).

FiGure 6.37
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4. Modify one or more of the following options:

e Layout — Controls the button alignment on all button menus. Select the Auto Center check
box for buttons to appear centered, or clear Auto Center for left alignment.

* AVI Play Mode — Controls button animation behavior:
e (Click Always for all animations to play continuously.

e (Click On Mouse Capture for an animation to play only when the mouse points to the button.
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e (Click Never to disable all animations.

o Effects — Controls how button frames and button images display on all button menus. To modify,
select a button section and button phase in the left list, then select the desired effect in the right
list.

The button sections are:
e Frame — the outer perimeter of the button
e Image — the graphical image within the button
The button phases are:
e Active Down — when the button is clicked
e Active Up — when the mouse is pointing to the button
e Inactive — when the mouse is not pointing to or clicking the button
The right list specifies the available display effects:
¢ Raised — the entire button or image appears to be raised
¢ Recessed — the entire button or image appears to be recessed
e Trench — a narrow recessed trench outlines the button or image
e Wall — a narrow raised wall outlines the button or image

e Enabled — Controls all Visual Catalog sound effects. Select the Enabled check box to enable
sound effects, or clear to disable.

e Language — Identifies the language interface of the global sound effects. This only applies

if you offer the OPAC in multiple interface languages and want to use different sound effects
for the different interface languages. If your institution offers multiple languages, you must
complete a separate Global Options Configuration dialog box for each interface language. To do
s0, see steps 11 through 15 in the next section, “Creating a Matching Translated Interface.”

e Copy/Paste — Used only when you need to create a separate Global Options Configuration
dialog box for a different interface language. This is explained in the next section, “Creating a
Matching Translated Interface.”

¢  Flyby Sound - Identifies the sound that plays when the mouse points at a button. A default
flyby sound is entered. To select a sound file, either type the path and file name, or click Change
and navigate to the loca- tion of the sound file.
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¢ Selected Sound — Identifies the sound that plays when a button is clicked. A default sound is
entered. To select a sound file, either type the path and file name, or click Change and navigate
to the location of the sound file.

5.  When finished, click OK. This applies the changes, but does not save them. To save your changes,
right-click any open area of the data pane, then click Save Changes.

6. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
* Click Yes to save the changes and exit Configuration Mode.
e Click No to cancel any unsaved changes and exit Configuration Mode.
e (Click Cancel to remain in Configuration Mode without saving changes.

Tip: If you are the system administrator for your insti- tution and are familiar with the file system of the M3 OPAC, there is
another way to create a parallel interface. For infor- mation, contact Mandarin Tech Support.

Creating aMatching Translated Interface

The Visual Catalog interface can be offered to patrons in other interface lan- guages. Each language
requires its own set of global options and topic/query/ launcher components; this creates a parallel
translated interface.

A shortcut feature, Copy/Paste, makes it easy to create a parallel interface. The Copy and Paste buttons
appear in every Component Configuration dialog box and in the Global Options Configuration dialog
box.

NOTE: The Visual Catalog ships with a default set of English topic components and query components. Before creating a parallel
translated interface, make sure the English version has been customized to meet your library’s needs; this saves customization
time.

To create a parallel translated interface:

1. At the main button menu level, access Configuration Mode as explained beginning on page 6-33.
2. Click Languages, select the interface language you are translating from, and then click OK. This is
the master interface you will copy from to create the new parallel interface. (In most cases, this is the

English interface.)

3. Right-click the first button on the button menu. (It can be a topic button, query button, or launcher
button.) This opens a button-specific menu (Figure 6.28).

4.  Click Modify. This displays the Component Configuration dialog box
(Figure 6.36) containing the properties for this component.
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5.  Click Copy.

6. In the Language list, select the interface language you are adding.

7.  Click Paste. This creates a duplicate dialog box containing all the original entries.

8. In the Caption and Description boxes, type the translated text. Assuming you want to keep all other
entries the same between the two languages, click OK. This applies the entries to the parallel interface,

but does not save those entries.

9. Right-click any open area of the data pane, then click Save Changes. This saves your entries, but
does not exit Configuration Mode.

10. Repeat steps 3 through 9 for each topic, query, and launcher button in your Visual Catalog. This
creates a parallel Component Configuration dialog box for each component.

11. Right-click any open area of the data pane. This opens a shortcut menu
(Figure 6.27).

12. Click Configure Global Options. This displays the Global Options Configura- tion dialog box (Figure
6.38).

FIGURE 6.38
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13. Click Copy.

14. In the Language list, select the interface language you are adding.

© 2014 Mandarin Library Automation, Inc. All rights reserved.
273 of 361



(%)

(T Al ,

15. Click Paste. This creates a duplicate Global Options Configuration dialog box containing all the
original entries. Assuming you want to keep all effects the same between the two languages, click OK.

16. Your new parallel language interface is now complete. Right-click any open area of the data
pane, and then click Exit Configuration Mode. This dis- plays a warning dialog box. Click Yes and exit
Configuration Mode.

17. To review and use the new parallel interface, click Languages on the Search tab, and then click the
language of the parallel interface you just created. Then click OK. This refreshes the Visual Catalog,
changing all interface text to the new language.

Modifying a Trandated Interface
You can modify a translated topic, query, or launcher component. You can also modify the global sound
effects for a translated interface. If you modify an existing interface in one language, you may need to

make matching changes in all interface languages offered to your patrons.

Modifying a Translated Component
To modify an existing topic, query, or launcher component:

1. At the main button menu level, access Configuration Mode as explained beginning on page 6-33.
2. Go to the button menu that contains the topic, query, or launcher compo- nent to be modified.
3. Right-click the button to be modified. This opens a button-specific menu (Figure 6.28).

4.  Click Modify. This displays the Component Configuration dialog box con- taining properties of this
component (example shown in Figure 6.36).

5. To modify text, sound, or visual properties, see step 7 on page 6-35. To modify a search query, see
steps 8 and 9 beginning on page 6-39. To modify a launcher component link, see step 7 on page 6-43.

6. When finished, click OK. This applies the changes, but does not save them.
7.  When satisfied with the changes made to the component, save your changes. To do so, right-click
any open area of the data pane, then click Save Changes. This saves your changes, but does not exit

Configuration Mode.

8. After completing all desired interface modifications, right-click any open area of the data pane,
and then click Exit Configuration Mode.

NOTE: If there are any unsaved changes, a warning dialog box appears. You can:
e Click Yes to save the changes and exit Configuration Mode.
e Click No to cancel any unsaved changes and exit Configuration Mode.

¢ Click Cancel to remain in Configuration Mode without saving changes.
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Modifying Translated Global Sound Effects
To modify the global sound effects in an existing parallel language interface:

1. At the main button menu level, access Configuration Mode as explained beginning on page 6-33.
2. Right-click any open area of the data pane. This opens a shortcut menu (Figure 6.27).

3.  Click Configure Global Options. This displays the Global Options Configura- tion dialog box (Figure
6.39).

Ficure 6.39
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4. In the Language list, select the interface language that requires the sound modification.
5.  Modify the sound effects as needed. You cannot modify the visual effects for this language only; if
you change the visuals, those changes will apply to every interface language offered to patrons.

¢ Flyby Sound - Identifies the sound that plays when the mouse points at a button. To select a sound
file, either type the path and file name, or click Change and navigate to the location of the sound file.

¢ Selected Sound — Identifies the sound that plays when a button is clicked. To select a sound file,
either type the path and file name, or click Change and navigate to the location of the sound file.

6. After completing all desired interface modifications, right-click any open area of the data pane, and
then click Exit Configuration Mode. This displays a warning dialog box. You can:

* Click Yes to save the changes and exit Configuration Mode.

* Click No to cancel any unsaved changes and exit Configuration Mode.
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¢ Click Cancel to remain in Configuration Mode without saving changes.

Saving and Exiting Configuration Mode

To save and/or exit Configuration Mode:
1. Right-click any open area of the data pane. This opens a shortcut menu (Figure 6.27).
2. Click one of the following:
* Save Changes — This saves your changes, but does not exit Configura- tion Mode.
e Exit Configuration Mode — This displays a warning dialog box. You can:
* Click Yes to save the changes and exit Configuration Mode.
¢ Click No to cancel any unsaved changes and exit Configuration Mode.

¢ Click Cancel to remain in Configuration Mode without saving changes.
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This chapter describes:

¢ How to access and run the reports preloaded into M3

e How to customize the library name on a preloaded report

¢ How to print a report

¢ How to download a report to diskette

¢ How to create a new report

¢ How to use the grouping function

¢ How to use the join function

NOTE: The common ReportToolTM functions are described in this M3 Users Guide. The M3 ReportTool module also includes

an extensive on-screen Help system. For detailed information not included in this Users Guide, refer to the on-screen ReportTool
Help.

Notes:

« In a wide area network, Mandarin recommends running reports at the central site only. If individual sites need to run reports,
they should be scheduled to run at different times to avoid slowing down the server.

« Deleted records appear in reports until deletions are purged using the M3 Cata- loging module.

In M3, reports are generated using ReportTool, a flexible and powerful Windows report generator
developed by Zen Software, Inc. More than 850 library-related reports are preloaded into M3. You can
run these preloaded reports in their cur- rent form, customize the preloaded reports, or create new
reports.

During M3 installation, the user must choose to install preloaded reports in one of two categories:

e School — contains more than 850 reports. This includes reports generally used by K-12 schools,
public libraries, and universities.

e Public or Academic — contains more than 450 reports generally used by public libraries and
universities. This does not include reports generally used by K-12 schools.

The preloaded reports are listed in Tables B.1 through B.14 in “Appendix B: Pre- loaded Reports”
beginning on page B-1. Reports are coded according to type:

S (School) or P/A (Public or Academic). Additional reports are created periodically and can be
downloaded from the Mandarin Web site at: http://www.mlasolutions.com
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Under Customer’s Corner, type your customer number, then click Login. On this page, you can also
request custom reports by clicking the Request a custom report link.

STARTING REPORTTOOL

FIGURe 7.1
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On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click ReportTool.

This displays the M3 ReportTool window (Figure 7.1).

REPORTTOOL SETUP

Before running or creating reports, you should configure several options which will make the report

design easier to understand.

To set up ReportTool:

1. On the Tools menu, click Options. This displays the Options dialog box (Figure 7.2) with the View

tab displayed.

FIGURE 7.2
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2. In the Layout group, select the Section Names, Boundaries, Field Names, and Tool Tips check boxes.
These options make the features visible.
3. In the Grid group, select the Show check box. This option places a grid design on your report.

4. Click OK to save your changes.

To run a preloaded report:

1.  On the File menu, click Open. This displays the Open dialog box containing a list of available
reports.

2.  Select the report you want to run, then click Open. This displays the Man- darin M3 ODBC dialog
box (Figure 7.3).

FIGURe 7.3
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3. Select the database for which you want to run the report, then click OK.
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This displays the corresponding report layout screen, which shows where the data fields are positioned
on the report page. It does not include your report data at this time.

4. From here you can:

e Compile and print the report. To do so, click Print on the File menu. In the Print dialog box,
adjust the settings as desired, and then click OK. After the data is compiled, the report prints
without a preview.

OR

e Compile and preview the report on-screen. To do so, click Print Pre- view on the File menu.
After the data is compiled, the report displays. The Print Preview toolbar allows you to zoom in
and out, skip to the next or previous page, and display two pages at a time. Click Print to print
the report, or Close to exit Preview mode.

NOTES:
« Preloaded reports automatically print with the current date.

« Preloaded reports do not include a library name unless your library has customized the reports. If you want to add your
library name to a pre- loaded report, refer to the next section, “Adding Your Library Name to a Preloaded Report.”

You have the option to add your library’s name to the header of a preloaded report. (Otherwise, the
report prints without any library name.) To do so:

1.  On the File menu, click Open. This displays the Open dialog box.

2.  Select the report you want to modify, then click Open. This displays the
Mandarin M3 ODBC dialog box (Figure 7.3).

3. Select the database for which you want to run the report, then click OK.
This displays the report layout screen.

4. If the report already contains a text box with an incorrect library name, select the incorrect text and
type your library’s name in its place. Then skip to step 7.

OR

If the report layout screen does not have an existing library name box, continue to step 5.

5. On the Drawing toolbar (usually positioned along the right of the window), click the A symbol.

6. In the Report Header (shown in Figure 7.5), drag the mouse to create a text box (see Figure 7.6).
Type your library’s name in the text box.

7. To format the appearance of your library’s name, right-click in the text box, and then select
Properties from the menu. This displays the Properties dialog box (Figure 7.4).
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FIGURE 7.4
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8.  Select the font, text alignment, and other properties in the appropriate tabs. When finished, click
OK.

9.  On the File menu, click Save As. This displays the Save As dialog box. Nav- igate to the location
where you want to save the report.

10. In the File name box, type a new name for the report, and then click Save.
This saves the report.

To preview a report to check content and layout:

Tip: Use the camera icon on the toolbar as a shortcut to Print Preview; it speeds up the process if you have repeated previews to
perform.

1.  On the File menu, click Print Preview. This displays the Mandarin M3 ODBC
dialog box (Figure 7.3), which lists the available databases.

2. Select the appropriate database, then click OK. This displays the report.
3. To navigate the report, use the following buttons:

e Print — prints a preview copy of the report

e Next Page — displays the next page of the report

e Prev Page — displays the previous page of the report
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e Two Page — displays the report two pages at a time (if Two Page is selected, One Page appears
on the button)

e Zoom In — enlarges the display of the report
e Zoom Out — reduces the display of the report
¢ Close — closes the preview and returns to the layout screen

NOTE: Sample data is used in Preview mode. Therefore, a printed preview report should only be used to review field placement
and text properties.

Note: Before printing, verify ReportTool is not running in Preview mode. To do this, verify that the camera icon on the toolbar is
not selected.

To print a report:
1.  On the File menu, click Open. This displays the Open dialog box.

2. Select the report you want to print, then click Open. This displays the Man- darin M3 ODBC
dialog box (Figure 7.3).

3. Select the database for which you want to run the report, then click OK.
This displays the report.

4.  On the File menu, click Print. This displays the Print dialog box.

5. Change settings as desired, then click OK. This prints the report.

To download a report to a file:
1.  On the File menu, click Open. This displays the Open dialog box.

2. Select the report you want to download, then click Open. This displays the Mandarin M3 ODBC
dialog box (Figure 7.3).

3. Select the database for which you want to run the report, then click OK. This displays the report.
4.  On the File menu, click Print. This displays the Print dialog box.

5.  Select the Print to file check box, then click OK. This displays the Print to
File dialog box.
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6. Navigate to the location where you want to download the report.
7. In the File name box, type a name for the report.

8. In the Save as type list, select the appropriate file format, then click Save. This downloads the
report.
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In the ReportTool, creating a new report requires a series of procedures. These procedures are
summarized in the following section, “Overview,” and then detailed in the sections that follow.

Step 1:  Define the report, determining if a similar report exists that you can modify or if you must
create a new report

Step 2:  Create a blank report

Step 31 Add a title to the report

Step 4:  Add style to text on the report Step 5:  Add the run date to the report Step 6: Specify

the data source
Step 7 Add and sort fields on the report

Before beginning, make a list of what the report must accomplish and what infor- mation must
appear on the final printed report. Then, compare your list to the pre- loaded report list to determine
if a similar report already exists (see Tables B.1 through B.14 in “Appendix B: Preloaded Reports”
beginning on page B-1). It is faster to modify an existing report than to create a new one.

NOTE: When you modify a preloaded report, always save the report under a dif- ferent name. This will preserve your new report
when reports are updated.

To create a new report:

1. Verify that your server (or ZServer module) is running.

2. On the File menu, click New. This displays the Open dialog box containing a list of available
reports.

3. Select Blank Report, then click OK. The layout for a blank report is dis- played in Figure 7.5.

FIGURE7.5
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The report layout is divided into five sections:

* Report Header — Appears at the top of page one of the report. It is not repeated on
subsequent report pages.

» Page Header — Appears at the top of every page. On page one, it appears below the Report
Header.

¢ Detail — Encompasses the body of the report.

* Page Footer — Appears at the end of every page. On the last page, it appears above the Report
Footer.

* Report Footer — Appears at the end of the last page.

The report title appears in the Report Header section. To create a title for the report:
1. On the Drawing toolbar, click the A symbol.

2. In the Report Header (shown in Figure 7.5), drag the mouse to create a text box (shown in Figure
7.6).

FIGURE 7.6
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3. In the text box, type the title of your report. When finished, click outside the text box to deselect it.

To modify the text properties of the report title, or any text added to the report:

1. Verify the text box is not selected. To do so, click elsewhere on the report.

2. Right-click in the text box you want to format, then select Properties from the menu. This displays

the Properties dialog box (Figure 7.7).

A. To change the font, click the Font tab (shown in Figure 7.7). Select the desired font, font

style, and size.
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B. To change the alignment, click the Alignment tab. Select left, center, or right alignment,
then click OK.

3. To resize the text box, select the text box, then drag one of the corners.

4. 'To move the text box, click outside the text box to deselect it. Then click on the text box and drag it
to the new location.

5.  To center a text box or field on a report, click Align on the Format menu.
This displays the Align dialog box. In the Horizontal group, click Center, and then click OK.

6. On the File menu, click Print Preview to view your changes. Click Close to exit the Print Preview
and return to the report.

7. When finished, click Save on the File menu.

To display the date the report was run in the Report Header:

1.  On the Insert menu, click Fields. This displays the Fields window
(Figure 7.8).

FIGURE 7.8
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2. In the list, select System Variables. This displays a list with the following:
e PRINTDATE — prints the current date
e PRINTTIME — prints the current time
¢ PAGE - prints the current page number
e TOTALPAGES — prints the total number of pages
e REPORTNAME — prints the report file name

3. Drag PRINTDATE into the Report Header section, then close the Fields window.
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4. Right-click in the new date field, then select Properties. This displays the Properties dialog box
(Figure 7.4).

A. Click the Field tab, then click Date.

B. Click the Number tab (shown in Figure 7.9). In the Category box, select Date. In the Format
Codes box, select a format.
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C. Make any desired text property changes in the Font and Alignment tabs. (For instructions,
see “Step 4: Formatting Text.”) Then click OK.

5. To move or resize the new date box, see steps 3 and 4 beginning on page 7-8 for instructions.
6. On the File menu, click Print Preview.

7. Today's date should be visible on your report. If part of the date is trun- cated, click Close to return
to the report layout, and then resize the date box.

8.  When finished, click Save on the File menu.

To specify the database table from which the report will draw data:

1.  On the Tools menu, click Query. This displays the Query dialog box.
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2. On the Tables tab, click Add. This displays the ODBC Tables dialog box (Figure 7.11).

FIGURE7.11
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Note: ODBC stands for "Open DataBase Connectivity," a standard by which many commercial database vendors have agreed to
abide. ReportTool offers you the choice of using other ODBC- compliant database systems; howeuver, if you choose another system,
Mandarin technical support will not be able to help you in case of a problem. Mandarin only guarantees ReportTool will work
with the M3 system.

3. In the Show Tables for list, select SIRS Mandarin M3. If your library offers multiple database types,
the Mandarin M3 ODBC dialog box (Figure 7.3) appears. Select the appropriate database type (usually
Library), then click OK. This displays the ODBC Tables dialog box (Figure 7.12) with M3 data- base
table choices listed.
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4. Select the database table you want to use. Your default options are:
e M3Barcode — contains the barcodes used by Circulation
e M3Bibliographic — contains all the MARC bibliographic records
e  M3Group — contains all the item and patron groups
e M3Holding — contains all the MARC holding records
e M3Message — contains all the blocking messages used by Circulation
e M3Patron — contains the patron records
e Ms3Session — contains the session records created by Circulation
e M3Transaction — contains the transaction records created and used by Circulation

5.  Click OK. This closes the ODBC Tables dialog box, and displays the data- base table name in the
Tables tab of the Query dialog box.

6. Click Close to close the Query dialog box.

Placing Fields onto the Report
To place fields from a database table onto a report:

1.  On the Insert menu, click Fields. This displays the Fields window (Figure 7.13).

FIGURE7.13
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2. The database table you selected in step 4 of “Step 6: Specifying the Data Source” displays. Below
it appears a list of field tag numbers and sub-tag codes that represents all the defined fields in a record.
In Figure 7.13, an M3 patron record is defined. (For a definition of the fields listed here, see “Obtaining
Record Definitions” on page 7-15.)

3. Drag the desired fields from the Fields window into the Detail section of the report you are creating.

NOTE: If you need to enlarge the Detail section, position your cursor over the ruler bar where the bottom margin of the Detail
section intersects the ruler bar. When the cursor changes to a double-ended arrow, drag the margin line down to resize.

4. When finished, close the Fields window.

5. To change the text properties and field placement, see “Step 4: Formatting
Text” beginning on page 7-8.

6. When finished, click Save on the File menu.
Sorting Field Data
To sort the data in a report by a field:

1.  On the Tools menu, click Query. This displays the Query dialog box
(Figure 7.10).

2. Click the Sorting tab (shown in Figure 7.14). In the Available Fields list, select a database table.

FiIGURE 7.14
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You can use this dialog box at any time to add, remove, or reorder data sort formulas.
3. Select a field in the left column, then click the > button to move the field to the Sort Fields box.

4.  Select the field in the Sort Fields box. In the Sorting Options group, click Ascending or Descending,
and then select the Ignore Case check box.

5. Repeat steps 3 and 4 for each field you want to sort. The fields will be sorted in the order they
appear in the Sort Fields box; you can reorder the fields by dragging the field to the appropriate position
in the Sort Fields box. When finished, click OK.

6. On the File menu, click Print Preview. Data should now display in the order you selected.

7. When finished, click Save on the File menu.
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To obtain the definition for any record structure used in M3:

1. Minimize the ReportTool window.

2. Using a simple text editor such as Notepad or WordPad, open the Patrons.ini file (the default path is
C:\Program Files\Mandarin M3\Definition).

This document and all other .ini files in the Definition folder contain field definitions for all the valid
fields in MARC tables for ReportTool. Each field tag is enclosed in brackets; each field definition is
preceded by t00=. (A sample Patrons.ini file is shown in Figure 7.15.)

NOTE: Within .ini files, too contains English terms, to1 contains French, to2 contains Spanish, to3 contains German, and to4
contains Italian.

FIGuRe 7.15
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editable=8

insertable=8

t@o=Leader

to1=Guide
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te3=Leiter

t84=Guida

type=fixed24;065;

[886/65]

picklistB88="c=Corrected or revised;d=Deleted;n=New"
picklist@1="c=Corrigé ou révisé;d=Effacé;n=Houveau"
picklist®2="c=Corregido o revisado;d=Borrado;n=Huevo”
picklist@3="c=Korrigiert oder iiberarbeitet;d=Gelischt;n=Heu"
picklistB4"c=Corretto o revisionato;d=Cancellato;n=Huovo"
tBo=Record status

t@1=Statut de la notice

te2=Estado del Registro

t@3=Datensatz-Status

to4=Stato del record

[8681]
editable=8

< | iy

3.  On the File menu, click Print, and then close the document.

4. Maximize the ReportTool window.
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If you want all records that have the same value for a particular field to be printed together on a
report, they need to be grouped. Grouping differs from sorting in that it only prints associated records
together on a report; it does not put the records in order. In the following example, we will create a
grouping of all patrons in a particular city.

1.  On the Tools menu, click Grouping. This displays the Grouping dialog box
(Figure 7.16).

FIGURE7.16
Available Fields: Group Fields:

1008
100#g = | |

Group Break Options
[= Header
[= | Eter

Close

2.  Select the field that you want to group in the left column, then click the > button to move the field
to the Group Fields box. In this example, we will select 110#b (City). When finished, click Close.

1.  On the Tools menu, click Grouping. This displays the Grouping dialog box
(Figure 7.16). M3Patron.110#b now appears in the Group Fields box.

2. Click M3Patron.110#b in the Group Fields box. This enables the Group Break
Options group. Select the Header check box, then click Close.

3.  The report window now displays the 110#b field in the Group Header (GH) section as shown in
Figure 7.17.

FIGURE7.17
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(Tl \F |
Yﬁ ReportT ool - [Patron List - Sorted by Last Hame-First Hame.ipt]
ﬂ File Edit View [nset Format Tools ‘Window Help 18] =
CIEINC IR O E S -l
- > = -8 r U

Patron List

EB¥D 000/ »|

1. On the Insert menu, click Fields. This displays the Fields window (Figure 7.13).

2. Drag 110#b into the Group Header (GH: 110#b) section of the report, then close the Fields window.
This adds the new field.

3. Click the text box that contains the column header City and press
CTRL+C. This copies the text box.

4.  Click in the Group Header section, then click CTRL+V. This pastes the copied text box and adds
the new field label.

5. Click in the new City text box and type a colon (:) after the word City. Align the new text box so
that City appears as the field label as shown in

Figure 7.18
FIGURE7.18
Yﬁ ReportT ool - [Patron List - Sorted by Last Hame-First Hame.ipt]
ﬂ File Edit View [nset Format Tools ‘Window Help 18] =
BIS0 @] = X8 = == gl o =[]
- > = -8 r U

Patron List

ey

: . p:r.;r|}n3pmon110#b

f #an atron,110#k | #an atron.| : #an atron,1 1{ #an atron,1 10#| s #an atron.85l3;5|§

r: FmZpatronqu lmZpatronlDDa] #anatxonllD#a

EB¥®D 000/ »x

6. In order for your report to group and sort properly, you must add the M3Patron.110#b field to
your sort criteria. For instructions, see “Step 7: Adding and Sorting Fields” on page 7-13.
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The “join” function is used to connect different tables in M3. Any report containing information in
more than one table requires a join. For example, since the item Title and Author are stored in the
M3Bibliographic table and the Call Number is stored in the M3Holding table, a report containing this
information requires a join.

A join can only be performed between tables that contain a field with common data. For example, all
records in the M3Bibliographic table contain an ISN number (Control Number), which is contained

in M3Bibliographic.001. The M3Holding table also contains an ISN number, which is contained in
M3Holding.001. How- ever, these ISN numbers are not equal. The M3Holding table also contains a field
which stores the ISN number for the corresponding bibliographic record. The bib- liographic ISN is
stored in the M3Holding.004 field. Therefore, when creating a join between the bibliographic table and
the holding table, the join is M3Bibliographic.001 >>> M3Holding.004.

Table 7.1 lists the joins most commonly used when creating reports for M3.

TABLE7.1
Table 1 Table 2 JoinUsage
M2BibEographic M2Halding M2Biblographic.001 === M3Holding. D04

Connects the bitliographic table to the holding table
and creates & list of items containing call number
{halding} and Title/Authaor (bibagraphic). (Both fields
in the join contain the biblographic 1SN}

MZHalding MIGroup M3Holding 5891a »=* M3Group.0M

Connects the holding table to the group table and
creatas a list of halding recards that indicate the
Itam Group name. (Both fislds in the join contain the
group 15M.)

MZPatron MEGroup M3ZPatron.891a === M3IGroup 001

Connects the holding table to the group table and
creates a list of patron records that indicate the
Patran Group name. (Both fields in the join contain
the group ISM.)

M3Transackon M3Halding M3Transacton. 01071 ==> M3Holding.001

Connects the transackon table to the holding fable
and creates a list of transactions that contains infor-
miatian from the holding table. (Both fiskds in the join
contain the holding ISM_)

M 3ATransacton M3BibEographic Transaction.01l&#n === MIBibEographic. 001
Connects the fransacton table to the bibliographic
table and creates a list of transactons that contains
information from the biblographic table. (Both fiebds
in the join contain the biblographic 1SN}

M3 Transacton M3Patron M 3Transaction. 0108m === M3Pairon 001

Connects the transacton table to the patron table
and creates & list of transactions that contains infor-
mation from the patron tabde. (Both fislds in the join
contain the patran 15M.)
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This chapter describes:

¢ How to conduct a full inventory

e How to conduct a partial inventory

¢ How to enter additional barcodes after the barcode records have been uploaded
e How to remove barcodes during the inventory process

¢ How to print and save inventory results

* How to export a barcode list of inventory results

¢ How to open a previously saved inventory session or report

Using M3 Inventory, you can conduct a full or partial inventory of your library’s holdings. A full inventory
involves scanning the entire collection during one time period. A partial inventory involves scanning
portions of the collection at any time throughout the year. Both types of inventory are explained in this
chapter.

Conducting an inventory with M3 requires only a few basic steps. First, the items to be inventoried
need to be scanned. Then the scanning results need to be uploaded into the M3 Inventory module.
If conducting a partial inventory, the range limits of the corresponding holdings need to be entered.
Lastly, the “Do Inventory” procedure must be run to compare the scanned barcodes to the corre-
sponding holdings database.

When M3 Inventory compares the scanning results to the contents of the holdings database, it groups
and categorizes any differences as Newly Found, Missing, Invalid Barcode, Misplaced, Loaned Shelved,
No Barcode, Duplicate Barcode, or Out of Range(s) Items. Once the results are compiled, you can print
the results lists needed to reconcile your inventory.

If desired, you can run the M3 Inventory module while other M3 modules are open. However, to ensure
accurate inventory results, you should not circulate or catalog items while the collection is being scanned.

To start the M3 Inventory module:

1. On the taskbar, click the Start button, select Programs, select Mandarin M3, and then click
Inventory. This displays the Inventory Login dialog box.
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2. Type your user ID in the Login Name box, your password in the Password box, and then click OK.
This displays the Select Inventory Session window (Figure 8.1).

Ficure 8.1
Select Inventory Session 1]

Please select an Inventory session. To start a new session, select
Create New Session. To retnieve a saved session from a prior
Invaptnry. select Open Existing Session and choose the desired
85500,

Create New Sezzsion I DOpen Existing Sezsion...

3.  Click Create New Session or Open Existing Session.

¢ If you click Create New Session, the main M3 Inventory window displays
(Figure 8.2), ready for you to conduct an inventory.

e Ifyou click Open Existing Session, the Open dialog box displays. Navi- gate to the inventory session file
you want to open, then click OK. This opens the session in the main M3 Inventory window (Figure 8.2).

All M3 Inventory functions can be accessed from the main Inventory window. The Inventory window
(Figure 8.2) is divided into three parts: the Inventory menu bar, the Barcode pane (left pane), and the
Inventory pane (right pane).

FiGure 8.2
E'_:MS Inventory - Begun on: 02/27/2003 at: 04:04 PM
File Action Wiew Help
MANDARIN M3™ M
o INVENTORY -
Qut-of-Sequence Items(0) Barcode | Call blum... | Title Location | Call Mum,.. | Title
Newly F__. |ru1issing l Inwalied.... l hilisplaced Loaned ... l Mo Barc.... l Duplica... l Ot af.. l Statiz... I
0 Recordis) WG} v

e Inventory menu bar - Contains the File, Action, View, and Help menus:
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¢ File menu — Allows you to open and save sessions, add and remove a barcode or a barcode
file, upload barcodes from the scanner, open or save an inventory report, export barcodes, print
reports, and con- figure the print setup.

e Action menu — Allows you to run the Do Inventory procedure, clear all lists, mark items, run
user-defined reports, and access Inventory Options.

¢ View menu — Allows you to change the language of the interface, view a summary of
inventory statistics, and turn the status bar on and off.

¢ Help menu — Allows you to access Inventory Help topics and connect to the Mandarin Web

page.
e Barcode pane - Displays the barcode files you are working with.

e Inventory pane - Displays the results of your inventory procedure. It is divided into nine
tabs, corresponding to the results of the barcode scan- ning. These tabs are: Newly Found,
Missing, Invalid Barcode, Misplaced, Loaned Shelved, No Barcode, Duplicate Barcode, Out of Range(s),
and Statistics.

NOTE: Media type icons display in the Inventory pane in all tabs (except Statistics) alongside items that have a media type
assigned. For information on assigning media types, see “Appendix E: Configuring Media Type Icons” on page E-1. To disable
these icons, change the HasIcons entry in the InventoryDisplay.ini file (located in the Inventory folder in your M3 directory) from
1 to o, then restart the Inventory module.

In M3 Inventory, you can specify the interface language. This affects screen ele- ments such as names
of windows, buttons, and text boxes; it does not affect the language of the records in your database.

To select an interface language:

1.  On the View menu, click Languages. This displays a sub-menu with the lan- guages available for
selection.

2. Click the language you want to use. This refreshes your Inventory interface to display the selected
language.
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To conduct a full inventory:

1. Scan the barcode of each item on the shelves, following shelflist order. Use a barcode scanner such
as a tricoder.

NOTE: A tricoder can hold an average of 6,000 scanned barcodes at a time. Once that capacity is
reached, the information needs to be uploaded into the inventory file. It may take several scanning and
uploading sessions to build the inventory data.

2. Upload the scanned barcode records (for the shelved items) from the bar- code scanner to M3
Inventory. To do so:

A. On the File menu, click Upload From Reader. (Or, right-click while pointing to the Barcode pane to
access a shortcut menu.) This displays the Add From Tricoder window (Figure 8.3).

FiGure 8.3

Ml Connect the Tricoder to the keyboard port behind the
computer. On the Tricoder, press "MNo" to Data Collection.
Press "“fes" to Data Upload. When the uploading

] procedure finishes, click Save.

Last Barcodes:

=
[

Save & Add | Add to Out-of-Sequence ltems | Cancel

B. Follow the instructions in the window, then click Save & Add. This displays the Save As dialog box.

C. Navigate to the location where you want to store the barcode file. If you are going to upload
multiple barcode files, you may want to create a new folder for the files.

D. In the File name box, type a name for the barcode file you are uploading, and then click Save. This
saves the file and adds the barcodes to the current inventory. (If you need to upload multiple times to
scan the entire collection, be sure to designate different names for each upload file to avoid overwriting
data.)

3. Scan the barcode of each item that is out-of-sequence (that is, items not on the shelves, such as
items on carts).
4. Upload the scanned barcode records (for the out-of-sequence items) from the barcode scanner to

M3 Inventory. To do so:

A. On the File menu, click Upload From Reader. (Or, right-click while pointing to the Barcode pane to
access a shortcut menu.) This displays the Add From Tricoder window (Figure 8.3).
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B. Click Add to Out-of-Sequence Items. This adds the items to the out-of- sequence list without creating
a file. A misplaced item check is not performed on the out-of-sequence list.

5. On the Action menu, click Inventory Options. This displays the Inventory
Options window (Figure 8.4).

FiGure 8.4

Institution Name: I

Database Set: I Library LI

Barcode Pattems:
Pattern | Min | Max | Leading... | Traiing ... |

Mew Pattern | Modity Pattern | Delete Pattern |

Call Mumber Ranges:

Prefix | Claszsification | Claszsification |
IGNORED
New Range | Modify Range | Delete Range |

™ Barcodes are case-sensitive

[¥ Check call number sequence

Frinted report font size I 10 = l

Cancel

6. In the Database Set list, select the database containing the holdings that are now being inventoried.

7. (Optional Step) You can configure the Inventory module to recognize a specific pattern of
characters, a certain barcode length, or both. If any scanned barcodes deviate from this character and/
or length specification, the deviant barcodes are highlighted in the barcode listing. To do so:

A. Click New Pattern. This displays the New Pattern dialog box
(Figure 8.5).

FiGure 8.5

Pattern:

Minimum Length: Il]

Mawimum Length: IIJ

™ Process barcodes

Hempye [Eading zeme I Vl

Hemeve ralingchereses I 'I
| (1].9 | Cancel |
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B. To set up a character pattern, type the pattern in the Pattern box. For example, if all barcodes
involved in this full inventory begin with the same three characters, type those three characters
here.

C. To set up a length pattern:

¢ In the Minimum Length box, type the minimum number of charac- ters in the barcode
pattern.

e In the Maximum Length box, type the maximum number of charac- ters in the
barcode pattern.

D. Click OK to return to the Inventory Options window, where your pattern entries display in
the Barcode Patterns box.

E. Select the Barcodes are case-sensitive check box to locate the exact text of the barcode. For
example, if you select this check box and search for B200, you only find occurrences of B200. You
will not find an occurrence of b200.

F. Select the Check call number sequence check box to check for and report any barcodes that
are not in the sequence being searched.

G. Click Save.
8. Create the barcode file. To do so:
A. On the File menu, click Add Barcode File. This displays the Open dialog box.

B. Navigate to the location where you stored the barcode records files.

Double-click the file name. (If you uploaded multiple barcode record files, double-click one of the
files. Then repeat this step for each barcode record file you uploaded.) This imports the data into
the M3

Inventory module and creates a file in M3 Inventory. The file name appears in the Barcode

pane in the main Inventory window
(Figure 8.6).

C. The total number of barcodes imported is displayed to the right of the name of the newly
created file. Click the plus (+) sign to expand the file and view the list of barcodes entered.

FiGure 8.6
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3 Inventory - Begun on: 02,/27,/2003 at: 04:01 PM
File Action Wiew Help
MANDARIN M3™|
INVENTORY
Barcode | Call Mumber | Title Location Call Mumber | Title
Newly Fo... [issing [ ol .. | Mispls.. |Looreds.. |NoBarc.. |Duplcat. | outofRa.. | Smbst. |
Dane 0 Recordis) [ [wum v
FiGure 8.7
M3 Inventory
Running the Inventory produced:
3 Mewly Found Items,
3 Missing Items,
0 Invvalid Items,
158 Misplaced Items,
179 Loaned Shelved Items,
0 No Barcode Items,
0 Duplicate Barcode Items,
124 Ouk of Range(s) Ikems,

9. Run the Do Inventory procedure. To do so:
A. On the Action menu, click Do Inventory. M3 Inventory compares the barcode information
to the corresponding holdings data. When finished, a dialog box (Figure 8.7) displays with a
summary of the inventory results.

B. Click OK to close the dialog box and return to the main Inventory window. M3 Inventory
places the appropriate information in each of the nine tabs in the Inventory pane:

e Newly Found — Lists items present in this barcode upload, but previously flagged as
missing. NOTE: To change the status of all newly found items to “Normal,” click Mark
Newly Found Items on the Action menu. At the confirmation prompt, click OK.)

e Missing — Lists all items missing from this barcode upload. If the item has a Location
(852#ta), the Location appears before the call number.
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e Invalid Barcodes — Lists items that do not belong in the collection or have the wrong
barcode length.
e Misplaced — Lists items that are in the wrong shelf position.

¢ Loaned Shelved — Lists items that have an availability status of loaned, but are
actually on the shelf.

* No Barcode — Lists items that have no barcode on file in the catalog.
e Duplicate Barcode — Lists items that have duplicate barcodes.

e Out of Range(s) — Lists items that are not in the inventory call number range, but are
in the barcode upload in shelflist order.

e Statistics — Displays a summary of the current inventory results, as well as statistics
regarding this inventory.

C. Click any tab to view the corresponding information. In Figure 8.8, the Out of Range(s)
tab is selected. This information can be printed or saved to a file, if desired. (See “Printing and
Saving Results” on

page 8-14.)
Ficure 8.8
M3 Inventory - Begun on: 02/27,/2003 at: 04:01 PM
File Action Wiew Help
MANDARIN M3™
INVENTORY
- Out-of-Sequence Items(0) Barcode | Call Nurmber | Title Location Call Mumber | Title

- Mack_Tnventory.be(1292) @e1ave Rockfa... Winter <-Befo.., YHS EM. .. ‘Where do animals goi...
p1aoe Rockfo... The western dry lands <-Befo.., YHS EM. ., Winter
@VB1367  Rockfo,,.  Totally tropical rain forest  <-Befo..,  YHSEM...  The western dry lands
Ep1377 Rockfa,., Spring <-Befa,,, WHS EM. ., Totally tropical rain Forest
SB1413 Rockfa.., Really wild animals <-Befo,., WHS EM., ., Spring
#1375 Rockfa.., Looking at fishes <-Befa.., WHS EM... Really wild animals
@137z Rockfa... A home For Pearl <-Befo... WHS EM... Looking at fishes
#p3ee Rockfo... Five: Lionni classics <-Befo... YHS EM... & home For Pearl
@p1403 Rockfo... The Berenstain Bears' ... <-Befo... YHS EM... Five: Lionni classics
B33 Rockfo... Animals of the rainforest <-Befo... YHS EM... The Berenstain Bears' ...
@ p1a70 Rockfa... Animals at night <-Befo... WHS EM... Animals of the rainforest
@137l Rockfa... Animal tracks and signs <-Befo... WHS EM... Animals at night:
@'B1366 Rockfa... Adventures in Asia <-Befo.., WHS EM... Animal tracks and signs
QBIDSS Rockfo... Arthur's teacher trouble, <-Befo... REF 03... Packet encyclopedia [
@p1zze Rockfo... Rikki-Tikki-Tavi <-Befo... READI... The mitten :
@'B1100 Rockfa,.. Rikki-Tikki-Tavi <-Befa.., PROF Y., Rikki-Tikki-Tavi
e Rockfa, ., Shaow me a story <-Befa, ., PROF W,.. Riledej=Tikhei=Tavi
PAB1054 Rockfo... Kylie's song | <-Befo.., PROF Y., Protecting endangere. .,
AB1053 Rockfo... Kylie's concert | <-Befo.., FROF V.., Kylie's sang |
EB13e4 Rockfo, ., Primary science <-Befo,., PROFY...  Kylie's concert |
@pel4 Rockfa.., Primary science <-Befa,., PROFK... Primary science
EaE11S Rockfa.., Shilah | <-Befa.., PROFK... Primary science
61 Rockfa... The ugly duckling | <-Befo.., PROFK... Shilah | L‘

Mevuly Fa... l hdizzing l Inwalid ... l hizpla... l Loaned 5. l Mo Barc... l Duplicat...  Out of Ra_.. _
Dane 124 Recordis) [ [
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10. To place a “missing” status in the corresponding holding records of all items listed in the Missing
tab:

A. Click the Missing tab. Some items may display in black and some in red. Black signifies the
item was listed as missing in a previous inven- tory. Red signifies the item was listed as missing
during this inventory.

B. On the Action menu, click Mark Missing Items. At the confirmation prompt, click OK. This
turns all red items to black and places a status of “missing” in the corresponding holding
records.
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To conduct a partial inventory:

1. Scan the barcode of each item on the shelves to be inventoried at this time, following shelflist
order. Use a barcode scanner such as a tricoder.

2. Upload the scanned barcode records (for the shelved items) from the bar- code scanner to M3
Inventory. To do so:

A. On the File menu, click Upload From Reader. (Or, right-click while pointing to the Barcode
pane to access a shortcut menu.) This displays the Add From Tricoder window (Figure 8.9).

FiGure 8.9

Connect the Tricoder to the keyboard port behind the
computer. On the Tricoder, press "MNo" to Data Collection.
Press "“fes" to Data Upload. When the uploading

4 procedure finishes, click Save.

Last Barcodes:

=
[

Save & Add | Add to Out-of-Sequence ltems | Cancel

B. Follow the instructions in the window, then click Save & Add. This displays the Save As
dialog box.

C. Navigate to the location where you want to store the barcode file. If you are going to upload
multiple barcode files, you may want to create a new folder for the files.

D. In the File name box, type a name for the barcode file you are uploading, and then click
Save. This saves the file and adds the barcodes to the current inventory. (If you need to upload
multiple times, be sure to designate different names for each upload file to avoid overwriting
data.)

3. Scan the barcode of each item to be inventoried that is out-of-sequence
(that is, items not on the shelves, such as items on carts).

4. Upload the scanned barcode records (for the out-of-sequence items) from the barcode scanner to
M3 Inventory. To do so:

A.  On the File menu, click Upload From Reader. (Or, right-click while pointing to the Barcode
pane to access a shortcut menu.) This displays the Add From Tricoder window (Figure 8.3).

B. Click Add to Out-of-Sequence Items. This adds the items to the out-of- sequence list without
creating a file. A misplaced item check is not performed on the out-of-sequence list.
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5. On the Action menu, click Inventory Options. This displays the Inventory
Options window (Figure 8.10).

Ficure 8.10

Institution Name: I

Database Set: I Library LI

Barcode Pattems:
Pattern | Min | Max | Leading... | Traiing ... |

Mew Pattern | Modity Pattern | Delete Pattern |

Call Mumber Ranges:

Prefix | Clazsification | Clazsification |
IGNORED
New Range | Modify Range | Delete Range |

™ Barcodes are case-sensitive

[¥ Check call number sequence

Frinted report fant size I 10 = l

Cancel

6. In the Database Set list, select the database containing the holdings that are now being inventoried.
7. (Optional Step) You can configure the Inventory module to recognize a specific pattern of
characters, a certain barcode length, or both. If any scanned barcodes deviate from this character and/

or length specification, the deviant barcodes are highlighted in the barcode listing. To do so:

A. Click New Pattern. This displays the New Pattern dialog box (Figure 8.11).

FiGure 8.11

Pattern:

Minimum Length: ID—

Marimum Length: IIJ

™ Process barcodes

Hempye [Eading zeme I Vl

| oK | Cancel |
B. To set up a character pattern, type the pattern in the Pattern box. For example, if all

barcodes involved in this partial inventory begin with the same three characters, type those three
characters here.
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C. 'To set up a length pattern:

¢ In the Minimum Length box, type the minimum number of charac- ters in the barcode
pattern.

¢ In the Maximum Length box, type the maximum number of charac- ters in the
barcode pattern.

D. Click OK to return to the Inventory Options window, where your pattern entries display in
the Barcode Patterns box.

8.  Click New Range. This displays the New Range dialog box (Figure 8.12), where you specify the
range of call numbers involved in this partial inven- tory. The range of holdings you specify here is
compared to the barcodes you uploaded from the barcode scanner. If your barcode files cover mul- tiple
ranges, you can specify multiple ranges in this dialog box.

FiGure 8.12
™ Prefix: I_

Classification Part

Call Mo. equaltoor > | 000
To Call No. < | .ooo
| DK I Cancel |

A. In the Call No. equal to or > box, type the beginning range. (You are only typing the
classification part of the call number, as designated in MARC field 852#h.)

B. In the To Call No. < box, type the ending range. The ending range should be the first
increment of one after the classification range you want to include. (You are only typing the
classification part of the call number, as designated in MARC field 852#h.)

Example: You want to inventory all holdings with an 800 classification part. To do so, the correct
entries are 800 in the Call No. equal to or > box and 900 in the To Call No. < box. This ensures that
all 800 hold- ings up to but not including 900 are included (everything through 899.999). If you
had typed 899 in the To Call No. < box, any 899.+ numbers would be unintentionally left out.

C. (Optional Step) Within the specified call number range, you can advise the Inventory

module to compare barcodes to holdings that have a specific prefix or that have no prefix in
MARC field 852#k.

e If you want to compare barcodes to holdings with or without a prefix, do not select
the Prefix check box.

e If you want to compare barcodes to holdings that have no prefix, select the Prefix check
box and do not type anything in the Prefix box.
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¢ If you want to compare barcodes to holdings with a certain prefix, select the Prefix
check box and type the desired prefix in the Prefix box.

D. Click OK to return to the Inventory Options window, where your range entries display in
the Call Number Ranges box.

9. Click Save to save your entries in the Inventory Options window.
10. Create the barcode file. To do so:
A. On the File menu, click Add Barcode File. This displays the Open dialog box.

Note: If you return a missing item while an inventory is in progress, the item will not be reported as “missing.”
B. Navigate to the location where you stored the barcode records files.
Double-click the file name. (If you uploaded multiple barcode record files, double-click one of the
files. Then repeat this step for each barcode record you uploaded.) This imports the data into
the M3
Inventory module and creates a file in M3 Inventory. The file name appears in the Barcode
pane in the main Inventory window.

C. The total number of barcodes imported is displayed to the right of the name of the newly
created file. Click the plus (+) sign to expand the file and see the list of barcodes entered.

11. Run the Do Inventory procedure. To do so:
A. On the Action menu, click Do Inventory.

NOTE: If a there is a discrepancy of more than 3,000 barcode entries, a message appears asking if you want to proceed. This
happens when:

*  You are trying to run a partial inventory and did not set the appro- priate call
number range. Make sure you have set the correct call number range in the Inventory
Options window. See step 8 on page 8-11 for instructions.

¢  Your scanning devices may not have functioned properly or you may have missed a
large number of items during the scanning process. To resolve the problem, check the
barcode scanner. If it appears to be functioning properly, scan the items again.

To proceed, click Continue; otherwise, click Cancel. M3 Inventory compares the uploaded barcode data to
the specified range of call numbers in the corresponding holdings data.

B. When the inventory comparison is complete, a dialog box (shown in Figure 8.7) displays
with a summary of the inventory results. The results include the number of Newly Found,
Missing, Invalid Barcode, Misplaced, Loaned Shelved, No Barcode, Duplicate Barcode, and Out
of Range(s) Items. Details appear in the corresponding tabs in the main Inventory window. For
more information on these tabs, see step

9B beginning on page 8-7.
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C. Click any tab to view the corresponding information. In Figure 8.13, the Out of Range(s) tab is
selected. This information can be printed or saved to a file, if desired. (See “Printing and Saving
Results” on

page 8-14.)

Ficure 8.13

3 Inventory - Begun on: 02,/27,/2003 at: 04:01 PM

File Action Wiew Help

- Qut-of-Sequence Ttems{0)
[+ Mock_Inventory.be(1292)

Done

MANDARIN M3™
INVENTORY
Barcode | Call Mumber | Title Location Call Mumber | Title
@e1ave Rockfa... Winter <-Befo.., YHS EM. .. ‘Where do animals goi...
p1aoe Rockfo... The western dry lands <-Befo.., YHS EM. ., Winter
@VB1367  Rockfo,,.  Totally tropical rain forest  <-Befo..,  YHSEM...  The western dry lands
Ep1377 Rockfa,., Spring <-Befa,,, WHS EM. ., Totally tropical rain Forest
SB1413 Rockfa.., Really wild animals <-Befo,., WHS EM., ., Spring
#1375 Rockfa.., Looking at fishes <-Befa.., WHS EM... Really wild animals
@137z Rockfa... A home For Pearl <-Befo... WHS EM... Looking at fishes
#p3ee Rockfo... Five: Lionni classics <-Befo... YHS EM... & home For Pearl
@p1403 Rockfo... The Berenstain Bears' ... <-Befo... YHS EM... Five: Lionni classics
B33 Rockfo... Animals of the rainforest <-Befo... YHS EM... The Berenstain Bears' ...
@ p1a70 Rockfa... Animals at night <-Befo... WHS EM... Animals of the rainforest
@137l Rockfa... Animal tracks and signs <-Befo... WHS EM... Animals at night:
@'B1366 Rockfa... Adventures in Asia <-Befo.., WHS EM... Animal tracks and signs
QBIDSS Rockfo... Arthur's teacher trouble, <-Befo... REF 03... Packet encyclopedia [
@p1zze Rockfo... Rikki-Tikki-Tavi <-Befo... READI... The mitten :
@'B1100 Rockfa,.. Rikki-Tikki-Tavi <-Befa.., PROF Y., Rikki-Tikki-Tavi
e Rockfa, ., Shaow me a story <-Befa, ., PROF W,.. Riledej=Tikhei=Tavi
PAB1054 Rockfo... Kylie's song | <-Befo.., PROF Y., Protecting endangere. .,
AB1053 Rockfo... Kylie's concert | <-Befo.., FROF V.., Kylie's sang |
EB13e4 Rockfo, ., Primary science <-Befo,., PROFY...  Kylie's concert |
@pel4 Rockfa.., Primary science <-Befa,., PROFK... Primary science
EaE11S Rockfa.., Shilah | <-Befa.., PROFK... Primary science
EhERlE Rockfa... The ugly duckling [ «<-Befo.., PROFK... Shiloh | L‘
IMewly Fo... l Ilizzing l Inwealidd .. l Mizpla... l Loaned 5. l Mo Bare... l Duplicat... Out of Ba___ _
[f24Records) [ mm[ T 4

12. To place a “missing” status in the corresponding holding records of all items listed in the Missing

tab:

A. Click the Missing tab. Some items may display i