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, , INTRODUCTION TO USER'S MANUAL

-"The -ntzeg=ated Library System (ILS) is a minicomputer-based library

activ:ties using a single master bibliographic file.

'lie 17LS USER'S MANUAL provides detailed instruction for use o4- all
.• unctions .. thin ILS. The text is the same as "he onl--ne HEL? provided

with the i3 software, but has been reorganized somewhat for publication in
.his Printed form.

The ILS USER'S MANUAL is divided into the following sections.

X :NTRODUCTION TO ILS This section presents a paragraph
FUNCTIONS of introductory information about

6 each function within each subsystem.

I BIBLIOGRAPHIC SUBSYSTEM The Bibliographic Subsystem consists of

functions which enable authorized users
to build and maintain the Master Biblio-
graphic File.

" CATALOG ACCESS SUBSYSTEM The Catalog Access Subsystem provides an
online catalog for patrons and staff.

• CIRCULATION SUBSYSTEM The Circulation Subsystem consists ol
functions which maintain iniormation about
library patrons and the location and
current status of items.

I SERIALS CHECK-IN The Serials Check-in System consists
SUBSYSTEM of functions used to process receipt of

serial issues

* ADMINISTRATIVE SUBSYSTEM The Administra ive Subsystem ccnsists of
functions which allow authorized users to
set various system parameters at -.e local

• ".ILS installation, and to display reports.

- GENERAL FUNCTICNS General Functions includes several unrelated
functions which are used throughout :LS
in all its subsystems.
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2 INTRODUCTION TO FUNCTIONS

This section is intended to give the user a brief overview of
all the :LS functions and how they operate together in ILS. It is
arranged by subsystem. For detailed information on how each function
worgs, the user should consult the appropriate subsystem below.

Z.1 BIBLIOGRAPHIC SUBSYSTEM

* The Bibliographic Subsystem is a collection of functions which enable
authorized users to build and maintain the Master Bibliographic File
and associated authority files and indexes.

r.[ AVAILABLE INFORMATION

1 . BS OPTIONS

2. GLOSSARY FOR THE ILS SYSTEM

For more information, select the number for the appropriate discussion.

2.1.1 BS OPTIONS

The Bibliographic Subsystem functions, which allow authorized users to
create and maintain bibliographic information, are:

1. TAG ADD/EDIT 7. LIST INDICATORS 13. EDIT ITEM
2. OUTPUT TAGS 8. PROCESS OCLC TAPE 14. ITEM DELETE
3. FIND WORDS IN TAGS 9. DISPLAY TAPE OUTPUT 15. DICTIONARIES
4. PRIORITY GROUPS 10. WORKSPACE ADD/DELETE 16. GENERAL FUNCTIONS
5. SELECTION STRATEGIES 11. EDIT WS RECORDS 17. CATALOG REVIEW
6. INDICATORS ADD/EDIT 12. NEWLY CATALOGED ITEM 18. AUTHORITY MAINTENANCE

19. BIBLIOGRAPHIC ADD/EDIT

For HELP with any of these functions, enter the number:

2.1.2 Bl Overview

SB:BLIOc. PHI AZC/EI allows users to input biblioaraphic records locally
onlni a e:b> gIne czot-10ing wor, icrm Thlzz feature is under 'eve-oment

'K' .s ran-, ot o ~ez.. a ' Juy . :n-.l tL.s c zib ly:. z corpleted

Use t!1 : -C,,TALO3ED :TEr: functicn to input r c':ds
t-2-



2.1.3 TA Overview

ILS contains a list of all tags currently recognized as part of the MARC
record. The TAG CREATE/EDIT function enables authorized users to ADD to
the list of MARC tags as new tags are authorized or to create local tags
as needed using the range of tag 'numbers' from AAA-ZZZ. TAG CREATE/EDIT
also allows authorized users to EDIT existing tags.

For more HELP with CREATIHG or EDITIHG tags go FORWARD to Step By Step.

For more information on the AAA-ZZZ tag 'numbers' go FORWARD twice to
Special Features.

2.1.4 OT Overview

The OUTPUT TAGS (OT) function allows authorized users to display or
print out information from bibliographic tags in the Item Tag Dictionary.
The entire Dictionary or selected portions may be displayed. For each
tag specified, a chart of information about that tag is displayed, in-
cluding such information as the tag name, whether it is locally used,
if it is indexed, * of.repeats per record, the M1IS node, what all its
valid subjields are, and for which types of materials each subfield is
appropriate. For more information about the Item Tag Dictionary, see
the HELP text for Item Tag Dictionary in the DICTIONARIES (DC) function.

2.1.5 FW Overview

The FW junction (Find Words in Tags) allows authorzed users to search
the Item Tag Dictionary for tags containing a specified word(s) in the tag
name or in subfleld names. Thus, it is useful for pulling together a list
of all tags containing a common word(s), e.g., all tags whose tag or subfield
names contain the word 'date'. For more information about the Item Tag
Dictionary, see HELP text for the function DICTIONARIES.

Some items of bibliographic information may appear in several different
OCLO tags. E.g.. call numbers may be in tags 090,099 and 150. Such a
set of tags may be included in a single Priority Group so that only one of
the tags in the PG is actually extracted from the OCLC tape. -LS
extracts the bibliographic information for an item from the OCLC tape
by searching for the data in a specified tag order ('prioritized') or
by extracting data from the first found tag ('don't care'). The PRIORITY
GROUPS function allows authorized users to define these Priority Groups.
This definition consists of naming the tags which belong to the PG in
question and defining their priority for selection (if any).

Prior:ty Groups influence the movement of bLbl:ogaph-c data fron OCLC
tape into a wor.:space. Thus, it is during the craatl:on of Selection Strat-
egies that uze o: particular ?riority Groups is spe:i::e:.

-3-
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2. 1.6 ST Overview

Selection Strategies are utilized during the initial processing of
OCLC tapes, source authcrity tapes, or any other MARC tape. The library
establishes one or nore Selection Strategies (SS) to define criteria for
selecting which records, and which fields and subfields from those records,
are stripped off the tape and read -into a workspace for further processing.
While in the workspace, records may be displayed and/or edited. Recordz may
then be moved from the workspace into the Master Bibliographic File (MBF),
according to the tag definitions in the Item Tag Dictionary. Such an
approach allows a library to: 1) optionally create subsets of records
rather than dealing with the total number of records on a particular tape at
one time. e.g., in order to process records for monographs separately from
records for other types of materials; and 2) to read into a temporary workspace
more information about a record than will be incorporated into the permanent
MBF, e.g., in order to look at the full MARC record in the workspace before
loading a possibly abbreviated record into the MBF.

The SELECTION STRATEGIES (ST) function allows authorized users to create,
edit, list, and delete Selection Strategies (SS). An SS (1) describes the
bibliographic attributes and indicator criteria of records to be input to
the workspace from a bibliographic or source authority tape and (2) describes
the elements (i.e., fields and subfields) to be input from qualifying records.
Bibliographic attributes include information in the fixed fields, such as
status codes, type of record code, bibliographic level code, record complete-
ness code, and descriptive cataloging code. For more detailed information
than can be presented in HELP, see Susan G. King's A Guide to Using the
Bibliographic Features of the Integrated Library System (ILS), MITRE Corpora-
tion, March 1980.

2.1.? IA Overview

Indicator information is carried in the Item Tag Dictionary along
% with its appropriate bibliographic tag. A bibliographic tag may

have a minimum of none and a maximum of 2 defined indicators; each existing
indicator may assume a value of 0-9 or may be blank. The INDICATOR ADD/EDIT
(and LIST INDICATORS) function allows access to the indicator data in the
Item Tag Dictionary. This data defines each indicator, its position and
possible values, the types of materials for which it is applicable, and
its meaning. Indicator information may be viewed via the LIST INDICATORS (LI)
function. The IA function allows authorized users to add new indicators to
and edit existing indicators of bibliographic tags in the Item Tag Dictionary.

2.1.8 LI Overview

Indicator information is carried in the Item Tag Dictionary along
with lts appropriate bibliograpiic tag. A ibllioarnphic tag may
have a ninimnum o n!ne and a maximum oi 2 indicntors; each existing
indicator may assume a value of 0-Q or niy be blank. The LIST !{ZICATOP. (and

m
°
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INDICATOR ADD/EDIT) function allows access to the indicator data in the
item Tag Dictionary. This data defines each indicator, its position and
possible values, the types of materials for which it is acplica3le, and
its meaning. The LIST INDICATORS (LI) function allows author::ed users to
display or print out information from indicators assoc:ated =ith biblio-
graphic tags in the Item Tag Dictionary. All existing :nd,:ators or
indicators associated with a specific subset of bibliographic tags may be
displayed.

2.1.9 PO Overview

The PO function controls the reading of data from a MARC bibliographic
or authority tape (*) into an ILS workspace. Users must specify
to the PO function whether the tape contains bibliographic or authority
data, whether the records are to be loaded directly to the MBF or into a
workspace, and which Selection Strategy is to be used.

ILS first must clear certain working areas on the disk in preparation for
reading new records, then reads the records into the MBT or into
the specified workspace, and finally indexes the records so that they can be
accessed through the online catalog (if loaded to the MBF) or through the EWtY
CATALOGED ITEM function (if loaded to a workspace).

(*) The authority file load is not complete as of July 1981.

2.1.10 DT Overview

The DISPLAY TAPE OUTPUT function (DT) allows authori=ed users to
display records which have been copied from an input MARC tape into
a workspace according to a specified Selection Strategy. The Selection
Strategy used and various other infornation concerning the transier or
records into the workspace nay also be viewed. The display can be viewed
at the terminal or may be printed out.

2.1.11 WA Overview

The WORKSPACE ADD/DELETE (WA) function is used in defining new work-
spaces and in eliminating workspaces no longer needed. Records being read
from an input MARC tape must be read into a previously created workspace With
a defined name and number. The WA function allows authorized users to
create, delete, and list workspaces.

2.1.12 EW Overview

The EDIT WS RECORDS function (EW) allows author::ed users to edit
records which have been read into a worksrae. Data in e:s:i:ng ::els may
be chn d or deleted; new fields my be a&iad; the ente reccrd
displayed. The edited record may then be filed bac-: into the workanaze.
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moved into the Master Bibliographic File (MBF), restored to its original
. state before editing, or deleted from the workspace. Thus, the EW function

allows a library to make changes to :noividual records in the Workspace

before further processing or to delete records from the workspace.

6

2.1.13 NE Overview

NEWLY CATALOGED ITEM permits authorized users to enter cataloging data
into the Master Bibligraphic File (MBF). It enables catalogers to edit
and transfer records rom an ILS workspace (Tape File) into the MBF, as
well as to enter original data directly into the MBF.

Utilizing NEWLY CATALOGED :TEi, the user may search both the MBF and
ILS workspaces (Tape Files) for a record of an item, either by title or by
call number. If a workspace (Tape F:le) contains a MARC record for the item,
the user may edit or add to the record, produce a permanent barcode label,
and add the record permanently to the MBF. If the MBF contains a MARC
record for the item, the user may enter a Copy 2 (or Copy 3, etc.) and
produce a barcode label.

2.1.14 EI Overview

The EDIT ITEM function allows authorized users to edit or add to cataloging
data of records in the Master Bibliographic File (MBF). The user first
identifies the record to be edited. 1LS then allows the user to edit the
record by adding new fields or subfields, deleting fields or subfields,
or editing the contents of existing fields and subfields. ILS then files
the edited record in the MBF.

2. I.15 10 Overview

The ITEM DELETE function allows authorized users to permanently remove
a bibliographic record from the Master Bibliographic File (MBF) and from
the activity record associated with the item. It is used when weeding an
item from the collection or removing the record of a lost item. The user
first identifies the item whose record is to be deleted. The user can then
delete a specific Volume, Issue, Part, Supplement or Copy. If the library
only one copy of the item, the user can remove it entirely from the MBF.

2. .16 DC - Introduction

The D:CTIONAP:Es tDC, function allows authorized users to create and
maintain various files used to support initial creation and subsequent
searching of the ! aster Bobicgraph:c File (-BF), the Authority rile,
and the ":rr cus r. e:1 Thcse functions are pr-rrar;fly used hy zhe library
-- t t I . C I . :n r1e entat Cn C f

n 7rCr7.Z LZT . asks:

6-
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WHICH DICTIONARY? User types in first few unique letters of
desired dictionary or '/' to exit DC function

The following dictionaries exist:

(1) Authority Tag (4) Item Tag (7) Search 'roup
() Initial Article (5) Language (8) Stopuord
(3) Interface Type (6) Phrase (9) Synonym

Press 1,2,3.45,6,7,8. or 9 to get HELP for a specific dictionary.

2.1.16.1 AUTHORITY TAG - Overview

The AUTHORITY TAG function allows authorized users to add, delete,
edit or list entries in the Authority Tag Dictionary. New tags may
be defined, selected portions of existing tags may be edited,
and/or entire tags may be deleted.

2.1.16.2 INITIAL ARTICLE - Overview

The Initial Article Dictionary is comprised of several lists of
initial articles for different languages. It is used in ILS to define
initial articles to be ignored when either filing a title into or
searching for a title in the Divided Catalog Index. The INITIAL ARTICLE
function allows authorized users to create a new initial article list;
to add to, delete from or list the contents of an existing in.tial article;
or to delete an entire initial article list.

2.1.16.3 INTERFACE TYPE - Introduction

The INTERFACE TYPE function allows library staff to identify the kinds of
online catalog searches that will be offered to each type of searcher.
With this function users may add, edit, or delete search groups and search
processing types, or list the search groups currently detined !or a given
interlace type.

This function is under development and is not fully operational as of I
July 1981.

2.1.16.4 ITEM TAG - Overview

The Item Tag Dictionary is a list of all valid CCLC tags and locally
defined tags. it defines for each tag its name, a:: valid s' hjiel and
the formats for which each subtield is valid, the number of reyeats allcwed
in a bibliographic record, and whether the tag is use! in 7he !::a! :s:er
Biblo;raphic File (MBF). It is used as an author:ta:iv:e :ize n:em je :or
cataloging staff. as well as in the actual creation and zrz:- -F

-7
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in essence, this dictionary defines the library's profile for selecting
which fields and subfil!ds from a 74brary's OCIC tapes are extracted and
transferred into the local rBF. In addition to OCLC tags. 1LS allows :ndi-
vidual libraries to define tags which carry locally defined information.

The ITEM TAG function allows authorized users to add, delete, edit
or list entries in the Item Tag Dicti nary. New taus may be difined,
selected portions of existing tags may be edited, and/or ent-re tags may
be deleted. For information in greater detail than cen be provided in
HELP, users are referred to Lister Hil. Contractor Report CR 80-02,
"A User's Guide to Maintaining the Master Bibliographic File of the Inte-
grated Library System" by Sandy E. Anderson, MITRE Corp.

2.1.16.5 LANGUAGE - Overview

".- . The Language Dictionary is a list of languages and their 3-letter
" mnemonics. it serves as a reference authority list for the language

codes entered into the OCLC 008 language field. The LANGUAGE function
allows authorized users to add, delete, edit or list entries in the
Language Dictionary.

2.1.16.6 PHRASE - Overview

The Phrase List (PWL) is comprised of several lists of multi-word
phrases whose identities are to be maintained during any keywording process.
it is used in ILS in primarily two activities. In building the Keyword

index, PWL is used to ensure that the defined phrase in its entirety is
- . entered into the i:eyword Index, even if the phrse contains defined stopwords.

Likewise, when a user enters a term search, PWL is consulted to check for
.- defined phrases. The individual words of a defined phrase are also entered

into the Keyword Index in the usual manner unless they are in the Stopword

Dictionary.
Each PWL is associated with a specific language.

Phrase lists may exist only for languages whose language code is
defined in the Language Dictionary. Each language may have one or
more phrase lis,.s associated with it. E.g.. there may be two separate
phrase lists (corporate phrases and geographic phrases) defined
for English; there may also be a phrase list defined
for Franch, and another one for German. All phrase lasts associated

"* with a specific language are sequentially numbered by ILS at the tizae

of their creation. In order to specify a phrase list, the user
must specify both the associated language and the specific PWL nunber.
The PHRASE function allows authorized users to create new phrase lists,
to list or cdit the contents of existing phrase lists, or to delete
entire phrase lists.

2. . 16.7 SEARCH GROUPS - Overview

The Search Oro;p :icticnary conr:sts of a list of lihrary-riefned
• Eesar n Gr ,p n ~ ! h h l ~ ah c tacs uh c c r r s c Se C h 5rcu.
""'[ T21 :i c nl~ aryv al t li t . ',, .. or t Fi. le an i . c, a r Ch v: 7 ,'-: T

"" :,er. :1 " ¢r , c records are a. tz e Eaztcr !3h :cb r.:c Fi.e "2B C)
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the Item Tag Dictionary is consulted to determine to which Search Group(s)
(if any) each tag belongs. Then the Search Group Dictionary is consulted In
order to determine if the data from that tag is authority-controllad and/or
if data from that tag is indexed :n the Keyword Index and/or the DZv-ded
Catalog index. Similar tags are grouped together into defined Search
Groups. e.g., an Author Search Group might consist of any name unch
originates in the 100 field, the 400 field, the 730 field. or the 800 field.
Thus. ir a patron does an author search for the name 'M-iton', the above
search group definition would have created indexes such that any occurrence
of 'Milton' in tags 100, 400, 700, or 800 would be retrieved.

The SEARCH GROUP function allows authorized users to create new search
groups. edit existing search groups. or delete entire search groups :n the
Search Group Dictionary. Decisions about search group definitions are made
at the time of implementation of ILS. Although the Search Group Dictionary
may be modified at a later time, such changes must be executed with care,
since search group definitions determine the contents of the Authority File
and the searching indexes.

2.1.16.8 STOPWORD - Overview

The Stopword List is comprised of several lists of defined words or
phrases to be ignored during ILS processing of user, patron, or biblio-
graphic input. Stopwords in general are common high-frequency words
which in themselves carry little meaning, e.g., the words "and,", "for,"
or "Mr." and are therefore not useful as searching terms. The Stopword
List is used in ILS in primarily two activities. In building the Keyword
Index, the Stopword List is consulted in order to eliminate the keywording
of defined stopwords.

Ivery Stopword List is associated with a specific language.
Stopword lists nay exist only for languages whose language code is
deflined in the Language Dictionary. Each language may have one or
more ctopword lists associated with it. E.g., there maybe three separate
stopuord lists (common words, abbreviations, and geographic terms) defined
for English; there may also be a stopword list of common words defined
for French. and another one for German. All stopword lists associated
with a specific language are sequentially numbered by XLS at the time of
their creation. In order to specify a specific stopuord list, the ner
must specify both the associated language and the specific SWL number.

The STOPWORD function allows authorized users to create new stopword
lists, to list or edit the contents of existing stopword lists, or
to delete entire stopword lists.

2.1.16.9 SYNONYM - Overview

The Synonym Dictionary is a list of defined synonyms for any given
word, phrase, or abbreviation. The Synonym Dictionary may be viewel by the
patron to suggest additional or alternative search terms. The file :s
not accessed automatically in the search process, but is intended as a
u iser a ct SnYe.

The function ZLXONYM is used to add, delete, edit or iast words in-h

- 9-
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Synonym Dictionary. An entry in the Synonym Dictionary cons:sts of a root
word its list of synonyms. Each word in the list of synonyms :s automatically
displayed as a synonym of the root word and, similarly, the root word is

.- automazically displayed as a synonym for each of the words in its synonym
l Ist. However , Lozds wLthin a cven :ist of synonyms are not displayed
as synonyms -or each other unless so defined explicitly.

For example,

Root Word List of Synonyms

children boysbratsgirls,kids,tots
boys brats,males
girls females

The synonyms displayed for children are: boys.bzats,qrls,kids,tots.
The synonyms displayed for boys are: brats.childrenboys.
The synonyms displayed for girls are: children,females.
The synonyms displayed for kids are: children.
The synonyms displayed for tots are: children.

2.1.17 CR Overview

CATALOG REVIEW is a process by which a librarian may review the bibliographic
records added directly to the Master Bibliographic File by the PFC'CEZS_.
TAPE function. All such records will have been fully entered in the :1BF and

indexed for searching through the online catalog; the librarian uses the
CATALOG REVIEW function to verify that the bibliographic information is
accurate and to approve correct records or edit invalid data.

2.1.18 AM Overview

*The AUTHORITY MAINTENANCE functions update the authority file which supports
online catalog searching. Using this feature, a librarian may edit an
authority record, merge an invalid authority record into a valid record, and
maintain cross-references. Affected bibliographic records are updated
immediately.

FoL a more detailed description of AUTHORITY MAINTENANCE, enter F to see

AM Options.

2.2 CATALOG AZOEZS SU",Z"TrM OPTIONS

-T.e Zanoc .ces :2h sten :s the :L, online catalco. :t <lows ' sers to
":"" search tie Master B lioraph:c F:le using a nunber of different search e
e - '0 -
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:here are different options :n the CATALOG ACCESS SUBS'STZ AZ; :

1. E OS TFER SFAR H S

. A = AUTHR E ... P. TM TE. 7.
3. T TLE SEARCH 7. SF =DENERAL F'CT

. 1j E n C : S EA.PCH

For more iniormation about any of. these options
select the number of the option desired.

2.2 CIRCULATION SUBSYSTEM

The Circulation Subsystem is the part of ILS which maintains the location
and disposition (information related to the status and patrcn responsibility)
of all items in the collection.

INFORMATION AVAILABLE

(1) Options of the Circulation Subsystem

(2) Overview of the Circulation Subsystem

(3) Special Features of the Circulation Subsystem

(4) Glossary of terms used in the ILS System

Select the number of the option desired:

2.3.1 Circulation Subsystem Options

There are 23 different options in the CIRCULATION SUB(CSTZM (CS]. They are:

1 . CA = CART SYSTEM 13. PR = PATRON E:STRA--DX
2. CX = EXPENDIBLE ITEM 14. PS = PATRON STATus
3. CI = CHECK IN ITEMS 15. PU = PULL
4. CO = CHEC< 1TEMS OUT 16. RC = R7CALL
5. IL = INTERLIBRARY LOAN 17. RE = RENEW
6. IS = ITEM STATUS 18. RI = RECEIPT CHECK :N

7. ME = MESSAGES (PATRONS/ITEMS) 19. RV = RESERVE
8. MO = MAIL OUT ITEMS 20. SH = SHELF
9. NR = NOTIFY RESERVE 21 S = SET STATUCS
.0. PA = PATRON ACTIVITY 22 VE VERIFY
11 PD = PATRON DELETE 23. GF G E7-NFAL F ':-- S
1Z PP = PRINT PULL SLIPS

7or more inzc'mration about any of these ont:ons 5e :.L e -

-11



deszred or nress F to ........ to CS OVERVIEW

2.3.? CA Overvieu

CART SYSTEn permits library staff to identify book truc*-ks and carts as

temporary storage locations ror items which have been checked in and are

awaiting shelving. In CART SlSTEM users may name carts. define their " caicn,

change their location. and erase and add items which are queued upon

azaitlng shelving . Through the use of this feature, users may know t'.e C.y:3a
ocatcon or any available item in the library that is not on the shelf

During periods of high volume circulation, this feature can be of grea ',alue
to both users and staff.

2.3.3 CX Overview

* .PExD:BLE :TEM is designed to keep records for those items which are in a

* sense "checked out" to patrons but for whom there is no associated due date.
Examples of such expendible items might include journal articles which have

been photocopied for a patron, or bibliographies which may have been compiled

- as a result of an on-line literature search.

2.3.4 CI Overview

CHECK I is the process by which a p.atron is absolved from the responsibility
or having check ,ed out a given -,tem. :-terns may be checked in immediately
.rcn bcIng returned, or they may be checked in at some later tire when

nhe sirculation desk is not busy. After an item has been checked
in, the patron is no longer responsible for the item.

2.3.5 CO Overview

CHECK OUT is the procedure used by the library to maintain control of its

collection. This procedure permits patrons to use the items owned by the

library while providing the library with information about which patrons
hold specliic items and when items are due to be returned to the library.

. CHECK OUT requires the following two pieces of information:

A Patron :denti-ier A patron's full name registered in :LS

or the bar code number for the patron,
4 which is equal to the number !IS uses

internally to identify the patron

2. An :te- d/erl'e - Any one or e r:t ple es of inforao on

or 1' t r- tZ z Ie.g. coo a'3 on:. "

oIn e D x c~ \Tp r c Te i,]i;Li.L
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item (a unicue number fo each piece)

which ILS uses ne:. t daho:
the item.

ov- rvew

The 7_'L :unction allows library stalz to prepare an A7A-format form 'or
use when lending or borrowing material through interlibrary loan. Users may
add, edit, or delete forms for loaned or borrowed materials, and may update

2.3.7 :S Overview

The ITEM STATUS function permits authorized users to view the status
of any copy of any title in the Master Bibliographic File. it includes
the following information.

itle of the item

S"2. Author of the item

3. Call numrbber

4. 7SBl/Snue number

5. Number of times the item has been checked out and used in-house

6. Current status of the item (e.g., available for circulation,
checked out, missing, etc.)

7. Status of other copies of the item, if desired."

2.3.3 ME Overview

IESSAGE

MESSAGE allows the library staff to attach a iree-text message to the patron
record or the item record. For example, a message attached to the itea record
might note torn or missing pages. A patron message could notify the patron
that, e.g., the reference department had found information which he or she
had requested earlier. Messages are automatically displayed whenever the
record to which they are are attached is called up. These messages may be
saved or deleted after being displayed.

2.3.9 MO Overview

.!ail Cut generates a mailing label to send an i:tm in t he 1rorv

. 13 -



to a patron. Both the patron and the item must be identified by the system
to generate the correct label. The patron may be identified by id number,
by name, as a library department, or by defining a neu patron through patron
registration. The item may be identified by one of eight identifiers or as
the prevously entered item which the system will identify for you.

2.3.10 NR Overview

* HNOTIFY .ESERVE is used to keep track of the reserve requests made by each
- .patron. Users may see a list of all patrons who have reserve requests in the

system and the title of the item they have reserved. Users may selectively

display the ful reserve record for any patron by entering the number for
that record as zt appears on the list.

After a patron has been notified that the item has been returned, the user
may delete the reserve request. 1LS will update the status of the item to
AV.AILASLE.

2.3.11 PA Overview

* .PATRON ACTIVITY permits authorized users to view information about a
patron's library activity, including

o titles currently checked out and due dates

o titles of any reserves being held for the patron

o titles on routing lists for the patron

o any messages attached to the patron record

o total items checked out by patron during current reporting period

PATRO, ACTIV:TI does not display address, telephone number, etc.
To display these fields, use the PATRON STATUS function.

2.3.12 PD Overview

The PATRON DELETE function allows authorized users to delete patrons
from the patron file.

2 . . 13 PP Overview

PPF.:T UI _PS used to init-ite ILS to begin printing out, on either
a f1ave Fr::ri-L or a 1 ne rir.nter , n tices of itemn Lh ich are to be re 0.ve
. c 7 ::.e ri: I.:. te a be . .v.-: uor such reasCns as b:.ln_ , o -
z n ,r _7 r uIa n 11- r brr.ry .ea re ue St.

* - i -
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K
.3.14 PP. Overview

P.A.RON RE3:STRATION permits authorized users to add names to the "ist of
regis-ired borrowers or to edit information in the patron recDrd (address,
talep..one number, ezc) of an existing patron.

Pegistration - ILS displays a patron registration form on the screen As
the user enters information the cursor moves down the screen
to the next prompt. Optional fields may be skipped by pressing
RETURN.

Editing - Existing patron records can be edited by entering the patron's name
in response to NAME:. When the patron has been identified :IS

displays the original registration form (with the blan-ks filled In) and
the user may now edit the record.

2.3.15 PS Overview

PATRON STATUS permits authorized users to view information in the patron
record (e.g., address, phone number etc.) and information displayed by
PATRON ACTIVITY (e.g., titles checked out, titles on reserve, etc.).

2.3.16 PU Overview

The PULL procedure is used to identify items that are to be removed
-=cm the shelf (e. g., periodicals to be bound). This module works
like Message in that both patron and item records are flagged with a mes-
sags. In this case, the message is to pull an item (which may be assigned
to a library patron or department) from circulation.

2.3.17 RC Overview

RECALL is used to generate a printed recall notice to a patron, asking that an
item currently checked out to her/him be returned to the library. The user
is required to enter only item identification information.

.2.3.23 PRE Overview

An :.o may be renewed by a patron by telephone cr uhen both the atro n
and the nem are present at the -ibrary c:r ulat:in de 7:. The :t -D I Ze

- 15 -



renewed may be due that day, overdue, or even have some Time left on the
initial circularion period. Libraries vary in their policies on ren~wal.

, Dependcng on the type of patron, or w4hether the item was loaned via inter-
, library loan or not, the item may or may not be renewable. Some policies

o items may be renewed for an additional circulation period.
o Items may be renewed, but only ±or a shorter period--one

week rather than three.
o items may be renewed only once or they may be renewed in-

definitely as long as there are no reserves.
o No item may be renewed if it has been reserved for another

patron.

Each ILS library will have to incorporate its local policies into RENEW.

2.3. 19 RI Overview

RECEIPT CHZC}K IN is used whenever a patron specifies that a receipt be
generated, itemiing what he has 3ust returned to the library. This feature
has been designed to accommodate those ILS sites where personnel regulations
may require documentation o± a clear account before final administrative action
(i.e., final payroll tabulation, release of college transcripts) may be taken.

NOTE: The software required for this activity is currently being developed.
It 's expected that future :LS releases will include this module.

2.3.20 RV Overview

RESERVE enables users to either add, edit, or delete requests to reserve items.
RESERVE can modiey entries in eithez an item queue or patron queue. The item
queue lists al the patrons who are waiting to check out a given item; the
patron queue lists all the currently checked out items a given patron has asked
the library to reserve.

RESERVE is used to alert users that another patron would like to check out

an iten that has :ust been checked in. RESERVE sets up a message in ILS,
ITEM IS ON RESERVE .. ENTER 'C' TO CONTINUE, RETURN TO TERMINATE... which

signals the user that the patron requesting the reserve be told that the
item has been returned. Local ILS sites may determine whether the item is to
be checked out and sent to the patron requesting the reserve, or if a notice
is to be sent advising that the reserve will be cancelled if the patron does
not appear within, eg. , 3 days to check out the item.

Ir Td r c ,- n.e a e usane cf an item. SHELF is normally used
c .:1n. : -D C r :!,arC e lbe". ci the :te-

tc~~~1 t-:n f [ / < ..; t < t.: - c.: ; ~ e f mes n t :
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W hen the :TZT STATUS option is used, ILS will display a statistcal record of

any i-em. Sne line of this display appears below:

CE2D 7I T i THi S PERIOD: It ,T EN,,L ZziAZ:

IWhen an iem is identified in the SHELF function, the count o4 :N7MENAL USAGE
is increased by one.

Press '7' and a RETURN to go forward to Step By Step Procedures for S .

2.3.221 SS Overview

The SET STATUS function allows authorized users to associate one
of the following exceptional statuses with an item:

o LOST
o FOUND (for previously LOST item)
o ?ATRON CLAIMS IT WAS RETURNED
o PATRON CLAIMS IT WAS LOST
o S NAG

If the status o4 an item has been set to one of the above, it is so noted
in the item Status display for that item. Subsequently doing a Check-out
or Check-in of the item causes the Item Status record to be automatically
updated.

2.3.23 VE Overview

VERIFY sets a switch in ILS which determines whether or not the patron name or
item title is displayed when a library card or a barcode label is scanned.

1. ERI7F=ON - When a patron or an item ID number is entered into :LS 'during
CHECK OUT or CHECK IN for example), the computer w. go to the
magnetic disk which stores all item and patron in=orn:ion and
find the complete record for that item or patron. :he name or
title is then sent to the terminal and displayed on the screen.

2. VERIFY=OFF - When a patron or an item ID number is entered into :LS, the
computer will record the ID and continue with the transaction.
The patron name or item title will not be displayed on the
screen. ILS will find the complete record on -he ma;netic disk
later, while the user continues with other transactions. This
helps the system process transactions more expeditiously when
there are alot of patrons waiting to be checked out.

NOTE: The VERIFY switch affects only the current terminal and session.

- 17 -
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2.4 SERA:LS CONTROL SUEYS7'En

The Seria.s Control Subsystem is used to process all serial transactions
including ser:als check in and routing of serials.

AVAILABLE INFORMATION

1. SCS OPTIONS

2. GLOSSARY OF THE ILS SYSTEM

For more information, select the number for the appropriate discussion.

2.4.1 SCS OPTIONS

The Serials Control Subsystem is composed of the following functions:

1. AR = ADD ROUTIhG

2. SC = SERIALS CHECK IN

3. GF = GENERAL FUNCTIONS

For more information, select the number for the appropriate discussion.

2.4.2 AR Overview

When journals are checked in via SERIALS CHECK-IN, routing slips for
newly received issues may be printed. The ADD ROUTING function allows
authoried users to add names to or delete names from the routing slip
produced for a particular title. ADD ROUTING requires the user to
identify the patron and the bibliographic item.

2.4.3 SE Overview

SERIALS CHECK< IN enables library staff to maintain records of the receipt
of each serial issue as it arrives in the ma'-'. As an item is checked in,
a barcode label may be generated for it, or the labels may be queued to be
printed out in a batch at some later time.

Once the label has been a£f-ix.e to tho Fece, it may be wanded whenever the

18
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i:em s circulated. When items are returned from the bindery, a nr Rajel
..ii harve to be attached to the hardbound piece. Conseqently, label
"t s'upersede the labels which were originally placed on eacn "ose iece
SEX:ALE CHI: N requires the user to identify, in additi:n to the item, the

year. month, day, volume, issue, copy and loan length o4 the niece.

2.5 AC1:'UISTRATIVE SUBSYSTEM

The Administrative Subsystem is composed of options which enable authorized
users to set various system parameters at local ILS installations. The local
--LS system administrator will have responsibility for maintaining the security
of these parameters, as the parameter settings represent a reflection of polic
set by the library management. Consequently, only authorized users (i.e. those
uho have received either special training or authorization) should be expected
-o work in tiiis subsystem.

The Administrative Subsystem is divided into 4 major sections:

1) AS Options 3) AS Special Features
2) AS Overview 4) ILS Glossary

For further information, select the number of the desired discussion above.

2.5.1 ADMINISTRATIVE SUBSYSTEM OPTIONS

There a:e 12 different options in the ADMINISTRATIVE SUBSYSTEM (AS).
-. They arel

1. C? = CIRCULATION PARAMETERS 6. SP = SYSTEM PARAMETERS
2. H 1 = HELP MAINTEXANCE 7. UD = USER DELETE

" .J:,,ITIATION 8. US = USER ADD/EDIT
-. J2 = JOB 2UEUE 9. VR = VIEW REPORTS

5. SA SYSTEM ACTIVITY 10. DO = DOWN SYSTEM
11. P2 = PATRON FILE DEFINITION

12. GF GENERAL FUNCTIONS

For more information about any of these options select the number of the optio
desired or press F to FORWARD to AS OVERVIEW.

2.5.2 CP Overview

CIRCULATION PARAMETERS EDIT is used to to set the time intervals for a variety
o = :15 d.nc::ons. The time interval between e.g. successive overdue not:ce

*" . eneration, uould be determined by ILS site library management, and :1S uould

be set to conform to this policy. With this function. ILS staff can more
* eidectlvy -aintain babliographic control over the collection, -.zo:tr as -LS
.- rh::s to -c T. delete lest -tens from the Master Bi != or h=: ::C. or

'"gensratc another overdue notice or search slip, after a speciafed :ime terod.

- -



Consequently, only authorized users should be allowed access to this function.

I-.

2.5.3 Introduction to the :LS Help Maintenance System

* Background

Originally developed by the Lister Hill Center for Biomedical Communications
(LHNCBC) in 1978, the ILS Help System (HE) was designed to provide online
assistance when using the Integrated Library System. To provide such
a capability, the Help Maintenance (HM) system was developed to serve as the
means by which HELP text could be created and edited for user viewing. The cur-
rent version of the Help Maintenance System is a melding of the best features
of the original version and several enhancements to the system.

Although they extensively interact with each other, HM and HE are two distict
entities. Whereas HE enables users to read text only, HM enables users to
perform text manipulation. Access to HE is unrestricted. However, access to
HM should be restricted to the ILS system administrator or other personnel
authorized to change the system.

Purpose

The purpose o5 this manual is to document the use of the Help Maintenance
"* System in sufficient detail to enable local ILS sites to work effectively with

it.

tScope

The scope of this manual includes documentation of all currently operational
features of Help Maintenance.

For further information select either discussion belo:"
2. Introducing Help tatntenqnce
3. Working in Help Maintenance

To exit Help Maintenance, return to COMMAND with a - and return and then
enter / and some function abbreviation or /EXIT.

2.5.4 JI Overview

JOB INITIATION allows authorized users to generate and produce
a vaxriety of =LS notices and listings. E.g., users may print overdue

-. notices, a list of current patrons, and other ILS reports. Users
must identify the j.h they want to initiate and the production parameters by
which it is to be produced (i.e., number of copies, tlme to start running
the job, etc.).

2.5.5 J2 Overview

JOB QUEUE enables the authorized user to see the "line up" ol -ohs which are
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in some stage of being processed. By identifying a 4job with a unijue uitle,
the user can find out where his or her )ob stands in relation to otherobs
wnich are also 'in the works'.

2.5.6 SA Overview

SYSTEM AC1IITY provides Ftatistics on the cumulative number o: cnec: ins and

check outs which have occurred on the current day. 7t also displays the number
of both administrative and circulation terminals which are currently logged in,
as well as the number of inactive terminals which are not currently logged in.

2.5.7 SP Overview

In SYSTEM PARAMETERS, authorized users may either activate or inhibit
the operation of certain ILS features, such as the Cart System and the Verify
option. This function also permits authorized users to change the prioritj of
certain background filer programs so that they will process data at e-tner a
faster or slower rate, thus providing the user with a way of modulating
the background load on the system, which in turns affects overall response
time. This function also sets the maximum number of citations uhich
can be printed at a public printer.

2.5.8 UD Overview

USER DELETE is used whenever a user is to be denied access to the :LS system.
The system administrator, or some other authorized u~ez, -ust make the deletion.

2.5.9 US Overview

USER ADD/EDIT is used whenever a new user is granted access to :1Z. This
procedure 'dentifies" the user to ILS and determines what areas of the
system the user is allowed to access. This procedure also sets the user's
experience level to either display or not display the range of opcions
available to the user at any point in ILS.

2.5.10 VR Overview

The VIEW REPORTS function allows authorized users to view online
activity reports for various activities within ILS. Users may obtain
an on-line display of circulation and database activities ioz a variety of
time periods.
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-5.11 DO Overview

K

DOWN SYSTEM provides a way for an authorized user to shut down the :LS system
i in a controlled manner when the computer hardware needs to be turned off or

serviced. This function ends the transaction processing programs and sets the
transaction and statistical files so they will be automatically restarted when
ILS becomes available. Only system administrators should be authorized to use
this function. An additional password is also required to run the DOWN SYSTEM
function; this password is part of the program itself and should be set when
ILS is installed initially.

2.5.12 P2 Overview

The library administrator uses PATRON FILE DEFINITION to identify the infor-
mation to be recorded for each library patron. Certain patron data elements or
questions are required for ILS operation, but the staff may add additional
questions to properly describe the library's own patruns. Using PATRON FILE
DEFINITICN features, the library staff may define sets of questions which
describe particular patron types, and may indicate the order in which those
questions are to be asked during patron registration.

2.6 GENERAL FUNCTIONS

GENERAL FUNCTIONS is a collection of functions which may be used w-thin any
subsystem of ILS. For example they may be used while in either irculation
or Administrative subsystems. Since these functions may be used throughout ILS,
(subject to being specified as accessible in the user's profile) they have not
been identified as being a part of any one subsystem. They are:

1. DETAIL 4. PRINT BARCODE

2. E::PEr:ENCE 5. PI.INT TEMPORARY LABELS
3. HELP SYSTEM (for this subsystem) 6. TIME AND DATE

For more general functions information, select from the above options. For more
subsystem information, enter / and the mnemonic for the desired subsystem. The
subsystem mnemonics are:

AS = Administrative Subsystem CS = Circulation Subsystem
BS = Bibliographic Subsystem SCS = Serials Control Subsystem

CAS = Catalog Access Subsystem

2.6. 1 General Concepts

The folSc'~n. SN7?AL CONCEPTS are those which the user needs to know to
work: in :n:egrated >ibrary System They are

"e.............0 com-,-atud - dspayin- the 1ual teccrd ci r, entry
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2 the F7RWARD (F) command - forwarding through :te.m and ?atron :sts

3 -he BACM '.? (3. command - backing up through, en and Patr n t

-the 00132{E ( command - combining two nructions ntto one stap

. '"..,_ (/) command - exiting out of a subsystem anc :nto anot:r or

going to another aztiJi-y witin a s'_zsystem

6. :tem and Patron Lists - viewing item and patron records in :LS

7. V:PS statement - vol/issue/part/suppl item characteristics

-.6.2 Function Keys

. Some t~znnals are equipped with what is known as function :eys. These keys
provide for quick entry of frequently used ILS commands. For example, a user
could use a function key to display all the options available at any point
by pressing the fI key. This would be faster than having to enter a ? and a
carriage return.

Other special function keys may be set to substitute for several characters
having to be typed, thereby minimizing the chance of keying errors as well as
saving time. All instructions which can be entered by special function keys,
may also be entered using the REGULAR KEYBOARD of a CRT terminal. There are, in
effect, two ways to enter any instruction; one with the special function key
and one without. Function keys for ILS are currently set up as listed below.
For more information about each, enter the number for that key:

1. ? key=option display 4. B key~go BACKWARDS 7. PREVIOUS ITEM
2. - key=go up 5. HELP key=HELP text 8. / key~ex_- a function
3. F key=go FORWARD 6. PREVIOUS PATRON

2.6.3 :dent:fy Item

IDENTIFY:NG :TENS WITH THE BARCODE SCANNER
Scanning the barcode is the fastest way to complete any transaction in :IS.
Using the barcode wand eliminates the need for having to type In lengthy
patron data, item data and the transaction symbols (e.g. /CO or /C:). By
wanding over a coded version of these same data, ILS users will not experience
the problems associated with miskeying this important information.
To identify an item using the barcode scanner, the user must first be sure
that ILS is prompting the user with ITEM. At this point the user must put the
point of the wand on the barcode label, and move the po:nt of the wand
over the pattern of black vertical lines. It does not matter if the wand moves
from the left to right side or vice versa. Sometimes it helos if the wand is
held directly over the item, instead of at a slant the way one would hold a
per. It is not necessary to scratch the barcode label. A licht smooth stroke
is al that is needed. Once ILS has recognized the itam, it will respond by
beeping once. This is to say, "I recognize this atemI"

-: 2.s WIT1H0UT A BARCODE SCANNER
-t someti7eZ :s the case that users either cannot cr do not mtnt to se-
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barcode wand. Under these circumstances users may instead access the ILS
Master lographac Fale throuch alternate options. In response to the prozrt

ITE. enter ? and a carriage retuzn. ILS will display 8 access options and an
additonal option whi:h aifixes short messages to an item record. They are:

'(NOTE: ONCE YOU'RE :ONE READ:NG AN ITEM IDENTIFICATION OPTION
ENTER A 'T' AND A RETURN TO GET BACK TO THIS DISCUSSION)

P 1. I:D*= Item Identification 4 6. TK = Title Key
2 2. AU = Author 7. AT = Author/Title Key

" 3. CA = Call Number 8. SE = Series
4. IS = ISSN/ISBN 9. Mi: = Message (for item just entered)
5. :C *= Library of Congress *

2.6.4 identifying the Patron

Any and all ILS functions involving patron data require that the patron be
accurately identified in the ILS. A patron may be identified by either wanding

the barcode on his library card, or entering the equivalent baicode number
or the patron's last name. (If the wand is not used, enter the patron's last
name instead of the barcode number to avoid typing mistakes.)

PATRON IDENTIFICATIOH OPTIONS

NAME-This is the most common way to enter the patron data. Enter the full last
name or enough characters of the last name to narrow the list down sufficiently
to display the desired patron entry. If there are more than 5 matches, ILS will
say (THERE'S MORE) and the user may then press F or B to view additional
entries that match. If the 5th entry seems to be the correct one, press F to be
sure that the 6th or 7th ones are not identical names. To see more information
for a patron in the list, enter D followed by the index number beside the
patron's name. For example, if you had a list like:

JONES, JOHN B.
2 JONES, JOHN D.
3 JONES, JOHN D
4 JONES, JOHN F.
5 JONES, JOHN R.

and you wanted to display more information from John D. Jones' record to select
the correct entry, you could enter D2 or D3 to view further information from
the patron r e'ord to accurately identify the patron from the list.

Once you're sure that you've found the correct entry, enter the index # which
appears in the first column in response to the prompt PATRON:.

PATRC :2 t- The Patron ID # as equivalent to the bar code configuration whlch
arrears or eas2 oa~rc:'s ilbrary card, It 2s mnde .kp cf numbers and chez

* c!t.sra ., ar razjorned into a -attern ci haar an, hn "anes a I

-. ''~r 2a: ss~r .. .

s )C1
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"wand or type in the patron name whenever possible, thereby n~m:z-n7 -.
.cance of a typing error.

PATRON RZGISTRATZON - if the patron is not already regstared in the matrcn
lst, -7 will be necessary to enter n-s or her patron .at ,: to te syz.1e
sefore any transaction can be recorded into ELS. Local :LZ sloes may
tneir cwn procedures or gathering patron inrormatoon, nutt-n-7 t onto
system at some later time. For a fuller discussion or patron registratizn

-o the path PATRON REGISTRATICN. Enter /PR to get to :hs discssion

1.6.5 ILS System Glossary

The ILS System Glossary functions to provide users with an on line dictionary
of key concepts and terminology used in ILS discussions. This glossary is
accessible from any subsystem within the HELP System. Local ILS sites may wish
to add additional vocabulary into the glossary, or redefine some of the
ore noions given. This may be done in Help Maintenance using the instructions
E S (edit glossary) or A G (add to glossary). For a more detailed discussion
o how to work with the glossary see section 3.5 of the Help Maintenance Manua
Working in the Glossary.

7o Look up a term in the glossary, enter GL in response to the HELP prompt
CHOICE >. ILS will reply ENTER THE TERM TO BE DEFINED. The glossary will accep
either a full or truncated word. If there should be a match to more than one
word, :IS will display all the words that match. The user may then select by
id 4 the desired term. ILS will then display the definition for that term, and
wiL- as, the user for the negt term to be defined. To return to HELP, enter a
- (un arrow) and a return. ILS will redisplay the exact screen where you were.

2.6.6 HELP System

The HELP System is an on-line, computer assisted tutuorial designed to teach
ibrary staff how tn perform any subsystem function within ILS. Users may
read inmceasingly detailed information about any subsystem by traveling along
the subsystem path, selecting from the options given at the end of each para-
graph, or they may travei across subsystem discussions by enrering / :ollowed
by :he mnemonic of a different susbsystem. The subsystem mnemonics are:

AS = 'dmlnistrat- a Subsystem CS = Circulation Subsystem
2S = bibliographi, 7uosystem SCS = Serials Control Subsystem

"o view HE.? text for a- (f the above subsystems, enter / followed by the
appropriate mnemonic.

2.6.7 P3 Overview

The ?7.:N: BARCODE procedure permits authorized users to print barcodes for
oom or patrons. Usually a barcode label will be produced for an item during

1he N7i: CATALOGED ITEm! procedure and a labe1 .11, 'e oroduced fcr a totoon
n'. ?T I 7 C :STRA T:cM. : f a duplicate label is necled ?PYT EAJ27 -d

tr Z'-. e mtfor otens which have records in the '!aster boyraphto Fo> 2F)
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or patrons already reaistered :n the system.

,NT BAOOO gives the user 3 alternai''s

- :I. rr: n-. a iefined item.

P - zlz. orint a defined patron.

S - Will start batch printing.

For HELP on these choices enter 'F' and a RETURN.

2.6.8 PT Overview

PRINT TEMPORARY LABELS permits authorioed user. to produce temporary baroode
labels using the barcode printer. Temporary labels would normally be used
when a library is first converting :ts records to machine-readab2.e form or
if the library wishes to clrculate an item before it is processed. A
temporary label might also be used on a book obtained through inzer-library
loan.

A temporary label is a barcode label that contains only an identification
number. The barcode printer will produce two copies of each label, one
for the -tem and one for the icem card.

Press 'F' and a RETURN to get to Step By Step procedures for PRINT
TSMPORARY LABELS.

2.6.9 DE Overview

DETAIL requires users to choose between the ON and the OFF setting, each of
. nwhich is explained below.

you choose ON - ILS will display all options at each point in the session.
if users are experienced (they usually DO NOT have
the options displayed for them), choosing 0C{ will mean that
!IS ILL DISPLAY ALL options for the current session. The
next cime these users use ILS, the options will not be shown

:1 you choose OFF - ILS will not display options for each point in the session.
if a user is an inexperienced user, (they usually DO hat'e

the options displayed for them) choosing CFF 4l:l ..
NOT :SPLAY ALL options for the current session.

next time these users use !IS the options uoll be

pT To p r7anent-y rt''e:se a user's experience level see EXPERIENCE.
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2.6. 10 EX Overview

EXPERIENCE records each user's experience level using :LS. ts em to the
user's password and can only be set by the syse:n adml-ri:cr . T.here are :wo,
E::P=R17NCE settings

1 .EXPERENCE=OFF This option is ior users who are not experienced with ILS
With EXPERIENCE=OFF IlS will automarically list the
select:on options available at every poinz in !IS.

I.EXPERIENCE=ON This option is for users who are experienced with :LS.
With EXPERIENCE=OH ILS will not automatically list the
selection options available at every po'n. an ::z.

NOTE: Experienced users may still view ILS options at any point by entering a
? followed by a return. Should it ever become necessary .o tmporara-7 reverse
a user's experience level, DETAIL can be used. For more in4ormaton on D7TA:L
enter /DE.

2.6.11 TIME AND DATE

THE TIME & DATE option tells the user the correct time and current date
as it is known within the ILS computer. The computer has a built in clock
and calendar, and it can supply users with the correct time and date
very easily.

To find out either thE correct time or date, the user must enter 7D or /TD
(the / is only necessary if you are in the middle oi some o:her :unction)
!IS will respond by displayin t-he .,current date and time. The dasplay wall
remain on the screen for several seconds; then ILS wall ta:e -he user back
to the last transaction before goang to T CME z DATE.

I
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3 D-TA:-'LS OF :LS FtNCT,NS

' 3. 1 DETA:IS Cr SUBS' 'ST1Z FUNCT:IcNS

The next section provides a detailed explanation o4 each function in c-ach ILS
subsysiem. The subsystems and functions are described in the sare order in
which -heir Over'iews appeared in the preceding section. This section is
:ntended Fr-mazxiy tor :eiemence w'her. explicit inst:i-ctions axe needed.



e

4 B3:IOGRAPHIC SUBSYSTEM

4 3S INTRODUCTION

4.1 I:BLIOGRAPHIC SUBSYSTE.

7.he B:lhlographic Subsystem is a collection of functions LhLch enable
authorized users to build and maintain the Master Bibliographic Flle
and associated autho:ity files and indexes.

AVAILABLE INFORMATION

1. BS OPTIONS

2. GLOSSARY FOR THE :LS SYSTEM

For more information, select the number for the appropriate discussion.

4.1.2 BS OPTIONS

The 3:bliographic Subsystem functions, which allow authorize! users to
creaze and maintain bibliographic information, are:

I. TAG ADD/EDIT 7. LIST INDICATORS 13. EDIT "TEn
2. ZO'?'?'T TAGS 8. PROCESS OCLC TAPE 1 ITM
3. FI:XD ORDS IN TAGS 9. DISPLAY TAPE OUTPUT 15. D:ZT::NAR:=Z
4. TR:OR:TY GROUPS 10. WORKSPACE ADD/DELETE 16. GENERAL FUMZCTICNS

5. SELECTION STRATEGIES 11. EDIT WS RECORDS 17. CATA:OG RE'':E
5. HNDICATORS ADD/EDIT 12. ME4LY CATALOGED iTEM 18. AUTHOR:TY MA_._,TEANCE

19. B:3L:-GAPH:C ADD/EDIT

For HELP with any of these functions, enter the number:

4.2 BIBLIOGRAPHIC ADD/EDIT

:42. 1 BI Overview

BIBLIOGRAPHIC ADD/EDIT allows users to input bibliographic :eccris "ocaly
'using a flexible online cataloging ... . Tns d aat 07sn e 't
and :s not operational as of Jul, 19S1. Until this ta -A .. :s oo ne
library staf± should use tle NE2LJL-CATALCGED 1T2 uc::n; nrut records

,. , . ." .. . -, , _- • ' _- __ 2 _ ". . .. "o - _ " . , , , , - - . .



:from the terminal.
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4.3 TAG ADD/ED:T

The TAG ADD/EM0T function enables au.thorize, usezs to A;:D o -he Llst or
nA*Z tags contained in :LS or :o ED:T the in .r g.. . er
detail than can be provided here users are rererred to L;.37r C:U. CDntractor
Report CR 80-Cl

-  "A USER'S GUIDE TO -ANT - UH- H P ... ...... E
0F THE :XTE RATED l!BRARY S''S T' by Candy V. .,nu erson, Drorat-on.

AVAILABLE INF0R1ATICN

1. Overview of TAG ADD/EDT

2. Step by Step Procedures For TAG ADD/DIT

3. Special Features for TAG ADD/ED:T

Please enter the number of the type of inlormation you iesire:

4.3.1 TA Overview

1LS contains a list of all tags currently recognized as part of the MARC
record. The TAG CREATE/EDIT function enables authorized users :o ADD to
the list of MARC tags as new tags are authorized or -o create local tags
as needed using the range of tag 'numbers' from AAA-ZZ. TAS C._A-/ES:T
also allows authorized users to EDIT existing tags.

For more HELP with CREATING or EDITING tags go FCR4ARD to Step By Step.

For more information on the AAA-ZZZ tag 'numbers' go FOR .A7D tuce to
Special Features.

4.3.2 TA Step By Step

The TAG CREATE/EDIT option enables the user to:

1. Create a Tag - Add to the list of MARC tags contained in :IS.

2. Edit a :ag - Edit an existing tag or subfield.

Each alternative has its own step by step procedure.

For more HELP enter the number of the desired choice or FCR-4AR: to SP:::. L
g FE.ATU RES:
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4'2.

4.3.2.1 TA Create a Tag

To Create a Tag in the LS list the user should enter the function 'OC for
OCLC TAPE FROCESS:NG, select the option 'T' and follow this sequence of steps.

51S will prompt: User should enter:

TAG: 3 dig:its or 3 alphabetic characters not currently
used in the MARC format.

NAME: Name of the new tag (up to 60 characters).

MTiS NODE: 1 or 2 character printable ASCII symbol (I, %A).
1f RETURN -s entered, the HIIS node is to
the tag number (050,245,etc).

INDEXED? NO/ 'Y' for YES or RETURN for NO.

# REPEATS / Any number from 1-99.
:LS will prompt: User should enter:

USED LOCALLY? YES/ 'N' for NO or RETURN for YES.

SUBFIELD CODE: Lowercase letter which may have a subscript added.
(a, al, aZ, d)

NAME: Name of the new subfield (free text up to 35
characters).

TYPES: Any corbination of the digits 1-6. These correspond
to the following item types:
1. Serials 3. Audiovisual 5. Music
2. Books 4. Maps 6. Manuscripts

INDEXED? NO/ 'Y' for YES or RETURN for NO.

!LS will prompt: User should enter:

VALIDATION CRITERIA: Authority for the existence of this subfield (free
text up to 80 characters).

SUBFIELD CODE: ILS will now repeat the procedure for adding a
subfield code. If the user enters a RETURN here
ILS will prompt:

TAG: The user may now begin the process again and create
another tag or enter RETURN and ILS will prompt:

OPTION: The user is now at the first step of OCLC TAPE
PROCESSING.

%-.. - 32 -
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4.3.2.2 TA Edit a Tag

To Edit a Tag in the ILS list the user should enter the function 'OC' dor OCLC
TAPE PROCESSING and select the option 'T' . ILS will prompt TA: and the user
should enter the 3 characters which identify the tag (00,245,atc.). :Ls will
display the complete header of the tag and the first subfield. 7or example:

OCLC TAG: 350 NAME: SUBSCRIPTION / BIBLIOGRAPHIC PR.C

i::S NODE: "2" INDEXED: NO # REPEATS: I LOCALLY USED: YES

TYPE

SUB (1) (2) (3) t4) (5) (6)
FLD NAME SER BKS A/V MAP MUS MAN INEX LOCAL

a SUBSCRIPTION PRICE Y y

**** ENTER COMMAND >

. . . . . . . . . . . . . . . . . . . ,. . . . . . . ,.. . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..

The user may press RETURN to display the next subfield code or choose one
of the 8 options below.

I) - to Edit Another Tag 5) I to Index on this Subfield Code
2) E to Edit Subfield Data 6) D to Delete this Subfield
3) H to Edit Heading for (this] Tag 7) N to Input a New Subfield
4) L to Set Local Usage 8) A to Select Another Subfield

For more HELP enter the r her of the desired option:

4.3.2.2.1 TA Edit Another Tag

The '-' option of TAG CREATE/EDIT allows the user, while still in the edit
mode, to move to another tag and edit it. ILS will display the tag header
and the first subfield and prompt ENTER COMMAND>. If the user enters

ILS will prompt: User should enter:

LIST TAGS FROM 000/ ILS allows the user to view and edit a series of
tags. Enter the first tag number here. (e.g. 050)

THRU ZZZ/ To view only one tag, enter the same number here.
(ie. 050). To view several tags, enter the number
of the last tag in the series (e.g. 060 means -hat
ILS would display all tags from 050 to 060).

:L3 will display the first tag header and its first subf-ield. The user is
now in edit mode and may choose one of the 8 editing op.tins.
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4"2.2.Z TA Edit Subfield

The 'E' option of TAG CREATE/EDIT allows the user to edit the subfield ccdes
within a MARC tag. ILS will display the tag heade: and the first sunfie'd
code. The user may enter RETURN to move to the next suibfield, 'A' to skip
to another subfield, or 'E' to EDIT the subfield displayed.

ILS will prompt: User should enter:

SELECT ELEMENT OF SUBFIELD TO
" BE MODIFIED > 'D' - to DELETE the subfield

'N' - to edit the NAME of the subfield
'T' - to edit TYPE codes
'I' - to edit INDEX field
'L' - to edit LOCAL USAGE field

For more information on these 5 options, press RETURN:

'D' - allows the user to DELETE the subfield. When 'D' is entered ILS displays:

DELETE SUBFIELD CODE [a,ccl ] FOR TAG [this tag #1? Y OR N >

If the user enters 'Y' ILS will delete the subfield and display:

SUBFIELD CODE [a,c,cl ] HAS BEEN DELETED FOR TAG [this tag 41

If the user attempts to delete the only subfield for a tag, ILS will ask
if the entire tag is to be deleted. A tag cannot exist without at least
one subfield code within it.

* 'M' - allows the user to edit or change the NAME of the subfield. When 'N' is
entered, ILS will display the name. Consider the following subfield error:

NUMBER OR NUBERATION

ILS will prompt, User should enter:

REPLACE> 'UB' - notice that, to remove the 'B' frorm NUB FA'""
the user must identify which 'B' is tc be
replaced. There is only one 'UB'

W 7ITH> 'U.' - this will finish the prccess and cc:.:ert
NUBERATION to NUMERATION.

'T' - allows the user to edit the TYPE codes. LC will disp' the . ctes
to which the subfield curre-ntly apFlI5. ILS wil the:. Frert
and LWTH T ThE user s hoxld follo the sa i r '" ab:"e.
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'I' -allows the user to change the INDEXED selting. :LS ll display:

SUBFIELD IS PRESENTLY SET TO BE INDEXED-ENTER N O EL :NATE :(:"-xA" >

SUBFIELD :S NOT NOW INDEXED-ENTER Y TO XNDEX THIS Z1BF:-I >

'N' will remove the 'Y' in the INDEX column of the tag.

'Y' will permit this subfield code to be indexed and :LS wi.2. automatically
enter YES in the INDEXED field of the tag header.

LI- allows the user to change the LOCAL USAGE setting. ILS wiLl display:

SUBFIELD [ac,cl) NAMED [name of subfield] IS No4 USED
LOCALLY - ENTER N TO ELIMINATE LOCAL USE>

*OR*

SUBFIELD (a,c,cl ] IS NOT CURRENTLY USED LOCALLY - ENTER Y TO SET
LOCAL USAGE>

'N' will remove the 'Y' in the LOCAL column of the tag AND a 'Y' in the
1RDEX column.

'Y' will add a 'Y' to the LOCAL column of the tag.

For information on editing tag header data 'F' and RETURN.

4 .3.2.2.3 TA Edit Heading

The 'H' option of TAG CREATE/EDIT allows the user to edit -he header of the
MARC tag.

ILS will prompt: User should enter:

ENTER COMMAND> 'H' - :LS will display the header again.

SELECT TAG ELEMENT TO BE CHANGED> 'N' - to ecit the NAME of the tag
'M' - to edit the MNIS NODE
'I' - to change the :NDEXED setting
'R' - to edit the REPEAT count

'T' - to chance the LOCAL USAGE switch

'0' - to DELETE the tag altogether

For more information on these 6 options, press RTUN:

'N' - allous the user to edit or chanqe, the NE. of tlh.e ta7. :hen 'N' is
*-ntered, :LS '.:Ill display t'
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SUSCRIPTON BTBL:OGAHIS PRICE

:LS W-11 prcm7:: Uset should enter

..EPACE 'IS' - notice that, to remove the 'S' fr m
B:L:C5RAPH:S, the user must identify
which 'S' is to he replaced. Ti. ere is
only one 'IS'.

WITH> 'IC' - this will finish the process and convert
BIBLIOGRAPH to BIBLIOGRAPHIC.

- allows the user to edit or change the MIIS NODE. ILS will display the
.IIS NODE and then prompt REPLACE>. The user can follow the sequence
described abcve.

'I' - allows the user to change the INDEXED setting. ILS will display:

TAG [this tag #] IS PRESENTLY INDEXED-ENTER N TO ELIMINATE INDEXING>
*OR*

TAG [this tag #1 IS NOT PRESENTLY INDEXED-ENTER Y TO PERMIT INDEXING>

If the user enters 'N' ILS will remove any 'Y's in the INDEX column of
the tag.

If the user enters 'Y' to permit indexing, ILS will automatically enter
a 'Y' in the 'a' subfield. The user may eliminate this 'Y' by editing
the subfield data (press 'T' and read about option 'E' on editing).

- allows the user to change the number of REPEATS. ILS will prompt:

TAG [this tag # ] HAS [ 1 1 REPEAT, ENTER THE NEW # OF REPEATS >

The user may enter any number from 1 to 99 or a BLANK for a non-
repeatable tag.

- allows the user to change the LOCAL USAGE switch. ILS will display:

"'* TAG [this tag #1 IS USED LOCALLY AT PRESENT - ENTER N TO ELIMINATE
FURTHER LOCAL USE>

*OR*

TAG [this tag # 1 IS NOT USED LOCALLY - ENTER Y TO PERMIT LOCAL USAGE>

'D' - allows the user to DELETE a tag from the ILS list. ILS will prompt:

YOU WART TO DELETE TAG [this tag #1 ? ENTER Y OR N >

.-5 the er enters 'Y', ILS will respond:

-"":g [ h s a- ] u 2EZEI2E 1
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or anform.t:on on editing subfield data press 'T' and RZT['N.

. 2.4 'A Se Local jsage

The '1' rmt~on of TAG CREATE/EDIT allows the user to change the LOCAL column
of the subfield flu's BLANK< (not locally used) to Y (this subfieli locally

used). "t :ll not work in the other direction. To eliminate local usage of a
subfield the user must choose the 'E' option.

-_ the user enters 'L' to :ndicate local usage. ILS will enter a '' in
the LOCAL column of this subfield, display the revised subfield, and prompt
7 NT E 71. C A ND > The user may zhoose another option or press RETUR. to move
to the next suor4eld.

4.3.2.2.5 TA mndex on this Subfield

The ':' option of TAG CREATE/EDIT allows the user to change the :NXEX setting
of the subfield from BLANK (not indexed) to Y (this subfield indexed). It will
not work in the other direction. To eliminate indexing of a subfield the user
must choose the 'E' option.

If the user enters 'I' to permit indexing, ILS will enter a ''V in the :NDEX
column of this subfield, display the revised sublield, and prompt ENTER
COMMAND >. The user may choose another option or press RETURN t) move to the

next subfield.

4.3.2.2.6 TA Delete This Subfield

The '0' option of TAG CREATE/EDIT allows the user to delete a subfield from

the ILS list. :LS will display the tag header and the first subiel". The
user may press RETURN to move to the next subfield or 'A' to sk:p to another

subfield. If the user enters 'D' in response to ENTER COMMAND>:

:15 w-!l! prompt: User should enter:

DELETE SUBFIELD CODE [a,c,clj FOR
TAG (this tag 41? Y OR N > 'N' - allows the user to cancel

the deletion.
or

'Y' subfield is deleted, :IS displays

J!2F::D CCZr :a,c.cl] HAS BEEN
D7LETED r *F TAG (this tag 4]

- .e :: only one subfield code associated with the ta7 ben- e an !

s at,:o_-n -s to delete
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'-'2 LS will crompt: Uc1,er s o !/ e ~ :

TH:S :s CLY SUBFIELD FCR TAG
r[ths tog M.2T -- T. TAG? NO/ tTUAM - nl "

or

Y- deletes the en: re a

TAG [this tag 4] HAS BEEN DELETED

4.3.2.2." TA :nput New Subfield

The IN' option o_ TAG CREATE/EDIT allows tie user to ssert a now subfed
under any tag. The user should enter 'N n resronse to DC',Nr

ILS will prompt: User should enter:

SUBFIELD CODE: Lowercase letter whlich may have a subszr-pt added.
,a, a!, a2, d)

NAME: Nae of the naw subLfeld I free text up to
characters.

TYPES: Any combination of the doi'ts -6. These ccr:espcnd
to the following itom o ypes

1 Serials . A,-:J 1 s'.,a1 5 5 1 c
2. Boo-:s aC 1oe 7ts

I:LS will prompt: User shuld £ner

-{:'EN:ED? O/ 'Y' for y or PETL' ,

ALID.':T:OCN .... .uori .
te-:t ".p 12 8 !,*:,c ,

::LS w:. disnlay the new sfIF:o 'O p r c 7e user ray
edit the new sub_;ield, nress RETU o e- . t t r
to sJ'-:p to another subfield, or enter ' o ;i'. er *a7

-3 -. .8 TA Select Anobh r S,- "

The 'A' optoon cf T,.G CF7 E/ E:17 al- the edit
coie, to ,-.eve to ar-.other si.. :-e.:. a:.c , L; .i : r a the fors:

?" LS : c ro0 .t: User sY-.ov... e.,'<

iiS"
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LUB?::::1 CODE: Subfield code in Icercase ltters . cf

*t;*,en dasplay the subfield reque2sted and al-, -s2 d,

0:105Lectra as es pecially useful 'when eztn ti toTh

TA rtA-al Taue

:IS aU-'ows users to create tags usang tag Thnb.mers' AAA -- These
tags can contain any informataon .zhach the -:rr use o store in

t:he a:em record. Tags may contain cataloging anforaataon for audao-;asual
hnrnreand anatomiacal models or de~ae rec:ordo sor rro-,enance o cr rare

ZOtani art ob)ects.7These tags may b)e created- ,7 an he zanaase
usiant the TAG ADD/EDT-T f-unction of' theBaaorpclbse.
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Te :A5IS. T- rcDt-.n alrws aut-cr.; u c djse rs todsmyO

p r irt sncr1 . zo 1 m...sinth :.. Tag o t.-nr

2.T bre
2. -TSep be Step
3. CTSpecial Features

ror more aetasL7e,4 H=P, press t:he number ofE the des iredoton

~4.4.1 CT overview

The O .TPUT. TAOS (T) function al-lows author-zed users to display or
rrnt cut -- r .. . cm -olrashoc tags in the Item Tag Dctonary

entre c yor smay be displayed For Each

- 1, se I ;tO' e rd '! p t

-g specif-ied, a cnart or zniooration about that tlag is displayed, in-
cluding such nrrsto as the ta- name2. wuiether at is locally used,

it is indexed, # or repeats per record, the MITS node, what all its
valid subf ields are. and fiDr which types of materials each subfi-eld ir

agprogrlarea. For more :nisrmat,-on aot the item Tag Dictionary, see
the HELP text for Item Tag Dictionary in the DICTICHARIES CDC) function.

4.4.2 0T Step By Step

pon entering CT, :LS displaps:
-RTNT TO OSSIOS 0 User enters <Return> for 0, indicating that ou-tnut

will be listed at the terminal which the user is
presently using. Any other output device may be
indicated by entering its device number.

n the tem Tag Dictionary taos are arranged as follows: numeric tags or
hcreas:n numeroc orser, sollowed by alpha tags in increasing alpha order.
'- o prompts th e use r-to sec.-ciny which tags to list.

LOST :rP7", 00O5 ' User enters <Peturn> to be-gin listing tags startong
with tao, 000 (i.e. thie fEirst tagt)., To begiln
costgng with some other tag, user enters the
three character tag code.

LIST sHRU: WZ/ UnIser enters <Return> to indicate that taps should be
tosted through tag ZO Cie., the last tag ) .
To indocate that losting should sto at a specoued
ta. user nters the three character code ce the tap

dt w"ic e o y , !tstong should stop.
-0f nor F,! s the user whoc> category o tags she/he wishes to list.

---- --- ----- : UNLY. OR NON-erS TAtS ONLY> OR ALL TAGS? (staOP N. A

-- t C taoO . N' the lo,7st sng) n o n-tO tas
s ii t- . th snore othelr ta-,,Ise T he

i".. . .- - - ed.. throut et tOG (Oe.%COOeIlst a2.

aa

To ndcat :at isingshuldstp a aspeNlea



OCLC TAG: 100 NAME: ESTABLISHED HEANDMG ?RSCNAL NAME
MI:S NODE:"" INDEXED: YES 4 REEAT3: LOCALLY USED: YES

MTERIAL TYPE
SUB (1 Z( ) (3) (4) (5) 6

FLD NAME SER BS A/V MAP MUS MAN INDEX LOCAL
3 M E y y y y 'Y Y Y Y
b NUMBER OR NUMERATION Y 'Z "4 Y Y Y
c TITLES AND OTHER W2ORDS ASSOCIA Y Y Y j y y ?
d DATES(S) y y Y y Y " " Y
e REZATOR y Y y Y Y Y y

(etc. for rest of subfields)

4.4.3 OT Special Features

As of 3/81, there are no known Special Features of OUTPUT TAGS.



4.5 FN D WORDS :N TAGS

The FIND W :DS "N TAS (FW) lunction allcws -:3ers to searzh the ---
Tag Dictionary =or t.e occurrence o: snecat--se Wordi an the nes at ohe
blocra~h ctags or ahe r suhaeI s.

AVA: ABLE :NFCR.AT:DN

1 . F)-J Overview

2. FW Step by Step
3. FW Special Features

.or more detailed HELP, press the number o- the desired oroan.

S.5. 1 FW Overview

=The FW -unction (F.nd Words in Tags) allows authorize . sers to search
the item Tag Dictionary ±or tags containing a specified word(s) in the _a

o name or in subfield names. Thus, ,t -s useful for pulling together a last
of all tags conaining a cormon word(s) , e.g. , all tags whase tau or subfield
names contain the word 'date' For more information about tne Item Ta;
Dictionary, see HELP text for the function DICTIONARIES.

4.5.2 FW Step By Step

Upon entering FW, ILS first prompts for the word which the user wishes to
search for. 1LS then allows the user to refine the search by entering addalton-
al search terms and utalizing the Boolean operators OR, AND, and AND NCT. Any
number or Boolean operators may be used in a search. Lastly, I 'S ailc-s -he
user to anclude or exclude specific tags in the output display, regardless of
the relataonship of the tag to the actual search terms enzered. 1LS dasplays:

SEARCH FOR WORD: In response to each
OR WO=D: prompt, user enters a

AND FOR "'ORD: word. If a particular
OR WORD: Boolean cperatcr is not

AND NOT WORD: to be used in a partacular
OP. WORD: search. the user enters

SPECIFICALLY INCLUDE TAG: <Return> to progress to
FOR TAG x SPECIFICALLY INCLUDE SUBFIELD: the next category until

SPECIFICALLY EXCLUDE TAG: search specifacation as
complete.

Using the specified search terms an the manner specified by the Boolean
* operators, ILS searches the Item Tag Dictionary to locate maches. ILS looks
" for any literal match, even if it as embedded an a larger term. Thus, a: the

user searches for 'TI'. ILS will display all tap and cub-feld naMes wntch.
contain the word 'TI-L' or 'INSTITUTION' :and maybe others) Wr-.ale 110 is
searching_ , .L.. aasplais:

Wen. a atch ,s fcunc), .e tag :umber and tag nar- are .

42 -
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match is a subfield name, that subfield code and subfield name are also
displayed. After the search in complete, the user is prompted d-or a

' - new search term.

4.5.3 FW Special Features

As od 3/81, there are no known Special Features ofE the F4j -unction.

4

I
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4.6 Pr .R T. GROUPS

Some items of bibliographic information may appear in several dil'erent
OCLC tags. e.g., call numbers in tags 090,099 and 150. The PRIORITY GROUPS

J, function allows a l:brary to group these similar tags such that only one
of them is e:-:racted from the OCLC tape and carried into the workspace for
further processing.

AVAILABLE INFORMATION
1 . PG Overview

2. PG Step by Step
3. PG Special Features

For more detailed HELP, press the number of the des).red option.

4 .6. 1 PG Overview

Some items of bibliographic information may appear in several different
OCLC tags. E.g. . call numbers may be in tags 090,099 and 150. Such a
set of tags may be included in a single Priority Group so that only one of
the tags &n the PG is actually extracted from the OCLC tape. ILS
extracts the bibl2.ocraph-c information for an item from the OCLC tape
by searchino for the data in a specified tag order ('prioritized') or
by extracting data from the first found tag ('don't care'). The PRIORITY
GROUPS function allows authorized users to define these Pr.lority Groups.
This defintion consists of naming the tags which belong to the PG in
question and defining their priority for selection (if any).

Priority Groups influence the movement of bibliographic data from OCLC
tape :nto a workspace. Thus, it is during the creation of Selection Strat-
egies that use of particular Priority Groups is specified.

4.6-2 PG Step by Step

Upon entering PG, ILS displays:

GROUP: By entering the appropriate response, user may choose to

1. Fdit or delete existing Priority Group (User enters
GROUP#)

2. List all existing Priority Groups (User enters 'LIST')

3. Create a new Priority Group (User enters 'NEW' )

For more detailed HELP, enter the number of the desired opt-on.

~>Y. I F5 Group#

's of 2/8 , th~.s function does not work . Entern a Tc P t cses
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:LZ to display '????' and prompt for another GROUP#.

4.6.2.2 -S - . st

.non ent-2r ng ' :n response to the oron .'7'JP ', - -

all exist:.ng ?rior ty rups. nclud ng the nunber ana name e ?'
a- wel. as te tags intluded.

4.6.2.3 PG - New

Upon entering 'NW4' to the prompt 'GROUP:', ILS assigns the next
sequential number to the new PG and displays:

GROUP: 'assigned number'
DESCRIPTIONi: User enters a descriptive name of 40 characters or less.
PRIORITIZE OR DON'T CARE: P/ User enters <Return> .f tags in the

PG are selected in a pr-r----ed
order as indicated by the order in
which tags are named below. User
enters 'D' for DON'T CARE f it -nakes
no difference which tna is actually
extracted. in that case, the tag
with the lowest tag number which
contains data is extracted.

TAGS: User enters the 3-digits tags constituting th.s ?G, separated
by commas.

4.6. 3 PG Special Features

As of 3/81, there are no known Special Features of PG.
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4.7 SELEC7TIN SRATEES 
4

The SELEZTIOM ST2ATEGIES (SS) function allows authorized users to create,
edit, !:st. and delete Selection Strategies. Selection Strategies are used
to establish criteria for extraction or records irom a tape into an 1LS
works~ace.

AVAILABLE INFORM1ATION

1. ST - Overview

2. ST - Step by Step
3. S7 - Special Features

For more HELP, press the number of the desired option.

4.7.1 ST Overview

Selection Strategies are utilized during the initial processing of

OCLC tapes, source authority tapes, or any other MARC tape. The library
establishes one or more Selection Strategies (SS) to define criteria for
selecting which records, and which fields and subfields from those records,
are stripped off the tape and read into a workspace for further processing.
W While in the workspace, records may be displayed and/or edited. Records may

'." then be moved from the workspace into the Master Bibliographic File (MBF),
according to the tag definitions in the Item Tag Dictionary. Such an
approach allows a library to: 1) optionally create subsets of records
rather than dealing with the total number of records on a particular tape at
one time, e.g., in order to process records for monographs separately from
records for other types of materials; and 2) to read into a temporary workspace
more information about a record than will be incorporated into the permanent
':BF, e.g., -n order to look at the full MARC record in the workspace before
loading a possibly abbreviated record into the MBF.

The SELECTION STRATEGIES (ST) function allows authorized users to create,
* edit, list, and delete Selection Strategies (SS). An SS (1) describes the

bibliographic attributes and indicator criteria of records to be input to
the workspace from a bibliographic or source authority tape and (2) describes
the elements (i.e., fields and subfields) to be input from qualifying reccrds.
Bibliographic attributes include information in the fixed fields, such as
status codes, type of record code, bibliographic level code, record complete-
ness code, and descriptive cataloging code. For more detailed information
than can be presented in HELP, see Susan G. King's A Guide to Using the
Bibliographic Features of the Integrated Library System (ILS), MITRE Corpora-
tion, March 1980.

4.7.2 ST Step by Step

Upon entering SELECTION STPATEGIES, ILS displays:

fT the user wishcs to wor'i Z e

-or source a thority recc rdf oil taTe ucer e nte Z
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<Return> for YES. :f the user wish'.es ;o o:-..
Selection Strategies for -10 fo7 h 7.1 2n
tape, user enters 'N' Eor (C. :e rore:es uh=:n
follow are similar for both zyes or rezo:ds

although allowable responses qoar: uiar oues-ions
may vary.

SELECTION STRATEGY#: User enters one of the following to indicate
which activity s/he wishes to perrorm.

1. SS# (User enters '#'). User may edit or delete the

specified SS.
2. SS#/DISPLAY (User enters '#/DISPLAY'). ILS displays all

the bibliographic attributes and tags defined

for this SS.
3. LIST (User enters 'LIST'). ILS displays the names and numbers

of all defined SSs pertaining to the type of record
specified above, along with the bibliographic a:trrbutes
of each.

4. NEW (User enters 'kEW'). The user may create a new SS.

For more detailed HELP, press the number of the desired option.

- . 4.7.2.1 ST - SS*

Upon entering the number of an existing SS, I.S begins to list
information about that SS and allows the user to change -t if desired.
The following information is displayed:

1. INDICATOR CRITERIA?
2 N.:E: (includes DELETE capability)
3. STATUS CODE:
4. TYPE OF RECORD CODE:
5. BIBLIOGRAPHIC LEVEL CODE:

6. RECORD COMPLETENESS CODE:
7. DESCRIPTIVE CATALOGING CODE:
3. TAG SELECTION:

FOR TYPE:

For more detailed HELP, press the number of the desired opt-on.

4.7.2.1.1 ST-4-Indicators

Indicator criteria may be defined which :L7 uses t3 select pa:ti..ular

records. As of 3/8. this functicn operates rather obszurely rn E TN
STRATEGIES, so the following innformat-on may not be so.pee. :L, dslays:

INDICATOR CRITERIA? NO/ User enters <7'et-rn> f , -7 indicater
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criteria are not defined. User enters 'Y'
or YS if s/he w-shes to define indicator

criteria. ILS then verifies the name a:.d
number of the specified SS and lists the
types of materials included in that SS, e.g.,

:E:FINED TYPE FOR SZt '3' 'NAE3' S 1,2, This means that SS3, named
'NAME3' selects biblio-
graphic records of TYPE 1
(serials) and TYPE 2 (mono-
graphs).

ILS then requires the user to specify for which TYPE and which TAG s/he
sdef ining indicator criteria.

FOR TYPE: User enters a valid TYPE. For bibliographic records, TYPE
may assume the following values:

(i)SER (2)BKS (3)A/V (4)MAP
(5)MUS (6)MAN. For authority
records, TYPE may assume the
following values: (7)authority

name/title heading (8)authority
uniform title heading (9)authority
name heading (10)authority subject
heading.

FOR TAG: User enters a valid TAG.
ONLY INCLUDE THESE TAGS IF...
1ST INDICATOR IS: User enters indicator value on which to select.
AND 2ND INDICATOR IS: User enters indicator value on which to select.

ILS then allows the user to define indicator criteria for another TYPE and
TAG. When the user enters a <Return> in response to the FOR TYPE: prompt
to indicate the s/he is finished establishing indicator criteria, ILS
stores the indicator criteria in the appropriate SS and responds with:

DONE I I

As of 3/81, it does not appear possible to display previously input
indicator criteria. Indicator information is not displayed in the
SS#/D1SPLAY function, nor does existing indicator information appear
as default values in the SS# function. Also, when using the NEW function
to create a new SS, indicator criteria are not prompted for. it appears
that the only way to define indicator criteria is to first create a
SS using NEW and then to edit it using SS#. More work needs to be done
to make this function clearer and more accessible.

..7.2.1.2 ST-#-Name

NAME is a 80 character or less descriptive name associated with a
*_ 55. ILS displays:

NAML 'mresent name'/ User enters <eturn> to retain 'present rare- '

or enters 'ne name

iThe user may also delete the entre SS at this point if desire.
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After ILS has displayed'present name', user enters '*L' . L then

".-,deletes the SS and informs the user or thai act•

4.7.2.1.3 ST - #-Status codes

The record status :ode is a one-cnaractae alphabetic coe
def4ne d 1. a il <ad foeld of an OCLC ,or IARC record. l-s possoble
values are

a - previotksly partial record (bibliographic records only)
n - new record (bib and authority records)
c - corrected or revised record fbob and authority records)
d - deleted record (bib and authority records)
p - ,reviousl CIP record (bbliographic records only)

IS displays:

STATUS CODE: 'present status code(s)'/ User enters <Return> to
retain 'present status code(s)' or enters a new string of status
codes. Codes are enters as an uninterrupted string without punc-
tuation, e.g.. ancp. If records with any of the possible status

codes are to be included, the user can enter 'AL' .

4.7.2.1.4 ST-#-Types

The record type code os a one-character alphabetic code defined in a
fixed field of an OCLC or MARC record. :ts possible values are:

a - language materials, printed (bob records only)
b - language materials, manuscript (bib records only)
c - music scores, printed (bib records only)
d - music , manuscript (bIb records only)
e - mans and atlases, printed (bib records only)

- maps, manuscript (bib records only)
g - mDtlon poccursS and film bob recorus only)
h - microform publications (bib records on>;)
i - sound recordings, langugae or spoken (bib records only)

- sound recordings, music 'bib rec;ords only)
- pictures, designs, etc. (bob records only,

1 - computer media (bib records only)
n - special instructional materials (bib records only)
o - (kits (bib records only)
z - authority data (authorioy records only)
:LS displays:

TYPE OF RECORD CODES: 'present string of codes'/ User enters <Return>
to retain 'oresent

strong of codes' or
enter 'neustro-n7

c c' : s' . Mew c
" a~ne e:.t~red as an
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any o! the al 12
codes, c/he can e7.t- r

". 'ALL ' .

The bibliographic level code is a one-character alphabetic code defined
in a f xed 4ield of an CCLZ or 1A .C record. Its possible values are:

a analytic (bib records only)
c colleotions (bib records only)
m - mnoC:ra .%s s n1 e -onograp o) gbib records only)

als seroals bib records only)
t - author-ty nane/tole eadong (authority records only)
u - authzri:. 'pncrm title authority records only)
x u a-horoty nnme heading authority records only)
V - authoroty suozect heading authority records only)

:IS displays:

BIBLIOGRAPHIC LEVEL CODES: 'present string of codes'/ User enters
<Return> to retain 'present string of codes' or enter
new string of codes'. Codes are entered in a continuous

string without punctuation, e.g., acms. If records with
any allowable bibliographic level are to be selected,
the user can enter 'ALL'.

1.7.2. 1 .6 ST-#-Rec completeness

The record completeness code is a one-character alphabetic or numeric
code (including the 'blank') defined on an OCLC bibliographic record.
It is applicable ONLY to bibliographic records; it is not applicable to
authority records. Its possible values are:

- full level: derived from physical inspection, all appl. codes input
1 - full level: derived from LC cataloging record, all possible codes ingut
5 - partial level: full descriptive cat. by LC. no subject cat. or ciass.
8 - CIP: record created from cataloging publication data
E - OCLC identified an error in MARC record

- OZLC participant onput all applicable codes should have been supplied
- rPlC deleted record. OCLC retains it (probable error in LC card 4)

* .- CLC nrtocaut inut subleu.e: not all applc. codes have been suprioed
, - ., d . . ... - ..... -L source

n C r ~ CL r artca
- tt':et' r; 5' : a - :r o ,: r tecr : r OC - rtocopnnt
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-LS displays:

RrCORD ,-CMPETEES CODES: 'present string of sodes'/ '2zer en-er
<Retrn> to retain 'present string o- codes' or enters a
'new string of codes'. Mlew codes are entered _n a r n- 5
string of characters L thout p.:nccu.aia: , e. ., ' ' I
records with any allowable v'al..e for record z--lenss are

to be included an the selection process, iieray erer

4.7.2. .7 ST-#-Desc cat

The descriptive cataloging code is a one-character alphaoetic o .e (amn-
cludin q a blank) defined in a fixed field of an CCLC or M%' record. ts

L possible values are:

- record is in non-ISBD form (bib and auth o_ 7 records)
i - record is in full :SBD form (bib and authorary records)
p - record is in partial ISBD form (bab and authority records)
r - record is in provisional ISBD form (bib and authoraty records)

ILS displays:

DESCRIPTIVE CATALOGING CODES: 'present string of codes'/ User enters
<Return> to retain 'present string of codes' or enters a
'new string of codes'. Hew codes are entered as a contanuous

string of characters without punctuation, e.g., ' int'. :z
records with any allowable descriptive cataloging code are to
be included, user can enter 'ALL'.

4.7.2.1.8 ST-S-Tag selection

o that the bibliographic attributes for seletaon .ave :een
edited, :LS permits the user to edit the Tag Selectacn defanatart..

Unfortunately, this function does not appear to operate cc e . Te
presently defined tags cannot be displayed and edaod.
user as prompted as if entering new tag defanations . 2,'

4.7.2.2 ST - #/DISPLAY

Upon entering '#/DISPLAY', ILS displays the deta-Led c:ntants of
the specified Selection Strategy. The number and name of tie SS are
first displayed; then the bibliographic attributes oz se-ecte records
are listed; lastly, for each type of material (e.g., seria1 n
./V) included in the SS, each defined tag is liste4. ....

the number of repeats allowed, and the subiaeld coies 1

ILS displays:

* SELECT:O: STRATEGY 'nuer ' me
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I Z z 0 ; - -C r v ZC Q ' C,

m be r ot repe a ts'
1 "., "'Z C027n' :'str-ng o1u bied I ces'

E. .Ti : ' n .;e e r c lepeats'
I 'stins c e codes'

--Ar rELK T t -R 'ypezr ' type name

ta oe 'i" & name I

-, -.. AT- .er or repeats'
L --CODES : 'string oz subfleld codes'

'tac codea' 7- name2

.- -EE TS 7 'n um ei of repeats'

SUBFIELD CODES: 'string of subzie"d codes'

ETC. -or rest ol tags deiined zor 'type name,'
zor rest 'types'.

Tags are listed in 'tag code order, all numberic codes irst s n increasing
numeric order, iilowed 1:y &ll alpha codes 'n ncreasing alpha order.

'type name . o' and 'type nameeS' zier to T'*P E. For baliographc records
TYPE can assunme the zdollouaing values: WSE (2) B KS ( 3) A /V 4 ) MAP N'JSU
(6)1AN. o authority records TYPE can assume the ollouang 'alues:
(")authorisy nae/ttle heading (8) authority uniform title heading
(9)autho:raty namce headang (10)authcrity subhDect heading.

4.7.Z.3 S- - LIST

Uponr oen-rig 'LIST', : S d-,splays a condensed list c! all existing
~electnon S eith-r bie-lcraphc or authoratby, os pc reco
Taeviouslys -he display includes the nuirner and name o each 55 and its
b6blioara.hoc attra'utes ord record selection; it does not anclude
(in)ormat-sn abcut secc:uc s or iatereal types.

For enteran a Zecords ZSsa : on displays:
1'na ne'

5~2:'-odes' 7,YPES: 'codes' BIB LEV: 'codes' Zl~l:'codes'

.,~~~~2 nrvosy .r eh Z ~ pa nldstenme n aeo ahS n t

STATUS: 'codes' TYPES: 'codes' BIB LEV: 'codes' C=.PL: 'codes'
,.:ESC C'.-. a o e s

"JEST J * ' codes '

7: or o SSs.

q ".: :sT.a: outh coty cord SSs -s din c al that fcr
-----------------------------.. :,. ey-: -: ;:he a'sence ci t, CC: sces

-- - ,



4 Z. 4 ST -NE

;ron nte ring 'N .' Z!S estasi shes a new Se ec -on :r a z ,7V

assigns 1- rhe npproriate sequen nu.a nmber, ana,
ior 1.5 derzning inrormarion. :LS displays:

SELECTION STRATEGY: 'assigned number'
ZCPY ZXISTING SS#: li the user enters <Return> for NO, ::S

proceeds to prompt for informacon. if the
user enters the number of an exas ncn SS,
11S provides the iniormaion fro :.e OXSting
SS as a default for each prompt. The user then
enters <Return> to retain that -ale or enters
a new value.

N.AME: User enters a name for the SS (maximum or 80 characters).

The user is then prompted for bibliographic attributes of reorccd
to be selected. These include:

1. Status codes
2. Type of record codes
3. Bibliographic level codes
4. Record completeness codes
5. Detscriptive cataloging codes

Alter de4ening the bibliographic attributes for selection, the user is
prompted for uhich types of material records are to be sele -

uhach nags and subfields are to be included.

6. Type and tag selection

.or more denaaled HELP, select the number of the desire,

4,7.2. . I ST-MEW-Status codes

The record status code as a one-character alphabetic code
definel in a fixed ±ield of an OCLC or MARC record. ::s possab.e
values are:

a - previously partial record (bibl.ographic ren:rds oni')
n - new record (bin and authority recr: s)
c c :orrected or revised record (bib and author: ,; records)
d - teleted record (bab and a h " .crI:, .r r. )
p - pre,,ously CI? record rbablaora):h:c :3.:c: i on'

7 a o Er 'I s , r a n 12 r s c s z

entered as an 7 nterr.2:e:.. -.... -...... ...................

p" - 5 _



LL

7 2

he reccrd type code os a one- c a a cter alhabetoc code de n a
Sx: d field n 2 cr .r, record. Its -osible values are:

a anaage materials, p rrntebrb records only)
b - languace marerials, manuscript bib records only)
c - music scores. printed (bib records only)
d - mus-c, manuscrpt bib records only)
e - maps and atlases, printed (bLb records only)

- ns, manuscript C bb records only
moti on pictures and film bib records only

- ricrocorm pu'-catoons b1b records orly
o - sourd recordr:_s , ianouzae or spoten brb records only

sound recorcons. music (bib records only)
pictures. eson, ec. bib records only

! - computer media (bib records only)
n - special instrucrtonal materials (bib resords only)
o - ' ,bib records only)

authority data (authority records only)
" .LS displays:

TYPE OF RECORD CODES: User enters codes to be included
in record selection. New codes
are entered as an uninterrupted
string with no punctuation, e.g.,
abcdeighijklno. :± the user wants
to include records with any o: the
'llowable codes, s/he can enter 'ALL'.

1.7.2.4.3 l-EW-s b level

- The biblorachoc level code is a one-character alphabetic code deiined
"An a :<xed fiald od an OCLC or MARC record. its Dossible values are:

a - analytic (bib records only)
c - col'ections (bib records only)
M - Moncgraphs (son7le monographs) (bib records only)
s "- seroals (bib records only)
t - authority name/totle heading authority records only)

authority uniorm title (authority records only)
- autnor t- na-c :eacdina aut hori ; records only

a r ty su -ec e eading (aut!oro:v records olS )

L

9.

9 .



". BZLIOGRAPHIC LEVEL CODES: User enters codes of recors 'o :e"" inclu d. a Coles are en':_~ r

• e g., ac-'s. Z recozds - Irn anz
['.' ~~~allowable blior~l i~!aet

b selected te .ser can ee

.. 2.4.4 ZT-4EW-Rec Completeness

The record completeness code is a one-character alphabetic or numeric
code defined -n an OCLC bibliographic record. it is applicable ONLY tol!oraphc records; it is not applicable to authorit7 records. -

ssible values are;

'evel: derived from physical inspection, all appl. ccdes -nru
I - full level derived from LC cataloging record, all possibe coces jnout
3- partial level: full descriptive cat. by LC, no subject car. or class.
8 - I?: record created from cataloging publication data
E- OCLIC :denccfied an error in MAP.C record
7 CCLC participant input: all applicable codes should have been supplied
d - M A? deleted record, OCLC retains it (probable error :n 10 card )
K - OCLC participant input sublevel: not all applic. codes have been s'.pplied
L - non-MARC: derived from non-OCLC, non-7C source
0 - order: record created from order Information by OCIC participant
W - CCLC system indentified a possible error in MARC record

1LS displays:

RECORD COMPLETENESS COOES: User enters codes of records to be
selected. New codes are en-ered in
in a continuous string or characters
without punctuation, e.g., 3'
records with any allwable value or

• ecord completeness are to be included,
user may iter 'ALL'

4.7.2.4.5 ST-NEW-Desc cat

The descriptive cataloging code is a one-character alnhabe:ic code (in-
cluding a blank) defined in a fixed field oi an OCLC or MARC record. its
possible values are:

- record is in non-ISBD form (bib and authority records)
i - record is in full ISBD form (bib and au:ho:ty r-cords)
p - record is in partial ISBD form (bib and authority records)

r - record is in provisional ISBD form (bib and authorit7 records)

ILS displays:
DES,.IPT:7 3 CATALOGING Cc-: : User ene rs c .. or records to

re ses ected• 'a-
s coi~ltJ ._ 0 Orl~l .c. - _ aer

'i i '.:t 7 >17 :.;-, ? [r

[ if~~~~~~~~~ cc - =t :. i , b i5~



r ..

tiZAOy cataloging code are to be lncllded,
user reaV enter '

"" 7 2 4 ST-NZ -Tag selection

Now that the bib~lograchic attributes lor seiect:on have been
entered, ILS permits the user to enter the Tag SelEction def-initions.

S"including the type(s) of materials to be selected, the specifEc -. elds
and subfields to be included, and the priority groups, ,E any, to .e used.

,*- The tag definitions, together uth the bibliographic attributes, co.sto-
t-ute the newly defined Search Strategy.

:LS displays:
TAG SELECTION:

FOR TYPE: User enters code for appropriate type. (1)SER
(2)BKS ()A/V ( )MAP (5)MUS (6) MAN (7)AUTHORITY
hA.(_/TITE HEADING (8)AUTHORITY UNIFORM TITLE HEAD .S

(9)AUTHORITY NAME HEADING (1O)AUTHORITY UBJECT HEADING
PRIORITY GROUFS FOR THIS TYPE: User enters <Return> for NONE or the

appropriate Priority Group Number(s).
TAG: User enters a valid 3-character tag code. If the user wishes

to include tags as defined in tae Item Tag or Authority Tag
lictronary, s/he enters 'ALL'. LS copies the tags, I repeats,

and subfield codes from the appropriate Dictionary into the CS.
# REPEATS: User enters the maximal number of repeats of this tag

to be transferr.,. from the tape into the workspace.
SUBFIELD CODE (S): User enters codes of subfields to be selected,

entered in a continuous string of characters
wi athout punctuation.

TAG: User enters code of next tag.

SUBFIELD OSE(S):

ETC. for rest of tags selected for this type.

FOR TYPE! User enters code for next type of matezial.
PRIORITY GROUPS FOR THIS TYPE:
TAG:
# REPEATS:

IOTC. cr rest of tags selected fir this type.

r et c ese ect
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I.

4.7.3 ST Soecial Features

must be zarefu. to d 1szangash betueen 'Tng' OF Rs1D C Z
and 'T'PE 0OF "AT R.AL CODE. Both are referred to as 'T.E'
casoiv anI creazon. 'TYPE OF 2ECORD CODE' as one of the Lffla:orazhac
aaz iutes an a SS and as a one-letter alphabetac code iron the fa: ed
.aas or a MARC reocrd. 'TYPE OF RECORD CODS' may have values o
a' through 'o' for bibliographic records and a value of ' or au::oraty

records. 'TYPE DF MATERIAL CODE' assumes the values of ' I ' through '
for bibliographic records and '7' through ' 10' for authority records.
'Users nust define the 'TYPE OF MATERIAL CODE' before speclfyang uahch
-:as are to ba Included an the SS for materaals of that tYe.
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4.8 :NDICATCS ADD/EIlT

-- The INDICATCR IDa/DIT (IA) function allows authorized users to
add new inlcators to and edi existing indicators of hiblocraph-c
.:ags in the toEm Tag Diczonary.

AVAILABLE :-FORMATION

1. IA - Overview
2. IA - Step by Step
3. IA - Special Features

:oz moe detailed HELP, press the number of the appropriate option.

:A Cver'.'ew

:ndicator inEozmation is carried in the Item Tag Dictionary along
with ,:s aFnrcpriate bibliographic tag. A bhbliographic tag may
hae a mnmum or none and a maximum of 2 defined indicators; each existing
in _cator may assume a value of 0-9 or may be blank. The IN.DICATOR ADO/EDIT
.-nd LIST IX:1{CATORS) function allows access to the indicator data in the
-tem Tag Dcticnary. This data defines each indicator, its position and
possible values, the types of materials for which it is applicable, and
its meaning. Indicator information may be viewed via the LIST INDICATORS (LI)
-unction. The IA function allows authorized users to add new indizators to
and edit exiszing indicators of bibiiographic tags in the Item Tag Dictionary.

""q.3.2 IA Step by Step

Upon entering IA, 1LS displays:
ENTER TAG: User must enter a valid 3-character tag code. ILS then

locates that tag in the Item Tag Dictionary and displays
information about the first value of the first
indicator -or that tag, e.g., for OCLC tag 100:

TAG: 100
INDICATOR POSITION: 1ST
INDICATOR VALUE: 0
TYPES: 123456
INDICATOR MEANING: FORENAME

ENTER EDIT OPTION OP. CARRIAGE RETURN IF DATA IS OK>

4If the user enters <Return>, a sim1lar display of information about the next
defined value cf the indicatcr is shown. To edit any of the above ,nformacion
a :out the inulcator. one cf the folloing eaoting commands is entered.

The o o:%ons tor editing indicators are:

Edzt lndi-atcr c n(User enters 'P'
"- 2. l l -:tl a c .a"' - -Use- nter '',

- r. ... e t..'. : cr 0 or r !nte..-

3 - -
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5. Edit indicators for a different ta. user enters '-I
6 . Delete indicator. C(User e razs ''D

7. Create a new indicator entry for this tag. 'se= enar5 i-

3. 7-dit another indicator ror this tag., ~ enters '"')

For more detailed HELP on these options, press t he numher of tne desired

4.8.2.:A - Edit position

Upon entering 'P', MLS changes the current indicator position to
the other possible value, i.e., if it were 1, it is changed to 2,
and vice versa. _- there already exists an indicator tith the same
value and types specification z.s that which would result iron the position
change. :'_S iorms the user of that =;act, displays the complete informat:ion
or that existing indicator and asks the user if s/he wishes t o proceed. e.g.,

ZND INDICATOR WITH A VALUE OF '3' FOR TAG abc EXISTS A.?.ZADY.

DISPLAY OF 2ND INDICATOR INFORMiATION FOR TAG abc
WITH AN INDICATOR VALUE OF 3

:LS displays:

APE YOU SURE THAT YOU WANT TO REPLACE: (Since the *;al-_e and types
'meaning of indicator2' associao:ed ndicatorl

ar.e the cane as 7oior e asso-
t **WIT H * * * ciated with Lndicaoor2 in

thnis Case, - .
'meaning of indicatori' positon -rnaoisn really
ENEP. Y OP. N ezults i-n ::iangin7 c:nlv

the mear.. ascc-atd

r.iaor

User enters 'Y' for YES to execute the change or 'N' for NO to delete the
present transaction.

4.8.2.2 IA - Edit value

Upon entering 'V', 115 displays:

5XDICATOR VALUE 'current vaue'/ User enters <eturn> to retain
'current Ja~'or enters a
' new vale '.

:LS chan'es the value of the Indatcator to 'new an
updated chart of inidrmation about the in. da . aa e
-x .s asdn. valte indictor val'u-o, tSin o (r s the e
d Usplaon the complete infornation for thiat ent n-o

th ohe osibevaue ie, f twee , t-5chnedto-

and. ..c -esi th. ~ed e.ss niao ihtesm



asks the user if s/he wishes to proceed, e.g.,

ZND :ND:CATOR W:TH A VALUE OF '3' FOR TAG abc EXISTS ALREADY.

DISPLAY OF 2ND INDICATOR INFORMATION FOR TAG abc
WITH :NDICATOR VALUE OF '3'.

ILS displayF:

ARE YOU SURE THAT YOU WANT TO REPLACE: (Since the position and types
meaning of current value' associated with 'current value'

are the same as for 'new value',
. *****WITH***** changing the value really re-

sults in changing only the
'meaning of new value' meaning associated with
ENTER Y OR N 'current value'.)

User enters 'Y' for YES to execute the change or 'N' for NO to delete the
pre;enz transaction.

4.8.2.3 IA - Edit types

Upon entering 'T' , !LS displays:

TYPE: 'current type'/ User enters <Return> to retain 'current
type' or enters a 'new type' by entering
a string of digits, e.t., '2345'.

:LS changes the value of type to 'new type' and then displays the
updated chart of information about the indicator. If 'new type' already
exists as a valid indicator type, ILS informs the user of that fact,
displays the complete information for that existing indicator type, and
aslhs heuser if s/he wishes to proceed, e.g.,

2ND INDICATOR WITH A VALUE OF '3' FOR TAG abc EXISTS ALREADY.

DISPLAY OF 2ND INDICATOR INFORMATION FOR TAG abc
WITH INDICATOR VALUE OF '3'.

ILS displays:

ARE YOU SURE THAT YOU WANT TO REPLACE: (Since the position and value
meaning of current type' associated with 'current type'

are the same as for 'new type',
*****WITH***** changing the type really re-

sults in changing only the

'meaning of new type' meaning associated with
ENTER Y OR N current type'.)

User enters ''I'' for YES to execute the change or 'N' for No to delete the
present ransacion.

L* - 60-



7. -

8 -." -dit meanin

eAg.

Iser enters a :ree-taxt descr-n7.on o- t- m:eann c-- a n1,aO
v a lue in 2)) characters o~r l.ess.

4... 1A - d~t another ta

~~~~ ~~User enters anotHez -hrz=~ ~
displays dzsa, ::_::nao,... ,:ag and
allow.s -the iser to edi~t or -_e Le:e -nd:zatr n

nnatio tha- tag.

~'.32.6 A -elete

Upon enterinig 'D', ::S deletes the snacaie-d -n tcaor .nzo=.ation
fron the Item Tag Dictj.onar7 andi diz.p2ays a meszzge, =.g.:

N ,TCR 07 '3 x:.N{ THE2 D POS 7 ON FC R 7 ~ Fz 7- L 57 ZI DII

.3.2.7 Ad .in'c ator

'> on entz- r :1 ' i :_'S pr- t:;e er ~cr the n _ n dt~ o m aton.

User- entazz a 'ros-ticr' or2)
VAI- ;: s-ga e r ear s a 'v a.'-

cao_,e to all. t Yre o-i no t. se
enter: o D~a- z:~ L.:'n tys

:L3 now nromjts ior -the meaning on oi -:h bv zin 4 ' na ia :r, e . .

E X 7Z P T ! ZA EI5 N 7 G 2FNXD N 3A0 T : A V.,~ E 07 4 25

User enters a 4free-text deo'm~n ax' rerz o -he

me~ninq -::~e o this zoo:.ie :orus- :Is -. n addZ thIe
ie nd: o:or inro zalan to ne- a-' za andr~.. a-1. zt the-.ir

'- add an-e ntew a-nca-;ao:o:ar 7_
s~ t er nt n:~ o7w av r~ s a

L~.en. T a-*. r::ra C'a Z .7- - - - - - -

VIC.e :t~:at o:t> nzt::.:r-.........
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_.8.2.8 -A - Edt another :ndia tc

Upon entering 'A', ILS displays:

INDICATOR PCS1TCON: 'current posit.on'/ User enters <Return> to
edit the indicator in
'current position' or enters
position of desired indicator.

ENTE.R :NDICATOR VALUE: User enters the value of of the desired
indicator.

ILS then displays indicator information for the specified position and value.
The user can then proceed to edit that indicator if desired.

4.8.3 IA Special Features

In INDICATOR ADD/EDIT, the '- is used as a command to allow the
user to begin editing indicators for another tag. Upon entering a

,LS displays the prompt:

ENTER TAG NUMBER:

If The user enters a <Return> in response to this tag prompt, control
is shifted out of IA and back to whatever function the user was previously
using.

t 6."

9'..
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4.9 LIST INDICATORS

[]The LIST I>NDIZAT7OPS ( f)unction a-llows author-,=ed -_serar display

or print out iniormation ahout indicators associated -.Jih b'orhl
-ags _n the item Tag Dictionazy.

AVAILAL3E :N{FOR1ATION
1. LI - Overview
2. LI - Step by Step
3. LI - Special Features

For more detailed HELP press the number of the appropriate option.

4.9.1 LI Overview

Indicator information is carried in the Item Tag Dictionary along
with its appropriate bibliographic tag. A bibliographic tag may
have a minimum of none and a maximum of 2 indicators; each existin-g
indicator may assume a value of 0-9 or may be blank. The LIST INDICATOR (and
INDICATOR ADD/EDIT) function allows access to the indicator data in the
Item Tag Dictionary. This data defines each indicator, its position and
possible values, the types of materials for which it is applicable, and
its meaning. The LIST INDICATORS (LI) function allows authorized users to
display or print out information from indicators associated with biblio-
graphic tags in the Item Tag Dictionary. All existing indicators or
indicators associated with a specific subset of bibliographic tags may be
displayed.

4.9.2 LI Step by Step

Upon entering LI, ILS displays:
PRINT TO DEVICE: 0/ User enters <Return> for 0, a that output

will be listed at the terminal h the user :s
presently using. Any other output device may be
indicated by entering its device nunber.

In the Item Tag Dictionary, tags are arranged as follows: numerc tats in
:ncreasing numeric order, followed by alpha tags in increasing alpha order.
ILS now prompts the user to specify tags for which indicators :ill be listed.

LIST FROM TAG: 000/ User enters <Return> to begin listing taos start:n j

with tag 000 (i.e, the first tag). To begin
listing with some other tag, user enters the

three character tag code.
LIST THRU TAG: ZZZ/ User enters <Return> to indicate that tags should

listed through tag ZZZ (ie. , the last tag).
To indicate that listing should stop at a soeciee
tag, user enters the three characoer code od the
at which listing should stop.

ALL TAGS OR LOCAL TAGS !DNLY: A/ User enters .let:7 ra > -r , :o t 7U1 ta s
or 'L' tc 1-st

1LS then displays information about the Indicatcrs aac,:az*1 u:e

soecd i, e.g..,

• - s3 -
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L'I

OCLC TAG: 100 NA.E: ESTABLISHED HEADING - PERSCNAL NAME

" 'IND I.4T r-''A TY

?"S:NZ:-ATOR s 3 A/V IS MUS MAN PURPOSE OP. ni: h or LFL.....R
, 0 0 , - Y Y Y FORENAME

S 1 Y y YY SINGLE SURNAME

1 2 7 7 7 Y Y 7 MULTIPLE SURNAME
1 3 7 7 7 Y y Y NAME OF FAMILY

2 'LANK' 7 INDICATOR IS BLAXK
2 0 y y Y MAIN ENTRY IS NOT SUBJECT
2 1 y Y MAIN ENTRY IS SUBJECT

i.
o
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."4.1 pCCZss OCLC TAPE

The P2CCS. OCLC TAPE function (PO) allows authorized 'sers to t...
-a dn o: Mdta :5Em an !1ARC bibliographic tape into :he 'as-er 3n:3roph~ c
-le ('!1-7) or :nto a temporary uorkspace

AVAILABLE INFORMATION

1. PO Overview

2. PO Step by Step
3. PO Special Features

-or more detailed HELP, press the number of the desired option.

4. 10.1 ?O Overview

The PO function controls the reading of data from a M1ARC bibliooraon c
or authority tape (t) into an ILS workspace. Users must sFeci:y
to the P0 -unct:on whether the tape contains bibliographic or a'u:ho_,ty
data, hether the records are to be loaded directly to the 1NBF or :no a
wor.-space, and which Selection Strategy is to be used.

:LS first must clear certain working areas on the disk in preparation -oz
reading new records, then reads the records into the MBF or into
the specified uorkspace, and finally indexes the records so that they can be
accessed through the online catalog (if loaded to the MBF) or through the NE'WL

CATALOGED ITEM function (if loaded to a workspace).

(*) The authority file load is not complete as of July 1981.

(4. 10.2 PO Step by Step

The user must first mount the tape onto the tape drve. Uon enerln
PO, :Ls d-sp.Zays:

3BBLIOGRAPHIC TAPE? YES/ User enters <Return> if the tape contains

bibliographic records or 'N' for NO -r ,t
contains authority records. !IS then displays:

LOAD D:RECT TO MBF? YES/ User enters <Return> to load the records to
the 11BF or 'N' for NO to load them 'zo a
workspace.

TAPE# 'nurber' DATE: 'date on tape'

01? YES/ User enters <Return> to verify the TAPE# and DATE disT)Taed.

NUMBER OF RECORDS ON TAPE: User enters the number oz records to be

read fron the tape i-9?9

NCRKPAC: User enters the "5. of t>e "; onto .i~oh the

be re The Workspace must ha;e oeen

- 0



(Only askied .: ihe re are presently records rn that specifed wcr.-:paze,
.or worK-1 - t.r .e .ser .. t:.at .act by dlsray
space load X7UP'E '-A ' .AS1"1. CX 'date last used'. 10AHEAD

-tr enoe rt rC! to etra er, S
.., , = : .es; fo=r .... ipartitcult: ' rJ-s:c, e. _

the user enters 'Y' for YES , zecor-"s
!,-:.space Will be cve ,written. Thus

extreme caution should be used Lhen
re-us~g Lorkspaces.

SE CT:ON S 7 R 7 'iser eners the number of the SS to be app.ied
to the "ecords as they are read off the tape.

,S . -.... - .? _S0/ User enters <Return, to indicate that all of the
acve _n-ormatron is correct. User enters ' '
:or NO to erase the entire present transact-on.

ILS then prepares to procecs the tape. :nitially. working areas on the
disS:. are cleared if old da.a. 7, ie tni-s rs proceedrn9, ILS displays

,CZLEAN:3 C T FiLE .S
After worklin files are cleaned out. ILS beorns to read each record off

tape and appiy the selection s rat-acy. As each record is read, a
sequenrt -, al nubr is d-splayed at the t-acnal indccatrng that that record
has indeed been read in or rejected because it did.'t meet the selection
criteria. 1-S displays. -or example;

2, 3, e, 5, 6, 7, 8 :S A R EJZCT, 9, 10 IS A REJECT

After the specified number of records have been read from the tape, ILS
displays :

PHE'WI FINISHED. . •
ILS then proceeds to index those records read in from the tape. This is
the most tine-consuming part of the process and, while it is happening,
the user should NOT atte,.ot to process another tape. Processina another
tape before the completion of indexing of the previous tape iill destroy
data read from the previous tare (remenber the 'CLEANING OUT FILES...'
at the beginning of PC?).

4. 10.3 PO Special Features

.hile specifying initial information for the PO process, the user
identi-ieE the number of records to be read from the input tape. If
any of these records are duplicates with the same OCLC number, ILS
accepts only the most recent record to be transferred into the

Sworkspace. Thus, the total number of records actually transferred to the
wcrkspace may be somewhat less than the number of records actually read

*" from the tape.
The reading of- records fror the tape may occassional2y be stopped

before completcn fcr some e:-:ternal reason, e .g.. a system ia-lure.
: -1 th sa. ..a. s z: I. a'

cc ...- - ..I7:=

Iis



rtr S c4.a1 v -4at se n :7tc :O. ".

?' 7W -s
:43ly -cohu 1111 -c have 'none: t - -d an.

ze :-,:- -- ~ 7 ay -- a

t -Mmlal 3. -na be p peczaI Fe7re

sicto :..-I R..'u au"-- -"- 'user to e a n

7~na rerd hc aebe o~: ro r.f-t~ ~ot



~.4

I-

dVOLSERTAL #: i

.DLATE Tat &

F. CE:SED OD dN ate cr rrocesc-n'r
NU"D ,- OF RECORDS SCNT E D e r

APPLYING
SELECTION STRATEGY # (SS * and nace

Detailed Selection Strategy disla/ec.
PPR{T TO EV..C7: 0/ User enters <Return> to display records at the

term-nal or s/he enters a device number at uLch
output should be dIspIayed.

'-'-S then d-splays the speczried records in OCLC number order, one at a ti:ne,
in an OC.-x e format. User enters <Return> to initiate dsplay of the
next record. After the !as- spec"--ed record bas been d-sclayed, OLS

-" dlsplays:

.- <OND)

4 . 11.3 T Zpeal Features

;s or 3/81, there are no r:noun Special Features of DT.

ib



L4 1 2 0CRSIAC07 A22DIID

The ',:AP~E>1 IITE(1 fntoon allows aurhoroa --::z a s

te -e :MLsM.T:

. A-Specoal Features

or more deale 9l?:, tress the numbe r of the de so-red onrtoon.

41 2.1 WJA Overvoe..

The WCRPC A) 1/ DELZTS EWA) func tion is user on zasonons-
spaces and on elim' -- ~i'" workspaces no longer need-4 O. rods b

rorn an onnut MIARC tane must be read into a prevoou) sov cy et~ ~ a mt
a def ined nam-.e and -li- Te WA function al.low.s au:.soe sEts t o
reate. delet:e and list, w.ork spa,-s.

4 12.2 'WA Step by Ster

Upon entering WA, ILS displays:

STRT DISPLAYTN AT O- PC User enters (Return> to list all
e xos ton- w.ork's pace 4s and nomes
or enters a secoros 4 at hc
to start baton workspns ' n
names f theIses r oshes to ;0" -ass
listi'ng ofe:Con orksnace-s
s/he may ent*er '-

, ter '-k ssaces have beafn losted, the user may choose to

ad -a nIew" .wo r ;.Sa c
2)delete -an E--:-stong n,:rrlsrace

.osr mere detailed HELP, enter the nusber of- the desorad ostoon.

4 .2.. W A - Add

*~ ~~ . :7 osays'
7 User enter:- 'A' to add a nie-. worsopa ce.

WCISPAC 4 UJser e-nte'rs an odn .. ,.~brfrtenew ~rsrc
I L t s-~.. . . . . . . . . . . . .. . . - *--- , -

aor1im20 cce



Irs alleys the user to enter another
number. t;ue u e _n er 's''

alos he usC; 7&1.7,
the neae or the ex-ztLn; usrksruze.

NAE: se entars aam e e orksoape maxmum c 50 c;.ara c:er S

:s creates the new uorksmace with the specifi'ed numder and name and docolavo
S *'number' kAS ADD

4.12.2.2 WA Delete

--:1S displays:
ADD OR DEE User enters 'D' to delete an existing workspace.

ORKS?ACE 4 User enters the number of the workspace to be
eleted. 1± the user enters a number mar whion no

uortkspae exists, :-S informs the user of that -act
and allous the user to enter another number. ::S
:.en disrlays:

k'ORKSPAOE 'number' LELETIOM{ P.gUESTED

.rz LOU EURE? NO/ i 'e user enters <Return> for NO, ILS deletes
e present transaction and allows the user to
nter anotner number if desired. If the user

enters 'Y' for YES, ILS deletes the specified
Lorksace (and any records contamned within :t)
and displays:

DE1ETINGI

4. 12.3 _l Secial Features

-n resmonse to the LS prompt 'IAT DISPLA'YIMG AT WORE2PACEZ'
the user may en-tr - on oroer to aypass .th t n nng.
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4.13 EDIT WORL:SPACE RECORDS

*" The EDIT WS RECORDS funct -on ,E,) a,.ows autho''ea '.cots -e
records uih-cli nave been raau ni7:o a .orl'soace . . 1 Z z eoe r a -m ai y e".

be fled bach anto -:he wor>:space b e ay ce .o'-d -n-0 -. "
-,_le (iBF) . may !e restoed :o "_ts or ginal etace b e., r '
.e deleted from ahe jor-snace.

AVAILABLE _-.OAT=ON

EW Overview
2. E'4 Step by Step
3. E£ Special Features

For more detailed HELP, press the number of the ".esazed opccon.

4.13.1 £4 Overview

The EDIT WS RECORDS function (EW) allows authori:eA users to edit
records which have been read into a wor,space. Da-,a -n e:xs-._ng ::_elds may
he changed or deleted; new fields my be added ; the enzire record may be
displayed. The edited record may then be filed -ack in:o the wor"space,
moved into the Master Bibliographic File (MBF), resrored to its or-ginal
statE before editing, or deleted from the workspace. Th's, the E4 function
allows a librtry to make Thanges to andiv-dual racoras -_n t wo wcrkzpace
before further processing or.to delete records from the wor.:kspace.

4.13.2 E Step by Step

Upon entering EW, ILS displays:

WORL:SPACE NUMBER: User enters the number of the wcrkapace
conainng the records to be edited. -nerni

a ?' ' allows the user to "_e a -- s. or a--
workspace names and numers.

ID: The user identifies which record is to be edited Lby enterrig
the OCLC number of the record of ineres:. .- lterna-.e', ahe
user may enter 'N' for NEXT in order to ed-t the .ex- recorc
regardless of par-!ocular OCLC number. Entr-arT' -0
first prompt for :D pulls up the firs: record i' The wor-:soace.

!LS then displays the specified record "-n an OCL dornat,
all n'..oberirc felis : n -ncreasl- order, !,v -a ' nllaned -- e"
.ncr as::c or 12r. B h rd :a or valuSs ard sne 7 .s a.-- . _
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:f the field :s a multiply-occurting one, user may aso
specify an occurrence number by a period followe by the
zesired! site num'er, e.g., 653. 2' Both :ndcatcr vaues
ar~d s h fe at. Iy be edid ted.

Delete a :leId. User enters tag code/DEL' or 'tag code.site numher/EL'
to indicate uhih field is to be deleted.

. Add a fie-d. User enters the 3-character tag code of the new field.
Di. Dsplay the record. User enters 'D' for DZSPLAY.

-or more detailed HELP, press the number of the desired option.

4.113.2.1 E4 - Edit

Upon entering the name of a defined tag, ILS displays:

L SUBF:EL:

By enzerin: -.he aprropriate response, the user may choose to
dthe ,ndcator v alues for this tag. (User enters 'IX')

2. Edit a subfield of this tag. (User enters 'subfield code' or
'subfield code.site number')

For more detailed HELP, press the number of the desired option. To see
HELP on specifying the disposition ol an edited record, press 'D'

4.13.2.1.1 EW - Edit indicators

Upon entering 'IN' in response to the subfield prompt, ILS displays:

OlD :N.: 'values sf present indicators'
NE4 -N. :User enters two digits representing the new values of th.

.o n cato , s ecti'el y. Digits are entered w:thout
punctutation, e.g., '12'.

The user may then proceed to edit a subfield if desired.

To see HE:P on specifying the disposition of an edited record, press 'D'.

4. .12.2.1-1 Ew - Edit subfield data

Upon entering the name of a defined tag. 1LS displays:

SURFIELD: IUser enters the lower-case aiphabetic code
i': a .alid subfield. !LS di:splays the name cf

_.___sie d{o :~il ntc and then clF~y

•. tata cram that subfield. L then pro p - s
icr Cti:': Sre C:ic:-Ior, .

17. se r t.r S neu :c ro t i ecI ones

* -2



specified above. ILS then displays the edited sid' -

-or verification.

-.-n response to the prompt 'SUBFIELD: ', the user may enter e
to delete that subfield from the record.

The user may then do further editing on the same subfield, ei anotner
subfield of the same tag, or edit another tag of the same record zy
successively enie::fn <Return> to ZLZ prompts. To see iEL; on the
dispositon of an edited record, press 'D'

4.13.2.2 EW - Delete

After specifying which tag is to be deleted, ILS displays:

DELETING TAG O.K.? YES/ User enters <Return> for ES or 'N' for NO.
If the user enters <Return>, :LS deletes
this tag from the record and displays:

DELETED

The user may then proceed to edit, delete, or add a'.other tag to this record.
To see HELP for specifying the disposition of an edited record, press 'D'

4.13.2.3 EW - Add

To add a new field to a record, the user enters the 3-character tag
code in response to the TAG prompt. The tag entered must be de:-ned in
the item Tag Dictionary. After entering the tag code, ILS displays the
name of the tag for verification and then displays:

IN.: ' 'I ILS displays indicator information (blank for a new
tag). User enters <Return> to retain the bank
values for the indicators or enters a two-agc::

nu;nber to set the values of the first and second
indicators respectively.

SUBFIELD: User enters the code for a defined subfield. if the su'bfield
"s a repeatable one, user enters 'subflild coda.sze number'
o indicate the desired occurrence of the subfield. !IS dis-

plays the name of the subfield for veriaicatcon and then
allows the user to enter the subfield data. The user can then
add another subfield if desired.

To see HELP on specifying the disposition of an edited record, press 'D'.

4.13.2.4 EW- Disposition

After the user has completely finished editing a record, ILS proMpts
the user for the desired disposition of the edited record. :LS displays:

(F)ILE IN WS#'present WS#', (M)OVE TO MBF, (N)O CHANGE, C. (D)ELETE .. ..
Ws#'nresen: - '

User indtoates the dcsired disposition by entering the a n roFra._ _t.=_q - if the 'ser enters "I' ILS moves the record into the
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eously eranses it from the WS. _f the 'ISF already contains a record with
the same CCLC number, 1L5 inrorns the user of that fact and allows the
user to replace the !IBF record with the LS record, to compare them, or
to do nothing -urther at this point. The user is then given the choice
of deleting the duplicate .S record lf desired.H Atr_ the -disposition o- the record has been completed, a13llows
the user to s, .cify another record -n the wozkspace to be edited.

i -. 1 3.2.5 7-W - Displ ay

Upon entering 'D' for DISPLAY in response to a tag prompt, "IS displays
the entire record presently being edited in an OCLC format, displaying taos,
indicators, subf±ield codes and data. The DISPLAY function is useful during
the editing process to view all the changes made to a record thus far.

S.13.3 E. Special Fez-tures

As of 3/81, there are no known Special Features of EW.
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4.14 NEWLY CATALOGED ITEM

NE LY CATALCGED ITEM permits authorized users to ente= catalc:na data

:.nto the Master Bibliographic File (NE). :t enables catalogers to
edit and transcer records irom an 11S workspace (Tape ile) :no the BF,
as we!' as to enter original data directly into the .3F.

AVAILABLE INFORMATION

1. Overilew of Newly Cataloged item

2. Step by Step Procedures for Newly Cataloged item

3. Special Features for Newly Cataloged item

Please enter the number of the type of information you desire:

4. 14 1 NE Overview

NE:WLY CATALOGED ITEM permits authorized users to enter cataloging data
into the Master Bibliographic File (MBF). It enables catalogers to edat
and transfer records from an :LZ uorkspace (Tape File) into the MBF, as
well as to enter original data directly into the MBF.

Utilizing NEWLY CATALOGED ZTEM, the user may search both the n3F and
,LS workspaces (Tape Files) for a record of an item, either by title or by
call number. if a workspace (Tape File) contains a MARC record for the item,
the user may edit or add to the record, produce a permanent barcode label,
and add the record permanently to the MBF. if the t'3F contains a MARC
record for the item, the user may enter a Copy 2 (or Copy 3, etc.) and
produce a barcode label.

4.14.2 HE Step By Step

When entering a NEWLY CATALOGED ITEM, ILS will ask:

PRINT 3A7CCDE (Y or N): Y/ If you press the RETURN key the systam will
produce a barcode label at the concusion or
the transaction. i 'N' n then- o t 'Ne and te

RETURN the system will not produce the label•

15 will display:

TEMCRARY :TEM ID: If you have assigned a temporar'1 :ten :D
num* er en er it now,. hen 7 Du have en-:.ed
the ful record into t:.2 'azter

Fe twill Le renoved:> fz~m%.' e-Fc:r .,
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F. NEWLY CATALOGED 7EM should follow -his sequence of steps:

I. SEARCH FOR TH'E ITEI

-tarch the 'aster Lbliographic File (MBF) and the Tape File

2. :TVI FOUND OP. NOT
Viaw any items found i:- the MBF or Tape File

* 3. EDIT RECORD
Add to, change or create a MARC record

4. ENTER BARCODE DATA
Supply lnformation that will be encoded on the barcode label.

For more HELP enter the number of the desired option or FORWARD to
Special Features:

4.14.2.1 Search for Item

ILS will display: User should:
TITLE: Enter title from title page. ILS will search the MBF and

the Tape File for cataloging data already in the system.

OR

Press RETURN and ILS will display:

CALL 4: Enter call number. ILS will search the MBF and the
Tape File for cataloging data already in the system.

OR

Press RETURN again. You may now create a new
cataloging entry in the MBF. in response to the ILS
prompt TAG: For more information on this feature
press 'F' once and a RETURN twice to view EDIT RECORD.

4.14.2.2 NE item Found Or Not

In response to a TIT- or CALL # search ILS will display one of four
messages.

1. THERE ARE ENTRTES IN BOTH THE MAS7ER FILE AND THE TAPE FILE
"HSH t.T H [your entry]

ir AnE ETR:ES ONL' TN THE TAPE F::E iCH MATCH 1your entry]
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3. THERE ARE ENTRIES ONLY IN THE MASTER FILE 4HICH HATCH !your en:y

04 :{O ENTRIES IN EITHER HASTER FILE OR TAPES !.'TCH [yur en r'j

F r ELP with any of these, enter the number of the stap and press .ETURN.

7or in:zrmnton on EDIT ECORD enter 'F'.

.14.2.2.1 NE item in MBF and Tape File

I= a search in the MBF and Tape File yields hits in both places,
7LS reply:

'THEE ARE ENTIES IN BOTH THE MASTER FILE AND THE TAPE FILE t4HICH
your entzry

MASTER FILE NATCHES

ITS will then display 5 entries at a time.

IF YOU FIND A MATCH - Enter the index # and ILS will prompt
IN THE MBF you to ENTER BARCODE DATA.

IF YOU DO NOT FIND - Enter - or '/None'

A MATCH IN THE MBF

ILS will display:

TAPE FZlE MATCHES

:L will then display 5 entries at a time.

-'OU DO NOT FIND A - Enter - or '/None' and IL, wll"r mcpt
HATCH iIN THE TAPE FILE CALL #: and you may search by caLl numner.

IF YOU FIND A MATCH - ILS will display the 'ARC record and
IN THE TAPE FILE prompt TAG: This is the EDIT RECORD step

of NEWLY CATALOGED ITEH.

For more information on EDIT RECORD press 'G'

For more information on ENTER BARCODE DATA press 'G' and RETURN and then
press 'F' and RETURN.

44.14.2.2.2 NE item in Tape File

• a search in the MBF and Tape File yields hits only in the Tare F-Te

AP N7 SXY 7X TH AE FIL 'HICH j.T' y7
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TAPE rE MATCHES

::,S will then d~splay 5 entries at a time.

:ou OU 0OT 'N - Enter - or /None' and wi0 w:ll rrcr-rt

MATCH ON THE TAPE FLE CALL #: and you may search by ca-l

or woo rINz A MATCH - 7LS will display the MARC record and
:N THE TAPE FOLE Prompt TAG. This is the EDIT RECORD step

of NEWLY CATALOGED ITEM.

" -For more informatior on E1T RECORD press 'G'.

4.1I.2.2.3 NE :tem 7n H BF

If a search in the MBF and Tape File yields hits only in the MBF
OLS will reply:

THERE ARE ENTRIES ONLY IN THE MASTER FILE WHICH MATCH [your entry]

MASTER FILE MATCHES

OLS will then display 5 entries at a time.

OF YOU FIND A HATCH - Enter the index # and ILS will prompt
ON THE HBF you to ENTER BARCODE DATA.

:7 YOU DO NOT FOND - Enter - or '/None' and ILS will prompt
A MATCH ON THE MBF CALL #: and you may search by call number.

For more :n:ornat~on on ENTER BARCODE DATA press 'G'

. I4.O D.Q NE Otems In Neither File

ILS will display:

{O ENTLiES IN EOTHER THE MASTER FILE OR TAPES MATCH [your entry]

0LS will automatically put you :n EDOT RECORD mode allowing you to enter
.- "data directly into the MBF.

For more l.:fmration on th e EOT RECORD step or NEWLY CATALOGED OTEM press
the 'G'.

* . . 2 L :t ? ~ :

::::REC . aii~sth se to eP.t- rne Kan ::tc t!,e F : as :t sec-a:ss

tel
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already in the MBF or Tape File.

_-- ill prompt; User enters:

TAG: NA C tag numner (e.q.

e sueto ,r nc.iue a Ierr.es

MARC :ndicator (two characters)
ii not appropriate for this - a a l.reSs 7T.N

SUBFIELD: Subfield code (e.g., a, b, z)
This entry MUST be in lowercase let-ers.

ILS will prompt: User enters:

|-' I> Information to appear in the subfield.

2> ILS will prompt for second and third annearanzes
of the subfield until uzer enters -UN .

will cause TAG: to reappear.

-± the user ,s EDITING data already in the MBF or :a:e F -.
sequence may occur.

-iS will prompt: User should enter:

TAG: MARC tag number already in the rezori.

SUBFIELD: Subfield code already in the reccrd.

-LS wall prompt: User enters:

REPLACE: Enter the characters whach you wash to deetecr
replace•

WITH: Enter the corrected data.

NOTE that :IS will replace the first matching character(s). :f the subfield
contains the text '.Iedicined' and the user enters 'd' in resonse to
and 'blank' in response to WITH the result would be Se alaet The urer
should enter 'ned' in response to REPLACE and 'ne' in response to -:T:. 'has
wall result in 'Medacine'

The sequences for entering or editing data will repeat 7.S p
TAG: and the user answers RETURN. Then ILS will move to EAZEZ 3A O T.

For more iniormatlon on ENTER BARCODE DATA press

1,t4,2. NE Enter Barcode Data

This f1na1l step o .iE..' .T TE iZ uili 7' ..- .. 1. . n.. ............

- -'t -
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115 will rronct: sre

-.- ;?S SE aEALr, I :ems t 0 S at r Z .;

MONO CR SER:AL: ./ 'S' r serIas or tress RE T'R far ::-ogra n.s

Type:/ Enter a number desognated by your Lib rv to s.e...y my-.
o1 material, e.g. f ioohe, ioIm, or book, or z -s R : URN

t o s p th o, s o t o n.

LOAN PERIOD: Enter a valid loan period for your library 2 uees.
4 weeks, etc.

LS will prompt: User enters:

V i PS? X/ Press RETURN to skip this option. If you enr ,v'
i'-~~ ~~ S'i p'l is~'

VOLUME: Volume number.
ISSUE: Issuumber.
PART: Part number.
SUPPLEMENT: SuppLement name or number.

COPY A number ,UST be entered here.

Press RETURN and the item will be entered into the Master Bobliocranhoc FiLe.

1t5 will prompt TITLE: and you will be at step one, SEARCH FOP. ITE.M.

4" 1. N{E Special Features

PECIAL FEATURE of NEW£!LfY CATALOGED ITENl is the use of - or 'up-arrow'

in the SEARCH FOR ITEM stem - 'hen LS prompts CALL #: and the user wanrs
to search by title, oressing the - key woil
cause ILS to prompt TITLE : The user may then

search by title.

• AND

If IL5 finds matches o n the N.B? and the: Tore
Fole it will display the matches cf the N?
first. Cf the user enters ILS wo! "rpLsay
the Tape File matches.

in any otter step - The -e LI . e *,0. r .

zr .- s<p as Fi..U.§ olacus tc

[.Ut.-
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.15 EDIT ZTE

7 The 7D7- :77M procedure permits authora:ed users So
dnta An t-e !aster 3ibiographic ?:Le (MiC

.,:A:LAB:E IM{FORMATIO

Overview of EDIT ITEM

2. Step by Step Procedures for EDIT ITE.

3. Special Features for EDIT ITEM

?lease Enter the number of the type of information you cesure

1 E Overvie

The ED:T:TEM function allows authorized users to edit or add to catalcg-ng
dats f records :n the Master Bibliographic File (MBF) . T user f:s

Li,!es tne record to be edited. I1S then allows the user to ed:: the

ec~ hy adding new fields or subfields, delerzng -ielis or sublleds.
or editing the contents of existing fields and subf:e1ds ILI then f:les
the edited record in the MBF.

7-: Step By Step

EDIT ITEM should follow this sequence of steps:

ITE7 IDEMTITFCATION
Identery the item for which the record is to be e- i

2. ED: ITEM RECORD
Change or add to the MARC record in the ?3.

3. FILE ITEM
File the chansed record in the MD? or leave t d ---

:or 'ore H7-" enter the number of :he desired opti"n Dr
The,_;;" Features:

-.' ,i -'-1e.,'--' - t
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iters may be e- - varou 
usin- a barcode -ra.er h c' r ira ry o Concres nu-mber

* 'y .---.-- .- ,e-

by ca.. nuc-ter by series

*by :zsh'sX/S

For a deta'!ed descriptcn o= protedures and octoons -cr -denti_--n- . n
ite:, see the se:t-on : id y :en in the chapter G ENER;.L :NPFO7.MAT!--N.

S15.2E.2 d a.t Ite :n .ecord

::f the user ..s aDI-?C data aready In the NBF the tollo '_na
sequence may occur.

1LS -Il! prompt-: .c, r shouId en ter

" - G: ARC tat r zner a-ready -n the record.

SUBF:ZLD: Sub ieid code already tn the record.

pPLAC : Enter the characters yhich uou wish to delete or replace.

aEnter the corrected data.

NDTE that :S aill replace the first matching character(s). 7- "he subfieLd
contains -he text 'ec'dictned' and the user enters 'd' in response to 7- ' AC7
the result woul d be =i,, ictrned' .he user shouild entez 'ned' tn mespr:.S- to
R Z.- I ; and 'ne' in respo:.se to 1UTH . This would result in 'Nodicine

The user may add neu data to a record in the MBF by ±olloutng the ste-s he'-
"_ . e user en--rs a toa nurber or a subfield code tha io not y

reco , e -.oilc -n : se uence ,pill occur .
-" r shouldea~r

S. . I4 I 1 7z mp 7USe r S-10uId en ter

T; ,F tC Ia nlum e m e C50 or 2"5)
Se su, re ta tc; ude ead nc :er>-s

INP ?C indicator (t-,, nu, mertoa. characters)
not a p rtItate E c _r t an re frs RP .N.

SUJBFIELC: Cubite I'. coe ,.. a or cr :
Thi entty....... iI: nOafae letterr.

~~~. . . . . .".. . . ... . ..... . . . . . . . . . . . . . . ...,:r

., •, S: . : - < -:

0
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The sequences for entering or editing data will repeat until :LS prompts
TAG: and the user answers RETURN. Then ILS will move to F::7 ::77M.

For more information on FILE ITEM press 'F'.

. 5.2.3 El File Item

If the user has answered a TAG: prompt with RETURN in the EDIT LTEl RECORD
step, ILS will move to FILE ITEM and prompt:

(F)ile or (D)on't change,/ The user may type 'F' to fi2.e the edited record
in the MBF or type 'D' which will leave the
original record unchanged in the MBF.

After the user enters 'F' or ID' ILS will prompt ITEM: which allows the user
to begin the EDIT ITEM process again.

4.15.3 El Special Features

The - or 'up-arrow' has a special use in the EDIT ITEM function.

If the user does not use the wand and barcode label to identify the item,
but instead uses a title, author or other search option, a match may not
be found in the MBF. The user may enter - and ILS will prompt !TEN:
allowing the user to start the EDIT ITEM process again.
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I 4.16 ITEM DELETE

The TEM DELETE procedure permits authorized users to permanently remove
- bibliographic records from the Master Bibliographic File (MBF) and from the

activity record associated with each item.

AVAILABLE INFORMATION

1. Overview of Item Delete

2. Step by Step Procedures for Item Delete

3. Special Features for Item Delete

?lease enter the number of the type of information you desire:

4.16.1 ID Overview

The ITEM DELETE function allows authorized users to permanently remove
a bibliographic record from the Master Bibliographic File (MBF) and from
the activity record associated with the item. It is used when weeding an
item from the collection or removing the record of a lost item. The user
first identifies the item whose record is to be deleted. The user can then
delete a specific Volume, Issue, Part, Supplement or Copy. If the library
only one copy of the item, the user can remove it entirely from the MBF.

4.16.2 :D Step By Step

ITEM DELETE will follow these steps:

1. ITEM ID - Identify the item to be deleted.

2. DELETE RECORD - Delete a specific Volume, Issue, Part,
Supplement (VIPS) or copy of an item from
the activity record or delete the entire
record from the MBF.

For mure HELP enter the number of the desired option or FORWARD to
SPECIAL FEATURES:

4.16.2. 1 Identify Item

Items may be identified in various ways, including:
* using a barcode reader * by Library of Congres number
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* by item identification number * by title key
x by author * by author/title key

by call number * by series
t by ISSN/ISBX

For a detailed description of procedures and options for identify-'ng an
item, see the section "Identify Item" in the chapter GZ (EZAL . ...

4.16.2.Z ID Delete Record

ILS will display the title of the item to be deleted. If there are Volumes,
Issues, Parts, Supplements (VIPS) or Copies of the item ILS will prompt for
the specific item to be deleted. For example:

ILS will display: User enters:

Diseases of the eye.
VOLUME: Humber of the volume to be removed from the

collection.
OR

Journal of Radiology
YEAR: Last two numbers of the year of the issue.
MO: Number of the month (Jan=1, etc.).
DAY: Date of the issue.

2'
If the YEAR/MO/DAY prompts fail to identify the specific item, ZLS will display
a list of items which match. When the specific item has been positively
identified:

ILS will prompt: User enters:

ARE YOU SURE? NO/ RETURN to cancel the transaction or
'Y' to DELETE.

NO REMAINING VIPS OR COPIES,
DELETE MBF RECORD AS WELL? MO/ RETURN to delete only the activity recori or

'Y' to remove the item from the MBF entirely.

ILS will then prompt for ITEM: and you may delete another record.

- 85 -

..........



4.16.3 ID Special Features

ITEM DELETE will remove records from the Master Bibliographic File or from
p the Activity Record associated with each item. It is important to understand

the function of the MET and the Activity Record.

SMASTER BIBLIOGRAPHIC TILE The MBF contains the full MARC record
• - ,for each TITLE owned by the library

/ I

zz***********z~t*~~**~***~** The activity record contains data on a
" ACTIVITY * ACTIVITY *ACTIVITY * specific volume, issue, copy, etc.
" RECORD 1 * RECORD 2 RECORD 3 s An activity record will exist for each

~ COPY of every title in the library.

The Master Bzbliographic File contains the bibliographic data (in the form
of a MARC record) for every title in the collection. The Activity Record

. is the record o each physical copy of each title in the collection.

"***

• .a****t********** h ciiyreodcnan aao
• CIIY*ATVT ATVT .pc~cvlue sucpec

4..ODI*RCR RCR natvt ecr ileit rec

• a*.*************** CP eer il ntelbay

ThIatr.bigahcFl otis h ilorpi aa(nte r

" of aMARC rcord) or evey titl 86 -h olcin h ciiyRcr



4.17 THE DICTIONARIES

4.17.1 :NTRODUCTIOH TO DICTIONARIES

The DICTIONARIES (DC) function allows authorized users to create and
maintain various files used to support initial creation and subsequent
searching of the Master Bibliographic File (MBF), the Authority File,
and the various indexes. These functions are primarily used by the library
at the time of implementation of ILS.

When entering DICTIONARIES, ILS asks:

WHICH DICTIONARY? User types in first few unique letters or
desired dictionary or '/' to exit DC function

The following dictionaries exist:

(1) Authority Tag (4) Item Tag (7) Search Group
(2) Initial Article (5) Language (8) Stopword
(3) Interface Type (6) Phrase (9) Synonym

Press 1,2,3,4,5,6,7,8, or 9 to get HELP for a specific dictionary.

-87-
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4.17.2 AUTHOR:TY TAG

The Authority Tag Dictionary is a list cf all valid authority tags.
S. It defines for each tag its name, its valid subfields, the number of

repeats allowed in an authority record, and which subfields are used
in the local Authority File. It is used as an authoritative reference
file for cataloging staff, as well as in the actual creation and main-
tenence of the Authority File. In addition to MARC-defined authority
tags, 1LS allows libraries to define tags which carry local information.

As of 3/81, this function is not yet completely operational.
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4.17.3 :NITIAL ARTICLE

The INITIAL ARTICLE function allows authorized users to create a
new initial article list; to add to, delete from or list the contents of
an existing initial article list; or to delete an entire !nitial article
list.

AVAILABLE INFORMATION

1. Overview of Initial Article
2. Step by Step Procedures for Initial Article

For more HELP, press 1 or 2.

4.17.3.1 INITIAL ARTICLE - Overview

The Initial Article Dictionary is comprised of several lists of
initial articles for different languages. It Ls. used in ILS to define
initial articles to be ignored when either filing a title into or
searching for a title in the Divided Catalog index. The INITIAL ARTICLE
function allows authorized users to create a new initial article list;
to add to. delete from or list the contents of an existing initial article;
or to delete an entire initial article list.

4.17.3.2 INITIAL ARTICLE - Step by Step

Upon entering INITIAL ARTICLE, ILS asks the user to enter the lan-
guage name or code for the specific initial article list of interest.
If the user enters an invalid language code or name, ELS informs her/him
of that fact. If the user presses <Return> for English or enters a valid
language code or name, ILS asks which function the user wishes to perform.
The choices are:

(1) Add (user enters "a")
(1) Delete (user enters "d")
(2) Edit (user enters "el)

- (2) List (user enters "11")

If there is no existing initial article list associated with the valid
language name or code the user has entered, ILS creates a new list -f

, the user subsequently chooses the ADD function.
.1'

For more HELP, enter the number of the desired function.

4.17.3.2.1 INITIAL ARTICLE - Add/Delete

. Upon entering ADD, ILS displays:

INITIAL ARTICLE TO BE ADDED: User types :n "art:cle"

ILS adds "article" to the specified initial article !ist, :n~orms
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the user of that fact, and allows the user to enter another article
to the specified list. If "article" is already in the initial artacle
list, ILS informs the user of that fact and then allows the user to
enter another "article".

Upon entering DELETE, :LS displays the entire contents of the
specified initial article list and asks the user to indicate by
its index 4 which specific article is to be deleted. After the
user has entered the index #, ILS deletes the article from the

* -. list, informs the user that it has done so, and allows the user
" - to delete another article from the same list.

* 54.17.3.2.2 INITIAL ARTICLE - Edit/List

Upon entering EDIT. ILS lists the entire contents of the
specified initial article list and asks the user to indicate by
its index # which specific article is to be edited. ILS then displays:

CHANGE "article" TO: User enters "revised article"

ILS changes "article" to "revised article", informs the user that
it has done so, and allows the user to edit another article from

- - the same list.

Upon entering LIST, ILS lists the entire contents of the
* - specified initial article list.

90go
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4.17.4 :NTERFACE TYPE

The INTERFACE TYPE function allows library staff to identify the kAnds or
online catalog searches that will be offered to each type od searche=.
With :his function users may add, edit, or delete search groups an' search
processing types, or list the search groups currently defz'ied -or a given

:nt3rface type.

This function is under development and is not fully operational as or
July 1981.
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4.17.5 ITEM TAG

The ITEl TAG function allows authorized users to add, delete, edit or
. list entries in the Item Tag Dictionary, a list of all valid OCLC tags

and locally defined tags used in 1LS.

AVAILABLE INFORMATION

1. ITEM TAG - Overview
Z. ITEM TAG - Step by Step
3. ITEM TAG - Special Featunes

*. For more detailed HELP, press I or 2 or 3.

4.17.5.1 ITEM TAG - Overview
A

* .[ The Item Tag Dictionary is a list of all valid OCLC tags and locally

defined tags. It defines for each tag its name, all valid subfields and
the formats for which each subfield is valid, the number o5 repeats allowed
in a bibliographic record, and whether the tag is used in the local Master
Bibliographic File (MBF). It i; used as an authoritative reference file for
cataloging staff, as well as in the actual creation and maintenence of MBF.
in essence, this dictionary defines the library's profile for selecting
which fields and subfields from a library's OCLC tapes are extracted and
transferred into the local MBF. In addition to OCLC tags, ILS allows indi-
vidual libraries to define tags which carry locally defined information.

The ITEM TAG function allows authorized users to add, delete, edit
or list entries in the Item Tag Dictionary. New tags may be defined,
selected portions of existing tags may be edited, and/or entire tags may
be deleted. For information in greater detail than cen be provided in
HELP, users are referred to Lister Hill Contractor Report CR 80-02,
"A User's Guide to Maintaining the Master Bibliographic File of the Inte-

• " grated Library System" by Sandy E. Anderson, MITRE Corp.

% 4.17.5.2 ITEM TAG - Step by Step

Upon entering ITEM TAG, ILS displays:

OCLC TAG ADD/EDIT/DELETE/LIST
ENTER OCLC TAG #

The user enters a 3-character code (numeric for OCLC tags or alphabetic
for locally-defined tags). If the code is not already in the Item Tag
Dictionary, ILS assumes that the user is creating a new tag to be added to
the dictionary and begins prompting the user for specified information.
If the code is already defined in the Item Tag Dictionary, then

the user may proceed to edit/list or delete that tag.

SFor more HELP on specific procedure, press the number of the desired option.

(1) Acd a new tag to the item Te g Dictionary
2) Edit/lis: an ex:istlng tag in the Item Tag Dictionary
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(3) Delete a tag from the Item Tag Dictionary

4.17.5.2.1 ITEM TAG - ADD new tag

Upon entering ITEM TAG, 1LS displays:
ENTER OCLC TAG User types 'code'

If the user enters a 3-character 'code' which is not already
in the Item Tag Dictionary, ILS assumes that the user wishes to add
a new tag to the Item Tag Dictionary. The user must ente 1heading
information about the tag as well as subfield code infcr _3n.

For more HELP, press the number of the desired opti
(1) Add heading information
(2) Add subfield code information

4.17.5.2.1.1 ITEM TAG - Add heading

ILS prompts for the heading information for the new tag.

TAG NAME: User types 'name' to be associated with the tag
(maximum of 60 characters).

LOCALLY USED? Y/ User types <Return> for YES or 'N' for NO. This
determines whether some part of the contents o-
this tag is to be included in the local :3F.

-. MIIS NODE: (value) If the user has entered a 3-dig:r numeric code
for OCLC TAG *, ILS requires the user to also
assign the value of the MIIS node. The u:s node
is a 1 or 2 character printable ASCT: symbol whose
value determines the physicn! order in wh::h
all tags are laid out in the brblio=raphic record.
For more information about the sOn.::cance of !1:s
node, see the reference cited in IE.1 TAG - Intro
(press 'T' twice to get there) Numeric codes are

- generally reserved for valid OCLC tags.
If the user enters a 3-alpha-character code,
ILS automatically assigns the -::S node value
basod on the 'code' entered by the user and
whether the tag is locally used. Tags not
used locally are assigned a MIIS node value
of XXX, while tags used in the local M3F are
assigned a value of 'code'. For more information
about the significance of 1IS node, see zederence
cited in ITEM TAG - Intro (press 'T' twice to
get there). Alphabetic codes are generally used
for locally-defined tags.

4 OF REPEATS: 1/ The user enters <Return> for 1 if there :s only
one occurrence of this tag in a _bibliorathic

* record. If more than one, the user enters !he
maximal number of occurrences a:!ou.ed per record
(maximum allowed is 99).
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". 17.5.2. 1 .2 ITEn TAG - Add subfield

::S now prompts for subfield specifications.
SFC: User enters subfield code. This is usually a single alpha-

betic character, although multi-character codes beginning
with an alphabetic character are acceptable, e.g., "a2".

SFC AME: User enters name of the subfield (maximum of 60 characters).

TYPE: User enters digit(s) from 1 - 6, denoting the type(s) of
material for which this subfield is appropriate. Humbers
are typed in consecutively without spaces between them.
(1) SER (2) BKS (3) A/V (4) MAP (5) MUS (6) MAN

LOCALLY USED? Y/ User enter <Return> for YES or 'N' for No. This
determines whether this particular subfield _s

*'- carried in the local MBF.

!LS then allous the user to define the next subfield.

4.17.5.2.2 ITEM TAG - EDIT/LIST tag

After the user has entered a valid local tag code or a valid
OCLC tag number, e.g., 245, ILS displays:

(E)DIT/LIST OR (D)ELETE OCLC TAG # 245 (TITLE STATEMENT)? E/

The user enters <Return> for Edit/List. ILS displays a chart o'
information about the specified tag and then ailous the user to

*~change the headings (e.g., change the name of the tag), add a new
subfield, edit an existing subfield, or delete an existing subfielu.
For more HELP, press the number of the desired option.

(1) Chart display of specified tag
(2) Change the headings
(3) Add a subfield to specified tag
t4) Edit a subfield in specified tag
5) Delete a subfield from specified tag
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4.17.5.2.2.1 ITEM TAG - Tag chart

After specifying the desired tag in EIT/LS, ::S displsTs exlslng
information about that tag. E.g., for OCL tag #245, :IS displays 'in part):

OCLC TAG: 245 MIIS NODE: 1% I'ANE: T:TLE STATIENT

AUTH TAG: AUTH SG: # REPEATS: I LOCALL USE.: .. E

MATERIAL TYPE
(1) (2) (3) (4) (S) (5)

SFC NAME SER BKS A/V MAP MUS MAN SG4S LOC
a SHORT TITLE/TITLE PROPER Y Y Y Y Y Y 14
b REMAINDER OF TITLE/SUBTITLE Y Y Y Y Y Y Y
c REMAINDER OF TITLE PAGE TRANSC Y Y Y Y Y Y

(etc. for other SFCs)
<RETURN>,'F','B' TO VIEW SUBFIELDS; '-' TO EXIT L:ST; 'H' TO CHANGE HEADING;
ENTER 'A' TO ADD, 'E'+SFC. 'D'+SFC TO EDIT OR DELEE SUBFIELD CC:ES:

The instructions at the bottom of the chart specify the possible actions
a user may take. 'F' causes the display of the subsequent sequence of
subfields, 'B' causes the display of the preceding sequence of subfields,
if all subfields cannot be displayed on a single screen. 'H' allows the
user to edit heading information, i.e., the name of the tag, whether i is
locally used, and the # of repeats. 'A' allows the user to add a new
subfield to this field. 'E'+SFC allows the user to edit a particular
subfield. 'D'+SFC allows the user to delete a subfield from this .

4.17.5.2.2.2 ITEM TAG - Edit heading

If the user enters 'H' for CHANGE HEADING :n response to display

of the tag chart, ILS prompts the user for possible changes. The name
and current value of each heading are displayed and the user may leave
the current value as is or enter a new value.

NAME: 'current name'/ User enters <Return> to retain the
current name or enters the new name.

LOCALLY USED: 'current value'/ User enters <R.eurn> to retain the curren
value or enters the new value. 'YES'
and 'NO' are the allowable choices.

MIIS NODE: 'current value' The value of MI:S NODE is displayed, but
cannot be changed by the user via this

function.
, REPEATS: 'number'/ User enters <Return> to retain the curren

number o4 repeats :r enters a new number.

After completing changes to the headings. ILS displays -he updated tag chart
and allows the user to choose the next &unction she/he ishes -o use.
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'2--22
4.17.5.2.Z.3 :TErITAG - Add subfield

If the user enters 'A' for ADD SUBFIELD CODE in response to display
of the tag chart, ILS prompts the user for information about the subfield.

SFC: User enters a subfield code to identify the new subfield. SFCs must
begin with an alpha character; the" ate usually single characters,
although multi-character codes such as 'cm' or 'al' are acceptable.
If the user e:ters a SFC which already exists, ILS informs the user
of that fact and allows the user to enter another SFC.

SFC NAME: User enters an appropriate name for the subfield (up to a
maximum of 60 characters).

TYPE: User enters from 1-6 digits to indicate the type(s) of ma-
terial(s) for which this subfield is appropriate. (1) SER
(2) BKS (3) A/V (4) MAP (5) MUS (6) MAX Appropriate

digits are entered consecutively without spaces.
" .LOCALLY USED? YES/ User enters <Return> for YES or 'N' for NO.
- ILS adds the information specified above to the tag and then allows the

user to enter another new SFC if desired. After all new SFCs have been added,
ILS displays the updated tag chart and the user chooses the next function.

4.17.5.2.2.4 ITEM TAG - Edit subfield

If the user enters 'E'+SFC for EDIT SFC in response to the display
of the tag chart. ILS first verifies which SFC the user indicated and
then displays the name and current value of each piece of information
about the SFC which the user may edit. The user may retain the current
value or may enter a new value.

EDIT SUBFIELD 'code'? Y/ User enters <Return> if this is the
correct SFC to edit or 'H' for NO.

NAME: 'current name'/ User enters <Return> to retain the
current name or enters a new name.

SEARCH GROUP #(s): ILS displays the current SG #(s) per-
taining to this subfield. Search
Group assignment can be changed only
through the Search Group function.

TYPE(S): 'current numbers'/ User enters <Return> to retain the
current list of numbers or enters a

new list.

LOCALLY USED: 'current value'/ User enters <Return> to retain the
current value or enters the new value.
'YES' and 'NO' are the possible choices.

ILS then f!les the revised version of the subfield, informs the user of that
fact, displays the updated tag chart, and allows the user to choose the

. next functio: to pe:fctm.
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4.17.5.2.Z.5 ITEM TAG - Delete subfield

If the user enter 'D'+SFC for DELETE SFC in reponse to the dsplay
of the tag chart, ILS displays:

DELETE SUBFIELD 'code'? Y/ User enters <Return> if 'code' is
the appropriate SFC or 'N' for NO.

If the user enters <Return>, ILS deletes the specific subfield from the
tag, informs the user of that fact, displays the updated tag chart, and
allows the user to choose the next function to perform. f the user is
attempting to delete the last remaining subfield from a tag, 71S displays
an error message, since a tag must have a least one subfield. The entlre
tag may be deleted by initially specifying the DELETE iunction instead
of the EDIT function.

4.17.5.2.3 ITEM TAG - DELETE tag

After the user has entered a valid local tag code or a valid
OCLC tag number, e.g., abc, ILS displays:

(E)DIT/LIST OR (D)ELETE OCLC TAG # abc ('name of tag abc')? E/

The user enters 'D' for DELETE. ILS displays:

DELETE OCLC TAG # abc ('name of tag abc')? H/

If the user enters <Return> for NO, ILS prompts for another OCLC tag *
to process. If the user enters 'Y' for YES, ILS deletes the entire
specified tag from the Item Tag Dictionary, informs the user of that
act, and then prompts the user for another OCLC tag 4 to process.

4.17.5.3 ITEM TAG - Special Features

ILS allows a library to define local tags in addition to tha OCLI-
defined tags. Local tags may contain any specialired local information
which a library wishes to store in the bibliographic record, such as
cataloging information for audiovisual hardware. A local tag is us'a.a'y
named by a 3-alpha-character code in the range of AAA through WZZ. C-les
beginning with X, Y, or Z are reserved for internal :LS use. local tags
are added to the Item Tag Dictionary through use of the 'ADD new tag'
option of the ITEM TAG function.
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4.17.6 LANGUAGE

The 1ANGUAGE function a!llows authorized users to add, delete,
edit or list entries in the Language Dictionary.

AVAILABLE INFORMATION

1. Overview of Language
2. Step by Step Procedures for Language

For more HELP, press 1 or 2.

4.17.6.1 LANGUAGE - Overview

The Language Dictionary is a list of languages and their 3-letter
mnemonics. It serves as a reference authority list for the language
codes entered into the OCLC 008 language field. The LANGUAGE function
allows authorized users to add. delete, edit or list entries in the
Language Dictionary.

417.6.2 LANGUAGE - Step by Step

When entering LANGUAGE, ILS asks which operation the user
wishes to perform. The choices are:

(1) Add (user enters 'a')

(2) Delete (user enters 'd')
(3) Edit (user enters 'e')
(4) List (user enters 'l')

For more HELP, enter the number of the desired option.

" 4.17.6.2.1 LANGUAGE - Add

Upon entering ADD. ILS displays:

LANGUAGE CODE: User must enter 3-letter code

If the language code already exists in the Language Dictionary, ILS
informs the user of that fact. If Ahe language code does not already
exist in the Language Dictionary, ILS displays:

LANGUAGE NAME: User enters the full name of the langauge.

FILE? If the user enters 'Y' (YES), ILS files the
new language and its code in the Language
Dictionary. If the user enters 'I' (N0). the
present transaction in deleted.
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4.17.6.2.2 LANGUAGE Delete

NOTE: Great care must be exercised when deleting an entry rom
the Language Dictionary, since stopword lists, phrase lists
and initial articles lists associated with that language
are automatically deleted.

Upon entering DELETE, ILS displays:

LANGUAGE CODE: User must type 3-letter code

-LS then displays the full name of the language corresponding to the code
and asks if the user wishes to delete that language. If the user responds
'M' (NO), then the present transaction is deleted. If the user responds
'' (YES), ILS displays the message:

CHANGING THIS LANGUAGE CODE WILL CHANGE STOPWORD LIST OR PHRASE FILEI
CHAN E?

I the user responds 'N' (NO), the present transaction is deleted. If the
user reponds 'Y' (YES), ILS deletes the language and its 3-letter code
4:om the Language Dictionary.

4.17.6.2.3 LANGUAGE- Edit

• -

Great care must be taken when editing existing language codes,
since stopword, phrase and initial article lists may exist for the lan-
guage code the user intends to edit. When a language code is revised, any
such lists associated with the original language code are automatically
updated to become associated with the new language code.
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The EDiT lunction allows users to change the 3-letter code and/or
the full name of an entry in the Language Dictionary. Upon entering
EDIT, ILS displays:

LANGUAGE CODE: User must type in 3-letter code. After receiving a
'/' prompt from ILS, the user may press <Return>
to keep the language code the same or the useic may
type the new 3-letter mnemonic.

LANGUAGE NAME: ILS displays the name of the language associated with
the code originally typed in above. The user may
press <Return> to retain that name or the user may
type the ew name.

4.17.6.2.4 LANGUAGE - List

Upon entering LIST, ILS displays:

LIST BY CODE OR NAM-: If the user types 'C' (CODE), languages
will be displayed alphabetically by their
3-letter mnemonic. If the user types 'N'
(NAME), languages will be displayed alpha-
betically by their names.

LIST FROM: BEGINNING/ If the user presses <Return>, ILS displays
the language names or codes from the begin-
ning of the list. If the user types any se-
quence of characters, ILS displays the language
names or codes starting at that sequence.

Entries from the Language Dictionary are displayed 7/screen. The user
may browse forward ('F') or backward ('B') in the list to view additional
entries.
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4. 17 .7 PH RAS E

The PHRASE L:37 iunction allows authori:ed users to crea-a new
phrase ts. ;o 'ist or edit the contents o- exj;t n J zatr,,
or to d-a :e entire phrase lists Phrase lists are u:li:zeI i:&ng
Index building and searching.

AvAILAB:., :NFORMATION

1. Overview of Phrase
2. Step by Step Procedure for Phrase

For more HELP, press 1 or 2.

4.17.7.1 PHRASE - Overview

The Phrase List (PWL) is comprised of several lists of multi-word
phrases whose identities are to be maintained during any )eywording process.
It is used in ILS in primarily two activities. In building the Keyword
Index, PWL is used to ensure that the defined phrase in its entirety is
entered into the Keyword Index, even if the phrse contains defined stopwords.
Likewise, when a user enters a term search, PWL is consulted to check for
defined phrases. The individual words of a defined phrase are also entered
into the Keyword Index in the usual manner unless they are in the Stopword
.Dictionary.

Each PWL is associated with a specific language.
Phrase lists may exist only for languages whose language code is
defined in the Language Dictionary. Each language may have one or
more phrase lists associated with it. E.g., there may be two separate
phrase lists (corporate phrases and geographic phrases) defined
for English; there may also be a phrase list defined
for French, and another one for German. All phrase lists associated
with a specific language are sequentially numbered by ILS at the time
of their creation. In order to specify a phrase list, the user
must specify both the associated language and the specific P4L number.
The PHRASE function allows authorired users to create new phrase lists,
to list or edit the contents of existing phrase lists, or to delete
entire phrase lists.

4.17.7.2 PHRASE - Step by Step

When entering PHRASE, ILS asks for which language the user
wishes to use the PHRASE function. After pushing <Return> for
English or entering a valid language name or its 3-letter mnemonic.
the user is then asked to enter the number of the specific phrase
list desired. After the user enters the number of a defined phrase
list, ILS displays the name of the phrase list and then asks the
user which operation he/she wishes to perform. The choices are:

(1) Add (user enters 'a')
(2) Delete (user enters 'd')
(3) Edit (user enters 'a')
(4) List (user enters 'l')
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For more HELP, enter the number of the desired option.
When the user is asked to identify the phrase list number, the

" user may enter "NEW" to int-ate creation o: a new phrase list.
For more HELP on phrase list creation, press (5). :f the user enters an

" undefined phrase list number, !LS alerts the user to that fact
and then ailous the user to create a new phrase list if deg.:ed.

* 4.17.7.2.1 PHRASE - Add

Upon entering ADD, ILS displays:

WORD TO BE ADDED: User types in 'word' to be added

If 'word' already exists in .e specified phrase list. !LS displays:

DUPLICATION: THIS CODE ALREADY EXISTS

!I 'word' does not already exist in the specified phrase list, !LS
adds it to the list, confirms the fact that it has done so, and allows
the user to add another word to the specified phrase list.

4.17.7.2.2 PHRASE - Delete

Upon entering DELETE, ILS asks if the user wishes to delete
all the phrases in the identified phrase list. If the user enters
'Y' for YES, ILS asks if the user is sure. If the user enters
another 'YES', ILS deletes the entire specified phrase list.

If the user does not wish to delete the entire phrase list
and so indicates by typing 'N' for NO, then ILS prompts
the user or each individual word to be deleted from the list.
After the user types a 'word' , ILS displays all entries in the specified
phrase list which match 'word' and asks the user to indicate
by its index # which entry is to be deleted. ILS then deletes
the specified phrase, confirms the fact that it has done so, and
allows the user to delete another phrase from the same phrase list.

4.17.7.2.3 PHRASE - Edit

The EDIT function allows the user to change the name of a specific
phrase list and/or to edit individual entries in the list.

Upon entering EDIT, ILS displays:

EDIT THE LIST NAME? K/ User enters <Return> for NO or 'Y' for YES

If the user enters <Return> for NO. :LS pzcceeds to allou him/her to
edit individual entries. If the user enters 'Y' for YES, -LS then displays:

CiANGE 'name' TO: User enters 'net, name'
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ILS changes the name of the list, informs the user of that fact,
and then allows the user to edit individual entries. If 'new name'
already exists as the name of another phrase list, ILS informs the
user of that fact and allows him/her to enter another 'new name'

:LS displays:

P WORD TO SE EDITED: User types in 'word' to be edited

If 'word' has no matching entries in the specified phrase list, :LSKinforms the user of that fact and prompts for another word. :f there are
matching entries, ILS displays them and asks the user to indicate
by its index # which word the user wishes to edit. ILS then displays:

CHANGE 'word' TO: User enters 'revised word'

ILS confirms the fact that is has changed 'word' to 'revised word'
and then allows the user to edit another entry.

4.17.7.2.4 PHRASE -List

Upon entering LIST, the user is asked if she/he wishes to list
the entire specified phrase list. if the user enters <Return>,
ILS begins to display the entries of the specified phrase list, beginning
with the first entry. If the user enters 'N' for HO, ZLS displays:

LIST SWL FOR: User enters thie word or characters at
which listing should commence. ILS then
lists the entries of the specified phrase
list beginning with the word the user enters.

4.17.7.2.5 PHRASE - Create new list

After entering PHRASE and specifying the language of
the desired list, ILS prompts for phrase list number.
If the user type 'NEW', ILS creates a new phrase
list, automatically assigns its number, and asks the user to
type the name of the list. ILS displays the name and the
assigned number of the list, and then prompts the user to type
in phrases to be added to the new list. As each phrase is entered,
ILr confirms the fact that it has been added and then allows
the user to add another phrase to the list.
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3 4.17.8 SEARCH GROUP

The SEARCH GROUP function allows authorized users to create new
search groups, edit existing search groups, or delete entire search
groups in the Search Group Dictionary. Search groups are involved
in the crea:on and maintenance of the Authority File and the searching
indexes.

AVAILABLE INFORMATION

1. SEARCH GROUPS - Overview
2. SEARCH GROUPS - Step by Step

For more detailed HELP, press the number of the desired option.

4.17.8.1 SEARCH GROUPS - Overview

The Search Group Dictionary consists of a list of library-defined
Search Groups and all bibliographic tags which comprise each Search Group.
This dictionary maintains the Authority File and the searching indexes.
When bibliographic records are added to he Master Bibliographic File (MBS),
the Item Tag Dictionary is consulted to determine to which Search Group(s)
(if any) each tag belongs. Then the Search Group Dictionary is consulted in
order to determine if the data from that tag is authority-controlled and/or
if data from that tag is indexed in the Keyword Index and/or the Divided
Catalog Index. Similar tags are grouped together into defined Search
Groups, e.g., an Author Search Group might consist of any name which
originates in the 100 field, the 400 field, the 700 field, or the 800 field.
Thus, ii a patron does an author search for the name 'Milton', the above
search group definition would have created indexes such that any occurrence
of 'Milton' in tags 100, 400, 700, or 800 would be retrieved.

The SEARCH GROUP function allows authorized users to create new search
groups, edit existing search groups, or delete entire search groups in the
Search Group Dictionary. Decisions about search group definitions are made
at the time of implementation of ILS. Although the Search Group Dictionary
may be modified at a later time, such changes must be executed with care,
since search group definitions determine the contents of the Authority File
and the searching indexes.

:.17.8.2 SEARCH GROUPS - Step by Step

Upon entering SEARCH GROUP, ILS displays:

(DELETE, (E)DIT. OR (LUST SEARCH GROUP: User must enter the first
letter of the desired

,unction.
For more detailed HELP, press the number of the deslred ortion belou.
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if data from the tags in this search group are
to be indexed in the Keyword Index.

WCRD ADJACENCY? NO/ If the user has indicated that data from tags in
this search group are not to be entered into the
Keyword Index, ILS automatically answers NO to
this question and proceeds. If data are to be
entered into the Keyword Index, user enters 'Y' for
YES if information about the position of the word
in the phrase is to be carried in the Keyword Index.
User enters '1V for NO if positional information
is not to be carried in the Keyword Index. This func-
tion is non-operational as of 2/81.

INDEX TERlS? NO/ User enters <Return> for NO if data from tags in this
search group are not to be entered into the Divided
Catalog Index. User enters 'Y' for YES if data are
to be added to the Divided Catalog Index.

For each defined search group, data from tags must be indexed in Keyword
-.4 Index and/or Divided Catalog Index. If the user answers NO to both, ILS

displays an error message and allows the user to re-enter her/his responses.

4.17.8.2.1.2 SEARCH GROUPS - Add tag info

After indexing information has been defined, ILS prompts the user
for specific tag and subfield information. This defines which tags and
subfields are to be included in the specified search group. ILS displays:

TAG: User enters a valid 3-character tag as defined in the Item
Tag Dictionary. ILS displays the name of the tag and pro-
ceeds. If the user enters a tag that is not defined in the
Item Tag Dictionary, ILS informs her/him of that fact and
allows the user to enter another tag.

SUBFIELD CODE: User enters a valid subfield code as defined for the
tag in the Item Tag Dictionary. ILS displays the name
of the subfield and proceeds. If the user enters a

subfield code not defined in the Item Tag Dictionary,
ILS informs the user of that fact and allows her/him
to enter another subfield code.

After a valid tag and subfield have been specified, ILS prompts for
how data in that subfield are to be treated during indexing. ILS displays:

%TOPWORD LIST *: User enters <Return> for none or the number of a de-
fined Stopword List to be applied to the data of this
subfield when it is indexed in the key word index.

PHRASE LIST *: User enters <Return> for none or the number of a defined
Phrase List to be applied to the data of this subfield
unern it is indexed in the key word index.

•n both cases, ILS displays tho name of the list and proceeds. if the user
enters an undefinsA number, :LS informs tha user of that fact and allows
her/hir no enter another number. Stopword List and Phrase List specification
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apply to keyword indexing only. :LS continues:
INITIAL ARTICLE LIST? NO/ User enters <Return) f-or NO or -Z' ±or *!,:5.

This determines whether or nso n:rtio------es
are stripped berore indexong ;.rsn m.Ie
Divided Catalog I-ndex.

STRIP NON-ALPHABETICS? NO User enters <Return> for ' ;, or 7' or '-
This determines w'ne-her nn-t'ae:
strings resulting frEom M:or: a phrase
(e.g. , a date) are to be dosoarded.

SUBFIE-LD INFORMATION OK? ' E5/ User reviews the above ent:ered _ndor-nation
to verify that it is correct. If the user enters '.(' d-or NO. then all
the user-supplied information is erased and the user nay re-enter
required data. If the user enters <Return> for '-ES. :'_S then allows
the user to continue by adding another subf-ield. Af-ter all desired
subfields have been entered, then the user may enter another t.ag to be
included in this search group. When the user has dei-dall tags
and enters <Return> in reponse to a new tag prompt, :IS disp lays:

FILE? User enters 'Y' for YES or 'N' for NO. 'Y' Causes ::s to perm,.a-
nantly store the new search group. The user may then proceed to
create another new search group. I-f the user enters 'N,:I5
erases all of the above entered information and a~lcw4s the user to-
re-enter the data if desired.

4.17.8.2.2 SEARCH GROUPS - DELETE

Upon entering DELETE, IS displays:

SEARCH GROUP: User must enter the number of a valid search group.
Entering a '?' will cause all search gro)ups and their
numbers to be displayed in alphabetical order b)y search
group name; the user can then indicate by its index num-
ber which search group is to be deleted. After the user
has chosen a specod-ic search group, 1LS disvl'avs
a table of information about the search gr =pir veri-
fication purposes. ItS then dls-Plays:

DELETE? NO0/ if the user enters <Return> for NO, :IS ignores t.he delete
transaction and allows the user to specid y another search.
group to be deleted. If the user enters ': or S 1:
deletes that search group from the Search Group D.ctoionary
and allows the user to delete another search group :.r
desired.

4.17.8.2.3 SEARCH GROUPS - EDIT

Upon entering EDIT, ILS displays'

SEARCH GROUP: User enters a valid search group numb er or ''to see
a list of all existing search grouDips iron- hhte uIser
may choose a specific 5e arch gr cup sy:0 ndo~4

.S then d is plays a char t of infornation aba-_itt -

0 su.1 The user may then proceed t o change roh:i~oo - ;-
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add new tags to the search group, edit an existing tag Cadu.> dilete or edit
su bftelds ) or delece a tag trot tn searcon

ror more detailed HZL?, r's h nre he desired ort-on.
I. Search Group Char:

3. Add2 new taco tD se a rch cr c u
£d-t exIst-'nz ta7r7- searcon group

B. Delete a tu rot. the s5earch group
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17.3.2.3. I .FARCH GROUPS - Chart

After specifylng the desired search group in EDIT, :IS dzzplays e::stng
nornation about that search group. For Search Group 41, :zS _islsays:

SEAPR- ?ZD.P NAME: PERSONAL NkAME SEARCH. RU : 
AUTHORITY SEARCH GROUP: YES AUTHORITY CONTRCLLED: YES
INDEX KEYWORDS: YES WORD ADJACENCY: NO INDEX TERMS: YES
NTERACE TYPES SEARCH GROUP T Y PEG

SUBFIELD STRIP INITIAL STOPWORD LIST PHRASE L:ST STR:?
'AG CODE ARTICLES? 4 DESCRIPTION 4 DESCR7PTON NON-ALHAS?

100 a NO NO
10 a NO NO
70C a NO NO

80 a NO NO

-TO 7:.ST L:ST; 'H' TO CHANGE HEADINGS;
NTER 'A' TO ADD TAG; 'E'+TAG,'D'+TAG TO EDIT OR DELETE TAG:

------------------------------------------------------------------------------

The instructions at the bottom of the chart specify the possible actions
a user may take. 'H' allows the user to edit heading information, i.e., the
name of the search group, whether it is an authority search group, etc.
'A' allows the user to add a new tag to the search group. 'E'+tag allows
the user to edit the information about an already existing tag, e.g., adding
another subfield from the tag. 'D'+tag allows the user to delete a articular
tag from the specified search group.

4.17.8.1.3.2 SEARCH GROUPS - Edit heading

2pon en:ering 'H' after display of the Search Group Chart, :iS pr npts
.n _ser :or changes in each of the elements comprising the Chart headings.

:IS dizplays:

SEARCH GROUP NAME: 'present name'/ User enters <Return> to retain
'present name' or enters a ne4 name.

SEARCH GROUP 4: 'number' ILS displays the Search Group _, but :t .s
not modifiable using this -unction.

AUTHOR:TY SEARCH GROUP? 'present value'/ User enters <Return>
CON'TROLLED BY AUTHORITY SEARCH GROUP? 'present value'/ to retain 'present
:NDEX .:. 4O.RDS? 'present value'/ value' or enters
WORD ADJACENCY? 'present value'/ a new value. The
INDEX TERMS? 'present value'/ possible values are

YES' and 'XO'.
-TLE? :f the user enters 'Y' for YES, -LS files the changes the Search

Group Dictionary. If the user enters 'N' for NO, ILS deletes the present
transaztion. :LS then displays the (perhaps updated) Senrch G:cup Chart.
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4.*17.8.2.3_2. S 7EAPZHc GR il2FS -Add tag

Upon entering 'A' :n response to the Search Group Chart, ILS prompts
the user for all information required to add a new tag to the spec-fied
search group. :7S dsplays:

TAG: User enters a valid 3-character tag as defined in the Item Tag
Dictona7y. ILS then displays the name of the tag.

SUBFIELD CODE: User enters a valid subfield code. ILS displays the
name of the subfield.

STOPWORD LIST #: User enters the number of the Stopword List (if any)
against which data from this subfield will be passed
during the indexing process. ILS displays the name
of the Stopword List. If there is no Stopword List,
user enters <Return> to continue.

PHRASE LIST #: User enters the number of the Phrase List (if any)
against which data from this subfield will be passed
during the indexing process. ILS displays the name of
the Phrase List. If there is no Phrase List, user enters
<Return> to continue.

IN:TI-AL ARTICLE LIST? NO/ User enters <Return> for NO if data from this
subfield is not to be run against the
Initial Article List during the indexing
process. User enters 'Y' for YES if data
will be run against the Initial Article List.

STRIP NON-ALPHABETICS? XO/ User enters <Return> for 11O if non-alpha-
betic strings resulting from keyword
indexing are to be entered into the Xeyword
Index. User enters 'Y' for YES if such
strings are to be discarded.

SUBFIELD INFORMATION OK? YES/ If the user enters 'N' for 'NO', ILS erases
all of the above information supplied by the
user and allows the user to re-enter the
data. If the user enters <Return> for YES,

ILS then displays:

FILE? If the user enters 'N' for NO, ILS deletes all the information
supplied above. If the user enters 'Y' for YES, ILS adds the
new tag to the specified search group in the Search Group Dic-
tionary. ILS then displays the updated Search Group Chart.

4.17.8.2.3.4 SEARCH GROUPS - Edit tag

Upon entering 'E'+tag in response to display of the Search Group Chart
for a specified search group, ILS allows the user to edit tags belonging to
that search group. ILS displays;

TAG: 'tag code'/ User enters eReturn> to retain the tag code. 1LS
displays the name of the tao. The user may enter a

1e tag code, but the sub _:eids defined for :.- prev-
:ous tag must also be valid dor :1 a net tag.
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SUBFTELD CODE: User enters the code lor an existingsbfe. L
immediately displays a 'I.The user entars a <Raturn>
to retain the subfield code previously entered.:s
displays the name of the subfield. The user may z:'an j
the code by entering a va.-,d new subileld code.

Now t.hat a specific tag and subfield have been _4danti4fiad, :13 proimpts the
user ror howj data from that subfi'_eld is to be processed.

:LS displays:
ST?~RDLIST *:'present value'/ User enters <Ret'urn> to ret-ain 'pre-

sent value' or enters the number of
another Stopword List. ILS displays the
name of the Stopwotd List.

PHRASE LIST 4: 'Present value'/ User enter <Return> to retain 'Present
value' or enters the number ol another
Phrase List. ILS displays the name ol the
Phrase List.

:XN'71AL ARTICLE LIST APPLIED? 'present value'/ User enters <Return> to k~eep
'present value' or enters a

M.

new value. The two valid

values are '*ZES' and 'NO'.
STR:? NOM-ALPHABTICS? 'present value'/ User enters <Return> to retain the

'present value' or enters a new

value. The tw.o valid values are
'YES' and 'NO'.

After the above information has been entered, LS asks:

TILE? If the user enters 'Y' for YES, ILS files the above information
into the Search Group Dictionary. I the ser enters 'N' for
NO, ILS deletes the above transactions and allows .he user to
me-enter the information if desired.

4.17.8.2.3.5 SEARCH GROUPS-Del tag

Upon entering 'D'+tag in response to the Search Group Chart, :S
displays:

DELETE TAG: 'tag number' a'tag name' LS displays the nunber
ana name of the stpec ied
tag Por verIaecation purposes.

ARE YOU SURE? MO/ If the user enters <Return> for NO. :LS cnotes

the transaction and displays ti Search Grcuo
Chart again. if the user enters 'e' or YES,

ILS deletes that tag from the Search Group and
displays the updated Search Group Chart.

4. ... SEARCH GROUPS- LIST

'Jpcn ent rinh LIST, :Ls displays the names ofi al e-.z oinoer tch
Grous pn alphabetical order. along with their Searh Gr:.p 4sar d :-S

- . di-111 s
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index #Is. The index i s sinplv a riuIer-,c sellenit-al number t.hat Z:o-
Fvides the user an~ alter.v Lav o:- 4ent:.:yin a s pec:_::-c 7ea:ch fZ'I

in sav e a. o~ t le e a: t ,
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4.17.9 STOPWORD

The STOPWORD function allows authorized users to create new stopword
lists, to list or edit the contents of existing stopuord 'isz, or to
delete entire stopuord lists. Stopword lists are utilized ;n :LS during
the creatlon and searching of the searchng indexes.

AVAILABLE ""FORMAT:oM

1. Overview of Stopword

2. Step by Step Procedure for Stopword

For more HELP, press 1 or 2.

4. 17.9.1 STOPWORD - Overview

The Stopword List is comprised of several lists of defined words or
phrases to be ignored during ILS processing of user, patron, or biblio-
graphic input. Stopwords in general are common high-frequency words
which in themselves carry little meaning, e.g., the words "and,", "for,"
or " r." aid are therefore not useful as searching terms. The Stopword
List is used in ILS in primarily two activities. in building the Keyword
index, the Stopword List is consulted in order to eliminate the keywording
of defined stopwords.

Every Stopword List is associated with a specific language.
Stopword lists may exist only for languages whose language code is
defined in the Language Dictionary. Each language may have one or
more stopword lists associated with it. E.g., there maybe three separate
stopuord lists (common words, abbreviations, and geographic terms) defined
for English; there may also be a stopword list of common words defined
for French, and another one for German. All stopword lists associated
L:th a specific language are sequentially numbered by 11S at the time of
th-ir creation. In order to specify a specific stopword list, the user
must specify both the associated language and the specafic S L numbar.

The STOPOPD function allows authorized users to create new stopLord
lists. to list or edit the contents of existing stopword !.sts, or

. to del!te entire stopuord lists.

4.17.9.2 STOPUORD.- Step by Step

When entering STOPWORD, ILS asks for which language the user
wishes to use the STOPWORD function. After pushing <Return> for
English or entering a valid language name or its 3-letter mnemonic,
the user is then asked to enter the number of the specific stopword
list desired. After the user enters the number of a defined stopword
list, ILS displave the name of the stopword list and th~n asks the
user which operation he/she wishes to perform. The choices are:

(1) Add (user enters 'a')
(2) Delete (user enters 'd')
(3) Edit (user enters 'e')
' 4 ) List (use: enters '1'

For more HELP, enter the number of the desired cntion.
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When the user is asked to :dentify the stopword list number, the
user may enter "NEW to r- tIa e creaZon of a new stopword lIst.
For more HELP on sto-ord list crea::o . oress -[) If the user enters an
undefined sorword list nunt er, 1L- alezts the user to that fact

, - and then allows the user to create a new stopword list if des-red.

4.17.9.2.1 STOP1ORD - Add

Upon enter:ng A D :lS displays:

WORD TO BE ADDED: User t,.pes in 'word' to be added

If 'word' already exists :n the specified stopword list, ILS displays:

DUPLICATION: TH:S CODE ALREADY EXISTS

If 'word' does not already exist in the specified stopword list, ILS
adds it to the list, confirms the fact that it has done so, and allows
the user to add another word to the specified stopword list.

4.17.9.2.2 STOPWORD - Delete

Upon entering DELETE, ILS asks if the user wishes to delete
all the words in the identified stopword list. If the user enters
'Y' for YES, ILS asks if the user is sure. If the user enters
another 'YES', ILS deletes the entire specified stopword list.

If the user does not wish to delete the entire stopword list,
and so indicates by typing 'H' for NO, then ILS prompts
the user for each individual word to be deleted from the list.
After the user types a word, ILS displays all entries in the specified
stopword list which match the word and asks the user to indicate
by its index * which word is to be deleted. ILS then deletes
the specified word, confirms the fact that it has done so, and
allows the user to delete another word from the same stopword list.

4.17.9.2.3 STOPWORD - Edit

The EDIT function allows the user to change the name of a specific
stopword list and/or to edit individual entries in the list.

Upon entering EDIT, ILS displays:

EDIT THE LIST NAIE? N/ User enters <Return> for NO or 'Y' for YES

:f the user enters <Return> for NO, ILS proceeds to allow him/her to
edot ondovodual entries. If the user enters 'Y' for YES. ILS then displays:

CHANGE 'name' TO: User enters 'new name'

:L chan;es the nane of the list. informf the user of that fact.
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and then allows the user to edit individual entries. :f 'new name-
already exists as the name of another stopword list, :LS in-orms the
user of that fact and allows him/her to enter another 'new name'.

1LS displays:

WORD TO BE EDITED: User types in 'word' to be edAt-d

If '4or' has no matching entries in the specified stopword list, :S

informs the user of that fact and prompts for another word. - there are
matching entries, ILS displays them and asks the user to :ndicate
by its index # which word the user wishes to edit. 1LS then displays:

CHANGE 'word' TO: User enters 'revised word'

ILS confirms the fact that is has changed 'word' to 'revised word'
and then allows the user to edit another entry.

4.17.9.2.4 STOPWORD -List

Upon entering LIST, the user is asked if she/he wishes to list

the entire specified stopword list. If the user enters <Return>,
ILS begins to display the entries of the specified stopword list, beginning
with the first entry. If the user enters 'N' for NO, ILS displays:

LIST SWL FOR: User enters the word or characters at
which listing should commence. 1LS tnA.;

lists the entries of the specified stopword
list beginning with the word the user entered.

4.17.9.2.5 STOPWORD - Create new list

After entering STOPWORD and specifying the language of
the desired list, ILS prompts for stopword list number.
If the user type 'NEW' . ILS creates a new stopword
list, automatically assigns its number, and asks the user to
type the name of the list. 1LS displays the name and the
assigned number of the list, and then prompts the user to type
in words to be added to the new list. As each word is entered,
XIS confirms the fact that it has been added and then allows
the user to add another word to the list.

i-5
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4. 17. 10 SYNONYM

The function SYNONYM allows authoried users to add, delete, edit

or list words in the Synonym Dictionary. The Synonym Dictionary serves
* as an aid in catalog searching to suggest additional or alternative searching

terms to the user.

AVAILABLE INFORMATION

1. Overview of Synonym
2. Step by Step Procedures for Synonym

.or additional HELP, press I or Z.

4.17.10.1 SYNONYM - Overview

The Synonym Dictionary is a list of defined synonyms for any given
word, phrase, or abbreviation. The Synonym Dictionary may be viewed by the
patron to suggest additional or alternative search terms. The file is
not accessed automatically in the search process, but is intended as a
user aid only.

The function SYNONYM is used to add, delete, edit or list words in the
Synonym Dictionary. An entry in the Synonym Dictionary consists of a root
word its list of synonyms. Each word in the list of synonyms is automatically
displayed as a synonym of the root word and, similarly, the root word is
automatically displaye. as a synonym for each of the words in its synonym
list. However, words within a given list of synonyms are not displayed
as synonyms for each other unless so defined explicitly.

For example,

Root Word List of Synonyms

children boys,brats,girls,kidstots
boys brats,males
girls females

The synonyms displayed for children are: boys,bratsgirls,kids,tots.
The synonyms displayed for boys are: brats,children,boys.
The synonyms displayed for girls are: children,females.
The synonyms displayed for kids are: children.
The synonyms displayed for tots are: children.

4.17.1^1.2 SYNONYM - Step by Step

When entering SYNONYM. ILS asks which operation the user
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wishes to perform. The choices are:

1) Add (user enters 'a')
(2) Delete (user enters 'd')
(3) £dit (user enters 'e')
4) List (user enters '1')

"or more HELP, enter the number of the desired option.

4.17.10.2.1 SYNONYM - Add

Upon entering ADD, ILS displays:

WORD TO BE ADDED TO SYNONYM LIST: User types !n 'word' to
be added

If the word does not already exist in the Synonym Dictionary, :LS
next asks the user to type in a synonym. After :LS confrrms that
it has accepted that synonym, ILS then asks the user to type in
another synonym. The user may add as many synonyms as necessary by this
procedure.

If the word already exists in the Synonym Dictionary, :LS informs
the user of that fact, lists all the existing synonyms for that word, and
then allows the user to enter additional synonyms for that word accord-ing
to the procedure in the preceding paragraph.

4.17.1 .2.2 SYNONYM - Delete

Upon entering DELETE, ILS displays:

WORD TO BE DELETED: User types in 'word' to be deleted

ILS then displays all matching entries from the Synonym Dictionary and asks
the user to choose the desired entry by its index 4. After the user has
entered the index *, ILS displays all synonyms associated with the word
and asks if the user wants to delete the entire list of synonyms assoclated
with that word.

DELETE WHOLE LIST OF SYNONYMS FOR 'word'? Y/

If the user responds with <Return> or 'Y' for yes, ::S deletes a_-i
synonyms associated with the word and informs the user od that dact. :f
all synonyms associated with the word have been deleted. then tat word
itself is no longer in the Synonym Dictionary.

:f the user responds 'N' for 1o, th2n :LS asks the _ier to speriE'
by its ::dex * which specific synonym the user wishes to Aee .3 e user
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deletes a specific synonym, !LS confirms that it has been deleted and then
allows the user to delete another synonym from the list. As lona as there
is at least one synonym associated u;th the word, the word and its
synonym remain in the Synonym Dicoonary; :5 the user deletes the last
remaining synonym, then both the word and its synonym are deleted from
the Synonym Dictionary.

4.17.10.2.3 SYNONYn-Edit

Upon entering EDIT. :LS displays:

WORD TO BE EDITED CR REVISED: User types in 'word'

ILS then displays all matching entries in the Synonym Dictionary and
asks the user to choose the desired entry by its index U After the
user has entered the index 4. !LS asks her/him to type in the revised
form of the word.

CHANGE 'word' TO: User types in 'revised word'

After the user enters the 'revised word', 155 displays all
synonyms associated with 'word' and asks if the user wishes to edit the whole
list of synonyms for 'word'. If the user enters <Return) or 'Y' for Yes,
then all of the synonyms previously associated with 'word' now become
associated with 'revised word', and 'word' is deleted from the Synonym Dic-
tionary. If the user enters 'N' for No, then I55 asks the user to specify
by its index # which specific synonym she/he wishes to be associated with
'revi~sed word'. Both 'word' and 'revised word' remain in the Synonym Dic--

* . tionary as long as at least one synonym remains associated with each.
if 'revised word' is already defined as a synonym for 'word', 155

informs the user of that fact and asks if the user Aants to continue with the
change. If the user enters 'N' for No, 155 disregards the transaction and
asks for another word to be edited. If the user enters 'Y' for Yes. then
the 'revised word' becones the root word, all entries in the synonym
list become associated with it, and 'word' is deleted from the Synonym

BE - 118-
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4.17.10.2.4 SYNONYM - List

Upon entering LIST, ILS d-splays:

DISPLAY SYNONYM LIZT FOR: User types 'word'

ILS then displays all match:ng entries in the Synonym D:ctionary and

asks the user to choose the desired entry by its index 4. A ter

entering the index #, 1LS then displays the list of synonyms associated
with the word. If there are no matching entries in the Synonym Dictionary,

:LS informs the user of that fact and prompts the user to en-er another
word.

Z
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4.18 CATALOG REVIEW

4.18.1 CATALOG REVIEW

The CATALOG REVIEW procedure allows authorized users to review bibliographic
records added directly to the Master Bibliographic File by the PROCESS OCLC
TAPE function.

AVAILABLE INFORMATION

1. Overview of Catalog Review

2. Step by Step Procedures for Catalog Review

Please enter the number of the type of information you desire:

li"4.18.2 CR Overview

,*@ CATALOG RE'IEW is a process by which a librarian may review the bibliographic

* -[ records added directly to the Master Bibliographic File by the PROCESS OCLC

TAPE function. All such records will have been fully entered in the MBF and
-indexed for searching through the online catalog; the librarian uses the

CATALOG R.EVIEW function to verify that the bibliographic information is
accurate and to approve correct records or edit invalid data.

4.18.3 CR Step By Step

CATALOG REVIEW consists of these steps:

1 1 . IDENT7FY REVIEW DATE - Identify which records you want to review
-.based on the date they were added to the file.

Then choose one of the following options:

2. DELETE REVIEW FILE ENTRIES - Delete the review file for a particular
date, if all records are correct and need no further review.

3. REVIEW NEW BIBLIOGRAPHIC RECORDS - Review all bibliographic records
added on the chosen date.

4. REVIEW DUPLICATE BIBLIOGRAPHIC RECORDS - Review added records which
duplicated records already present in the Master Bibliographic File.

For more HELP enter the number of the desired option.

4 8. S3. 1 CR Identify review date
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The first step in performing CATALOG REVIEW ,s to ....e dat
to be reviewed. ILS will promot "DATE cause AL 4- Lr.z the
:ares on uhih bibliograph:c records uere loaded o ARC .a ,n the
Z.ollowng fomat:

i:(DE:< DATE RECORZS
1 07/2 /81 51

1 07/ZZ/s 1 31

The user enters the index number of the date to b"e re,.',eueo; then :LS
will display details of the records loaded on that day, as follo1s:

CATEGORY TOTAL APPROVED REIN:NG
NE14 BIB REC 51 0 51
DUP BIB REC 0 0 0
TOTAL 51 0 31

4. 1. 3.2 CR Delete review file entries

This step allows you to clear out the review file for a part:cular date If
no more review is required. The associated biblograFhic records remain _n
the 1BF and indexes, but will no longer be 2isted in CATALOG 77:E-... as needing
review. Use this option when you are satisfied that the newly-added reccods
are accurate.

ILS will prompt: User should enter:

DELETE ALL ENTRIES FOR (DATE) 'Y'es to delete the re.iew file
FROM THE REVIEW FILE ? N/ when review is conpleze

Carriage return or '-'o to retain
the re-z'a fle for urt!her use

4.18.3.2 CR Review new records

If the user chooses to review new records added on the chosen date. ::S will
beg-n to display the records one at a time, -n the order in -hish they were
loaded from tape. Each record is displayed in a MARC format, and the reviewer
Is given the option to edit, approve, or view the next recrd:

OPTONS - E)DIT, A)PPROVE, OR N)EXT? N/

To EDIT. the reviewer mus' answer E to -. is question, then identzfy the tag and
subfield to be changed an enter the , cection. The edited record can then be
filed and approved. To APPROVE the rec ri, the reviewer enters A at this point
to indicate that the record is correct and needs no further review. To see the
EX"E.T record without approving or editing th" current one, the revaeer enters
carroage return or N to this question.

*%. [LS keeps a running total of the records approved. ani at each ,' .e'zen
serroon I Splays only the recors h :h W. Iee rve i.e., h

not been aopro':) .
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4.183. 4  C?. Review. duplicate records

* :j :LS de termires that a new bibliographic record duplicates one already

presenlt in 1:ne MBF, the new record rep'-aces the old one and both ray be v-cwed
through C~AACG REVIEW. For each duplicate pair, ILS displays the r,n bers o4

the -ags which were :-dent-,cal and those which were present -,- one record but:
not the otnier. 1LS also disvlays the tags which were present in both records

but whose data were di--':erent.

Aftet ,iewing this summary o-- the dujplication, the reviewer chocses one o tChe

OPTIONS - V):-'-W, R)ECOVER, A)PPRCVE, OR N)EXT? X1

*VIEW allows the reviewer to look: at the Eull record in the MBF (the "new"
reod) or, nthe 'eiwYl the "old" record). RECOVER lets the reviewer

retrieve tlie dat a frm- the old reco)rd: the replaced tags only, the deleted
i:.a.s only. o he whole reco)rd. APPROVE indicates that the renlac cccn is

correct, and the old record is deleted. NEXT displays the next du:'icace pair.
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19 AUHORITY IAINTENANCE

T -e A'-H0R!7 MAXTEXANCE functions allow authorized users :o update onlihe the
.S au:-or-:t fi.e and associated bibliographic records.

AVAILABLE INFORMATION

1. AM Overview

2. AM Options

3. AM Special Features

For more information, enter the appropriate number.

-. 1.2 AM Overview

-he A'THORI-TY MAINTENANCE functions update the authority file uhich suppcrs
online catalog searching. Using this feature, a librarian may edit an
authority record, merge an invalid authority record into a valiL record, and

maintain cross-references. Affected bibliographic records are updated
inmediatelv.

.or a more detailed description of AUTHORITY MAINTE4ANCE, enter F to see
AM options.

S. ?. 3 AM Options

9'-r are three options available through AUTHORITY MAINT{NACE:

.IT AUTHORITY RECORD - to change the tex: of an authr::.
heading or to add/edit notes.

2. MERGj AUTHORITY RECORDS - to replace an :nvalid auzhcr:Z, record
hy a valid one theoughout the catalog.

3. CROSS-REFERENCE ADD/DEYLTE - to create or delete a Cee or See Also
reference to an exis ing authority record.

For a detailed description, enter the appropriate numzer.

.17. . AM, Edit authority record

T*7 7- A'3-'OR:TU R
"

ECORD option allcWs a l~brrs t ."-is-. -- ..
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an existing a&.thcr:7.y record, or -o add or edit notes or other noracn,

by fo-lo:on these ste:s

-pc - .. ~..~c~ce ether the ecrtr

edoted is a perscna name, topical subhect, eoc.

Z Z. NFY THE D Z 1 R R CFD - enter the author1ty as known and
select from_ the appropriate index. ILS will display t2.e ull
authority record once selected.

3. ENTER UPDATED !NFORMAT:ON - identify tag to be changed or added,
and enter correct data.

NOTE: Crcss-references may not be changed using this option; use ES-P.FEnENCE
ADD/DELETE.

".19.3.Z AM .erae authority records

The E AUTHCP:TY RECORDS option replaces an invalid authority record with
a valid authority. All associated bibliographic records are changed to show
the valid authority term. This option involves four steps:

1. IDENTIFY THE AUTHORITY TYPE - indicate whether the invalid record
is a personal name, topical subject, etc.

2. IDENTIFY THE INVALID RECORD - search for the term to be changed and
select the appropriate record from the index.

3. IDENTIFY THE VALID RECORD - search for the term to replace the invalid
record, and select -he record from the index.

4. ESTABLISH CROSS--REFERENCE - the invalid record may be kept as a See
reference to the valid record, if desired, or it may be deleted entirely.

.. 19.3. 3 A- Add/delete cross-references

The CROSS-P-EFERENCE ADD/DELETE function consists of three options:

1. ADD SEE REFERENCE - identify the valid authority record and
enter one or more "invalid" entries to point to it.

2. ADD SEE ALSO REFERENCE - identify a valid aut'.ority record,
then identify other valid authority(ies) to which it points.
See Also From entries are created automatically.

3. CELETE CROSS REFERENCE - identify an authority record and
indicnte which of ots reference "links is to be deleted.
Ccrresponding See Also From reference in the other record
4:!be eletr-d automatocally; a term which is a See to an

record ".oll be deleted.
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edi: o-4 an aurthoz-,ty record will generate transact--ans t:o urdate each
-- bibliographic record which uses that authority heading. the heading :'s

a commonyI -sed one, it may take some time fior all b--blograchic reccrds to
-e changed.
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5 CATALOG ACCESS SUBSYSTEM

The Catalog Access Subsystem :s the :LS online catalog. it allows users to
search the Master Bibliographic File using a number of different search types.
There are 7 different options :n the CATALOG ACCESS SUBSYSTEM (CAS):

1. ES = ENTER SEARCH 5. OS = OTHER SEARCHES
2. AU = AUTHOR SEARCH 6. TM = TERM SEARCH
3. T: = TITLE SEARCH 7. GF = GENERAL FUNCTONS
4. SU = SUBJECT SEARCH

For more information about any of these options
select the number of the option desired.

5.1 :NTRODUCTIO TO SEARCHING

To search the ILS online catalog you must first identify the type of search
you wish to perform. For instance, if you want items by a given author, choose
the AUTHOR search; if you know the title of the desired item, choose TITLE
search; if you want all items on a given subject, choose SUBJECT search; to
search for items containing a given word or phrase, choose the ENTER A TERM
search by typing in the word you are interested in; or to try other kinds of
searches, choose OTHER searches.

For more information about any of these searches, choose the appropriate
number below or enter a / to resume searching. For more general information
about searchong, press RETURN.

i. AU-HOR ZEARCH . OTHER SEAPRCHES
2. T:TLE SEARCH 5. EN(TER A TERM

. 3. SUBJECT SEARCH

SEAPCH:NG CO:t1ANDS - These comm;.nds car. be used at any time to end a search,
back up or start a new searc,. iollow each command by pressing RETURN.

/ to end your current search and allow you to start a new search.
- to take you back to the previous display.
- to get brief instructions
- to move FORWLARD through a list when rMORE) is displayed.

" - to move BACViw;Rz through a ist.

/AU -to start an A'H' search /OS - to select one of the OTHER searches
6 /7: to start a T:TLE serzh /TM - to start a TERM search

,5- to start a S'1:ZCT search

- " st : '. ccninin7 a commnand and ' our search tern. For cxan.ie,
C-:- l . .. or 1,'U= ackson to start z. searo!.
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Now enter a /to resume searching or enter ? for other inf-ormation.

5.2 AUTHOR SEARCH

To search by author, enter as much of the name as you know -". "ae

i7

the-biank-s" area provided. 1LS will then display a list of authors =rom the
index. sta/:tng with the name or partial name which you entered. ',he name
is not in the index at all, ILS will still display names -ollowing it.
For example:

LAST NAME FIRST NAME MIDDLE NAME
ANDERSEN

ILS will display author names, beginning with ANDERSEN. Choose the
desired author by its REF number to see a list of items in the catalog
by that author.

Enter a / to resume searching or /ES for more information on searching or
ask a librarian.

5.3 TITLE SEARCH

To search by title, enter as much of the title as you know in the blank area
provided. ILS will then display a list of titles from the index, startin-
with the title or partial title which you entered. If the title you entered
is not in the index at all, ILS will still display titles following it.
For example:

ENTER TITLE: FIRE

ILS will display titles, beginning with FIRE. To scan through the list of
titles, you may enter F to go FORWARD in the list, or 3 to go BACK. To see

S-. a more complete listing for a title, enter its REF number.

IF YOU ARE UNSURE OF THE CORRECT TITLE YOU MAY ENTER ONLY THE FIRST WORD.

!F YOU REMEMBER ONLY ONE WORD OF THE TITLE YOU MAY WISH TO DO A TERM SZAFCH.

Enter / to resume searching or /ES for more information or ask a librarian

5.4 SUBJECT SEARCH

9 - To search by subject, enter a single word in the blank area. YOU DO NOT HAVE
TO ENTER A COMPLETE WORD. ILS will then display a list o- words from the
index, starting with the word or partial word which you entered. If the word
you entered is not in the index, ILS will still display words lollcwno ,t.
For example:

ENTER A WORD: POLITICS
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ILS will display words, starting with POLITICS. If you entered POLI the list
would have begun earlier in the alphabet, perhaps with POLICY or POLITICAL,
terms you would have missed otherwise. Find the word in the list which
interests you and press its REF number. ILS will display all SUBJECT HEADNGS
which contain that word. Again, press the REF number for the subject which
interests you. ILS may list items in the catalog or further subdivisions fEcr
the sub3ect heading with REF numbers.

Enter / to resume searching or RETURN for more information.
EXAMPLE OF SUBJECT SUBDIVISION DISPLAY

REF TITLES SUBJECT

RI 12 World politics
R2 5 - 1939-1945
R3 7 - 1945-
R4 3 - Addresses, essays, lectures

-,- In this case you can enter REF number 1 to see all items with the subject
heading World Politics regardless of subdivisions or enter 2, 3, or 4 to
see items with specific subdivisions.

Enter / to resume searching or /ES for more information on searching or
ask a librarian.

5.5 OTHER SEARCHES

If you wish to search by an ORGANIZATION NAME (such as the American Medical
Association) or a MEETING NAME (such as the European Computer Congress) or
if you are looking for a specific item and you know its exact title, call
number or other identifying number, you may wish to choose one of the
OTHER SEARCHES.

1. TITLE KEY 5. CALL NUMBER
2. SERIES AUTHOR 6. CORPORATE NAME
3. OCLC NUMBER 7. CONFERENCE NAME

• 4. ISSN/ISBN

*.,' For more infor.'.ation on any search, press its number.

Enter a / to resume searching, /ES for more information about searching or
ask a librarian.

5.5.1 TITLE KEY SEARCH

. TITLE: The (pol)itics (of) (emerging (n)ations.
TITLE KErY: polofemn

A title 7:ey is a quick way to find an item when you are sure cf :ts t:tle

A 3,2.2, 1 :tle ;.ey s made up of the first 3 characters cEf te f rrt
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first 2 characters of the second, the first 2 characters o4f the third, and th
first character of the fourth word in the title of a b ook or maga::ne. Ar7-cl
(a, an, the) as a FIRST word are ignored.
To SEARCH - type the title Xey for the desired item. You do not need to entar
complete 3. 2 ,I key or enter the commas. I:n the example above , you could zin
the item with all o- these title keys: p oIofEe m 0 1 ofe a l .31 ot
but the more letters you enter, the better your chances o f'Indin5 only -he
desired item.

Enter / to resume searching, /ES for more general inforation, fo
information about other searchss. or ask a librarian.

5.5.2 SERIES SEARCH

often a publisher or other organization will issue a SERIES of- books on a
single topic. Al11 books in the series will share a common series nsnme suchm
as 'Addison-Wesley Series in Physics' or 'Conference Board Report.'

To search, enter as much of the series name as you know in the blank area
provided. ILS will then display a list of titles from the index, all' from
series which match your entry. For example:

ENTER SERIES: WEST

:LS will display titles from series beginning with 'WEST', e.g. 'West Legal
Reports' and evei- 'Western Towns Travel Series.'

IF YOU ARE UNSURE OF THE SERIES NAME YOU MAY ENTER ONLY THE FIRST WORD.
IF YOU REMEMBER ONLY ONE WORD IN THE SERIES YOU MAY WISH TO :0 A TERM SEARCH.

Enter /to resume searching or /ES for more information or ask a librarian

5.5.3 OCLC NUMBER SEARCH

Many libraries catalog their materials through a comput.er systemn ;knc-.m as
* ~OCLC, Inc. Any catalog information created in OCLC is assigned~ a .-. e

number.

To search by OCLC number, type the number and RETURN. If there is no item
in the catalog with that exact number, ILS will display

'NO MATCH OF THIS ENTRY, RETURN TO CONTINUE'

If a match is found, a brief author-title listing will be displayed.

Enter /to resume searching
/ES for more general information
T lor information on some of the other searches possi'ble

1
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5.5.4 :SBN/ISSH SEARCH

The TSSM and ISBN are numbers which are assigned to books (ISEN) and
magazines (:SSN). The number is a code which identifies both the
publisher and the specific item.

To search by ISBN or ISSN number, type the number and RETURN. If there
is no item in the catalog with that exact number, ILS will display:

'NO MATCH OF THIS ENTRY, RETURN TO CONTINUE'

If a match is found, a brief author-title listing will be displayed.

Enter / to resume searching
/ES for more general information
T for information on some of the other searches possible

5.5.5 CALL NUMBER SEARCH

The call number of any library material is used both to show location and to
arrange items by subject. A call number search can bring together a list of
items which have the same subject matter and are shelved near each other.

To search, type the number or a portion of the number and press RETURN.
For example:

ENTER CALL NUMBER: 21

A brief author-title listing will be displayed for any items with a call
number beginning with 21: 21.A2 Q11.3.B7 2127.G6

Enter / to resume searching
/ES for more general information
T for information on some of the other searches possible

5.5.6 ORGANIZATION NAME SEARCH

Books are sometimes sponsored by an organization. To search by organization
name. enter as much of the name as you know in the blank. 1LS will then display
a list of organizatcions from the index, starting with the name or partial name
which you entered. If the name you entered is not in the index at all, :7S will
still display names following it in the alphabet. For example:

ENT.R T:T1: PEACE

*1•S tu-ill disol y n.s. ... t. To see the items spoznsored by
an orcanizat-on, select the AL? nurtber next to it. To scan tnrough the list
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or names, you may enter F to go FORWARD in the list, or 3 to o BAC.

-= .OU .E UXS'J E OF THE CORRECT NAME YOU MAY E i:TER ONLY 7 : RD
FYOU RE1EER ONLY ONE WORD FROM THE NAME YOU MAY WISH To TEM SEARCH.

Enter / to resume searching, /ES for more general informazion,
-nrormnaton about other searches, or ask a libraran.

3.5.7 iEETfl<3 NAME SEARCH

Books are sometimes a report on a meeting. To search by meeting name, enter
as much of the name as you know in the blank. 1LS will then display a list
of meeting names from the index, starting with the name or partial name which
you entered. If the name you entered is not in the index at all, :LS will
stil dsplay following it in the alphabet. For example:

NTER TITLE: FREEDOM

:LS will display names, beginning with FREEDOM. To see the items select the
REF number next to the meeting in which you are interested.

-F YOU ARE UNSURE OF THE CORRECT NAME YOU MAY ENTER ONLY THE FIRST WORD.

-F YOU REMEMBER ONLY ONE WORD FROM THE NAME YOU MAY WISH TO DO A TERM SEARCH.

Enter / to resume searching, /ES for more general information, T for
information about other searches, or ask a librarian.

5.6 TERM SEARCH

The TERM search allows you to look for a word in the indexes, whether it
azrears in a subject, a title or as an author.

7UhTER TERM: FREUD

115 will display the index, starting at FREUD or, if FREUD is not listed,
starting with the closest match. Choose the desired word by entering the
REF number and pressing RETURN. ILS will then list how many times the word
has been used as an AUTHOR, or in a TITLE or how many SUBJECTS contain the
word. _nter the REF number of the catagory that you are interesad in. You
ma;, for example, press the REF number for AUTHOR and see a list of items
written by FREUD then enter - to go back in your search and press the REF
number for FREUD in SUBJECTS.

Enter / to resume searching or /ES for more information on searchina
or ask a librarian.
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6 CIRCULATION SUBSYSTEM

6. 1 Cs INTRODUCTICN

The Circulation Subsystem is the part of 1LS which maintains the location
and disposition (information related to the status and patron zesponsibli:y)
of all items ,n the collection.

INFORMATION AVAILABLE

() Options cf the Circulation Subsystem

(2) Overview of the Circulation Subsystem

(3) Special Features of the Circulation Subsystem

(4) Glossary of terms used in the 1LS System

Select the number of the option desired:

6.1 .1 Circulation Subsystem Options

There are 23 different options in the CIRCULATION SUBSYSTEM (CS). They are:

1. CA = CART SYSTEM 13. PR = PATRON REGISTRATION
2. CX EXPENDIBLE ITEM 14. PS = PATRON STATUS
3. CI = CHECK IN ITEMS 15. PU = PULL
4. CO = CHECK ITEMS OUT 16. RC = RECALL
5. IL = INTERLIBRARY LOAN 17. RE = RENEW
6 IS =7TE1 STATUS 18. RI = RECEIPT CHECK IN
7. ME = MESSAGES (PATRONS/ITEMS) 19. RV = RESERVE
8. NO MAIL OUT ITEM*S 20.. S| = SHELF
9. N = NOTIFY RESERVE 21. SS = SET STATUS

- 10. PA = PATRON ACTIVITY 22. VE = VERIFY
11. PD = PATRON DELETE 23. GF = GENERAL FUNCTIONS

12. PP PRINT PULL SLIPS

For more information about any of these options select the number of the option
desired or press F to FORWARD to CS OVERVIEW.

6.1.2 Circulation Subsystem Overview

The Circultttir. Su.'bsyste-m is composed o _ 23 circulation-related options and

6 ceneral £ur.:zro opzicns which may be used in other subsystems as well
All of these are orcaized wslhsn the hELP System in the same seneral
:scrmat os :Ctu5
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(11 an overview of that option

"2) step by step procedures for -:a: cton

(3) a special features section for that on

UFor more information on any specific option:
. Press 3 to go BACKWARDS to CS OPTICn(S, or

F to go FORWARDS to CS SPECIAL FEATURES, or
T to return to the top of this discussion.

6-1.3 Circulation Subsystem Special Features

ILS has several special features which the user needs to know to usethe system effectively. Special Features used in the Ciroulation Subsystem

have been divided into two separate discussions. They are:

(1) General Concepts

(2) Special Function Keys

Users should be aware of these general concepts and special function keys
since they are used throughout ILS.

Enter the number of the discussion you wish to read more about, or

Press * to FORWARD to the Glossary, or

B to BACKUP to CS Overview, or
T to TRAVEL to the Circulation Subsystem top paragranh.

Several GENERAL CONCEPTS are useful throughout the subsystems of the :Is.
These include general commands such as:

D(isplay) -- for displaying the full record of an entry
. F(orward) -- for moving forward through Item and Patron Lists

. . 3(ackup) -- for moving backwards through Item and Patron L:sts

Some keys have special meanings, such as:

-- for combining two instructions into one step

/ -- for exiting out of a subsystem and into another or

going to another activity within a subsystem

The function keys are useful for accessing HELP, for abbra';iated FYoruard)
and B(ackup) commands, and other things.

See relevant parts of the chapter GEXERAL FUNCTIONS for mote informaton.
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4 6.2 CAST . Y T

CART SZTEZ7 enahles users to define carts, book trucks, and other places within
,"e lizraiy, as alnermate 1ccat:;n cor -tems. This feature also permits the
user to maintain and odate the current status of these alternate locations
so that the location of the items stored on them is kept accurate.

AVAILABLE iNFORATION

1. Overview of Cart System

2. Step by Step Procedures for Cart System

3. Special Featvres of Cart System

Please enter the number of the type of information you desire:

6.2.1 CA Overview

CART SYSTEM permits ilbrary staff to identify book trucks and carts as
temporary storage locations for items which have been checked in and are
awaiting shelving. in CART SYSTEM, users may name carts, define their location,
change their location, and erase and add items which are queued upon them
awaiting shelving. Through the use of this feature, users may know the physical
location of any available item in the library that is not on the shelf.
During periods of high volume circulation, this feature can be of great value
to both users and staff.

6.2.2 CA Step 2y Step

To initiate any of the CART SYSTEM functions the user must enter /CA in
response to the ILS prompt COMMAND. ILS will respond with:

CART SYSTEM To display all the available options,
OPT:ON: enter a ? and a return.

CART OPTIONS:

1 1) P PRESENT CART BEING LOADED 5) L LIST ALL DEFINED CARTS
2) A ADD NEW CART 6) R RESET CART.. .ERASE ITEMS IN CART

. 3) D DELETE EMPTY CART 7) S SHELVING CART
4) E EDIT EXISTING CART 8) T TEMPORARY

For further infcrmation, select the number for the desired discussion.

6.2.2.1 CA Present Cart Being Loaded

To check in items in CART SYSTEM, type P in response to the Cart prompt OPTIO:.
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walnext prompt for CART NME: Enter either the namea o-- the ca:- to be
used wa-th CXrNC } - :r a ? an-d a ret--rn

7 as encored. all defined carts will be lasted and :IS .zaM as,: '.H:CH ONE;
* sers nay thn dentify them by the cart's id"- ::IS al da.splay the- select ed

cart's nenumber and location as shown below.

-- a theser anrstead enters the cart name directly, 1-eg. Zanly) plyZ

OPTION: PRESENT CART
CART C-ARTIQOS NAME: SANDY
ARE- YOU SURE7? NO/ CY)

NOTE: ': causes 715 to display: REPLACE: (current loc.)I WiT: (new loc.)
N returns you to option.

CART 305 1S CURRENT CART. HIT RETURN TO CONTINUE> tor hit return to continue

6.2.22 CA Add New Cart

ADD NEU CART7 may be initiated at any time car=cu-mstarcos requ.1ar. Users may
aid a nd dlete carts as workloads shift or as new exaisare- compaled or

To add a new cart, enter A in response to the Cart ptrmpt O?T:DN:
::z wall respond NAME: if a duplicate name is entered :15 will1 reply:

THIS NME IS ALREADY DEFINED. USE OTHER N'

if a new name is entered, 115 will next prompt f or LOCATCD:N
The user may enter free text to describe where the new cart willbe stationed.
.cr exam 2 e

CART SYSTEM
({tE ichael

-OCAT:OX: North Side 3rd Floor

ii:t etrnto return to OPTION:

6.2.2.2CA Delete Etapty Cart

DELET7E y4CART may be initiated at any time circumstances zq--r. U-sers may
ador iUslete carts as workloads shift or as new eanazats are comma

To delete an empty cart, enter D in response to the Cart prompt CPTPD:,
uiL ne xt ask for NAIIE: Enter the name o- the cart -to bea d - eetesd;.

9 :. u~ :e y APE Y.OU SURE? NO/ NA will return you to OPTION:
Y wall cause the system to repl.y:

-t +- ' ..
C A - 7 S

L"3
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6 .2.4q CA Edit Exastano Cart

EDIT EXISTING CART is used to edit the name or locataon of a defined cart.

To edit a defined cart, enter E in response to the Cart prompt OPTION:
ILS will reply by askang for NANE: Enter th- name of the cart to be edited.

ILS will reply: REPLACE: (current name) NOTE: If only the location is to be
'ITH: (insert new name) ed:,ted, hit return to continue.

ITS w-ll next reply: NAME: (new name if updated)
LOCATION: REPLACE: (old location)

4:TH: (insert new location)

Press return after inserting the new location. ILS will display the inserted
text in the REPLACE faeld and wall prompt for a new replacement. Cf the text
has been entered an error. retyping the correct text wall update the locataon.
: the text as correct press return. :LS wall dasplay the message:

CART 0005 IS EDITED. HIT RETURN TO CONTINUE>

6.2.2.5 CA List All Defined Carts

LIST ALL DEFINED CARTS displays all carts defined in the Cart System.
.o view the list, enter L in response to the Cart prompt OPTION. ILS
wall dasplay, e.g., the rollowing:

* CID MAME LOCATION COUNT
1 CART0001 SANDY CIRCULATION 4

2 CART00L rICHASTL NORTH SIDE 3RD FLOOR 7

Count refers to the number of items uhach are currently queued on the cart.

If there are more defined carts than can fit on one screen ILS will respond:

ENTER 'F'ORWARD CR 'B'ACi:WARD OP. '-' TO OPTION : The user may browse the list
untal the desired cart as found.

.2 .2. CA Reset Cart

RESET CART as used to set the cart count back to 0 items. This is typically
done after all the items on the cart have been shelved.

To reset a cart. enter F. an response to the Cart prompt OPTION:
LS l as, r5 E Lnt z thi nar:e of the cart to be reset.
IT Nalr rn sroinT
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. CART0005 7s CLEARED. H:: RETURN TO 0CNX.U~->

S.2.2.7 CA Shelving Cart

SHELVI NG CART 1s used to update the status of t=ans -- '2-ed -n a car-, :rcn
,n:at of bEing queued on a given cart to that of being in 7ae process o: oe:ng
shelved.

To update an item's status to being shelved, enter S in response to the Cart
Systam prompt OPTION:

: LS will then asA for CART: Users may enter the cart name. or press ? and
return to have all defined carts displayed.:!

? is chosen, IS will then prompt 4H CH ONE?

" * After the desired cart has been identified, ILS will display the folowing:

CART SYSTEM NO (default) will return the user to OPTION:
CART: CART0005 NAME: SANDY YES (Y) will cause ILS to update the status

of all items on the cart. IlS will then reply:
ARE YOU SURE? NO/ CART0005 IS SHELVT7D ... R . ... O C, i - ,:NU >

6.2.2.8 CA Temporary

TEMPORARY is used to assign individual items to a temporary location.
- This may be done, for example, when setting up a cart of new book.5, or compil-

ing items which require some special attention or technical processing such
as cataloging, or repair.

To assign an item to a temporary cart, enter T in response to the a:rt Zystem
prompt OPTION:

-.. ILS next prompts for ITEM. Users may identify the item
by any ILS item access point.

NOTE: for a more detailed discussion on how to identify items, enter
G and return. To relurn to this discussion, enter G again and a zezurn.

After ILS has identified the specific item, the user must enter an o ;rrow.
(i.e., - key) to complete the transaction. DO NOT use / to return to -he 3?TIOM

as this will erase the updated status of the last item 7dent'f-ei. T: also
happens when perfozming CHECK OUT.

6.2.2.9 -dentify Item

Items may be identified in various ways, includnt:
-usI a b;r~ode reader by Library -

by ao a.Rm dentafia on nunber * by-------
*I by auchor 1 by autbor tine
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* by call number * by series

* by :SSN/iS2N

-or a detailed de scrpt:cn cc orocesures and optcins for :dent:,:ng a,-.
item, see the section 'dent fy Ctem" on the chapter GMNZRAL :hFSAT:CN.

6.2.3 CA Special Features

DEFINED CARTS
The Cart System uses bar coded carts (book trucks) to queue items which have
been checked in and which are awaiting being shelved. Each cart must he defjned
or "regrstered" in the Cart System so that ILS will be able to odentofy ' hich
cart is being used. To define a cart refer to option A A-D NE4 CART in step by
step procedures.

It should be noted, however, that the location of an item -n CART C 'can
be any physical location Lthin the library, e.g., the bindery. new boo", snelf,
or exhibit case.

E{TER BY NAME

When checking in items via CART SYSTEM, remember to enter the name of the
cart instead of its number when the system prompts for NAME: If you forget
which name goes with which cart, enter either a ? and a return or select
option L. ILS will display a list of all defined carts.

ITEM STATUS DISPLAY
After an item has been checked in via the Cart System, the item status display
of that item will be updated to read: STATUS... AVAILABLE AT CART: (name)

LOCATION: (place)

After all the items on a cart have been shelved, and after the cart has been
reset, the item status display is updated to read: STATUS...AVAILABLE.
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6.3 EZ:PEZNDIBLE ITEM

EXPENDIBLZ ::TEM is used to keep records of Dournal article ..- Oocor7 rS7"ests
and other materias which are compiled for patrons, but uhizh trcns neet
not return to the library.

AVAILABLE INFORIATION

1. Overview of Expendible Item

2. Step by Step of Expendible Item

3. Special Features of Expendible Item

For further information, select the number for the appropriate discussion.

6.3.1 CX Overview

EXPENDIBLE ITEM is designed to keep records for those items which are in a
sense "checked out" to patrons but for whom there _s no associated due date.
Examples of such expendible items might include 3ournal art-cles uhich have
been photocopied for a patron, or bibliographies which may have been compilea
as a result of an on-line literature search.

6.3.2 CX Step By Step

To make a record of an expendible item b;din7 prepared, enter CX in response
to the ILS prompt COMMAND.

:LS uill then prompt for PATRON: The user :,iay identify, the patron vii any one
of the patron id options.Fcr more discussion

- o-f the patron id options, enter G ant return.
To :eturn to this discussion press 5 again
and a return.

Next ILS will prompt the user to enter a free text messa-e of up to 3 lines. :t
may be edited by using the back space key or by moving the cursor. Hit a return
repeatedly until the cursor passes through the prompt for the third line. ILS
will return to the prompt PATRON ready for the next entry.

NOTE: A separate record must be constructed for each item, even if two or more
expendible items are being sent to the same patron. This is done to keep track
of statistics.

Any and all ILS functions involving patron data require that the patron be
accurately identified in the ILS. See the section "Ident-fying the Patron"
in the GENERAL INFORMATION chapter for a detailed discussion of options
for patron identification.
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6,4 CHECK IN

the CHECK:x pracedure permits authorized users to absolve pa-rorns or any
f rther reszonsb:lity --or items. It breaks the esabizied .:r :eeen "'e
patron and the item, so that the patron is no lonjer respons :a.I -

AVAILABLE INFORrATI CX

1. Overview of Check In

Z. Step by Step Procedures for Check :n

3. Special Features ox Check In

Please enter the number of the type of information you desire:

K .4.1 C1 Overview

_HECK IN is the process by which a patron as absolved from the responsibility
of having checked out a given item. Items may be checked in ammed aty..
upon being returned, or they may be checked in at some later tame when
the circulation desk is not busy. After an item has been checked
in, the patron as no longer responsible for the item.

6.4.2 CI Step By Step

CHECK I requires that the user Co 2 thangs:

IDENTIFY THE CART BEING LOADED
(optional-select 'T' to see Special Features)

1. IDENTIFY THE ITEM(S) TO BE CHECKED IN

Search ILS for this item's racori or
if the item is bar coded

Wand the bar code label on the atem.

2. EXIT FROM CHECK :N
Terminate CHECK IN by entering a /.

For further information, enter the number for the appropriate dascussaon or
press F to Forward to Special Features.

6.4.Z.1 Identify Item

Items may be identified in various ways. arczud:n-:
V- * u :n9 a barcode reader * by: "Lr a: of Cncres c.rber

j, 12by item adentlilcatlon number x I tb .

L1 - 11 -



* by author s by author/title key

* by call number * by series
by ISN/:SB}

For a detailed description of procedures and options for identifying an
item, see the section "identify Ztem" in the chapter GENERAL :NFOR:AT:CN,

6 . 2.2 CI Complete Transaction

Exiting from CHECK IN is unlike exiting from any other Circulation Subsystem
activity. Although the / key is used to exit out of CHECK IN, it does not do
entirely the same thing that it does when it is used to extt from any other
circulation activity. :n any other circulation activity the / key will erase
whatever transaction had Dust been entered Dust prior to entering the / and
golng up to the Circulation Subsystem level. In CHECK IN, however, wh:le the
/ ill .till get you up to the Circulation Subsystem level, it will not erase
t the tran:,ction which Dust absolved t'ie patron from responsibility over the
item :ust hecked in. In other words, the erasure between patron and item still
stands as the user is moved up to the Circulation Subsystem level.

6.4.3 C! Special Features

The CHECK IN procedure has the following special features associated with it:

1. BEEPING TONE - If the user hears a beeping tone while checking 'n
an item, it means that there is a message about
that item appearing on the CRT screen. The message
will tell the user what to do with the item. Typical
messages could tell the user that the book is needed
in binding, or that it is a temporary item and must
be sent to cataloging for processing.

2. "E PCRARY As items are checked in, it is important that the
LABELS user look closely at the barcode label. If it is

or a temporary label the item must go directly to the
NOT cataloging department to be processed. If the item

has NO BARCODE LABEL on it, the user must search

for it using any one of the 8 item id options ksee
Identify Item under CI Step by Step Procedures).

3. CART SYSTEM The CART SYSTEM is used in conjunction with CHECK IN
EXPLAINED to identify an alternate location for an item after

it has been checked in. Through the CART SYSTEM, an
item, which has been checked in and placed on a cart
awaiting shelving, can have its location on that
cart, and the physical location of the cart itself,
monitored by ILS in the item's Item Status Display.

Thus, a user looking for an "available" item, not
finding it on the shelf. can know exactly uhere the
item is elsewhere within the lilbrary.

S Z. CPEC: IN To CHT-I: 1N v:s CA T S',Tr, the uoer must and th
"IA CART cart, upon which itemrs to be checked in are to he
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SYSTEM placed, or identi4y it by typing in the name o the
cart, in response to the :LS ntcmpt T. C LS w I
as,. the user -; the location o0 7he car: is still
going to be the sa.e as nau aeen =raviously. :4
thc location is gong to :ha:ar. aa'onze -o tiec
prompt REPLACE, the user must ent:er the old loca-
tion; in response to the promp -UIH, the user must
enter the new location. t: e loca:.on is not going
to change the user should press return twice.
Having identified the cart upon which items are to

be placed, the regular check in procedure, as de-
tailed in C: Step by Step, may be followed.

1



6.5 CHECK OUT

" The CHECK OUT procedure perr-its authorized users to assign resronsl_'.tY
- for items to Patrons. t establishes a link between the patron and the item,

makling the patron responsible for the item until ;.t is returned :o the "rary.

AVAILABLE :NFOP.riATTON

1. Overview of Check Out

2. Step by Step Proce..res for Check Out

3. Special Features for Check Out

Please enter the number of the type of information you desire:
b.o

6.5. I CO Overview

CHECK OUT is the procedure used by the library to maintain control of its
-. collection. This procedure permits patrons to use the items owned by the

library while providing the library with information about which patrons
hold specific items and when items are due to be returned to the library.
CHECK OUT requires the following two pieces of information:

1. A Patron Identifier - A patron's full name registered in ILS
or the bar code number for the patron,
which is equal to the number ILS uses
internally to identify the patron.

2, An Item Identifier - Any one of eight pieces of information
about an item (e.g., title, author, call')
or the bar code number for the individual
item (a unique number for each piece)
which ILS uses internally to identify
the item.

6.5.Z CO Step By Step Procedures

Check out should follow these steps:

, DENTIFY THE PATRON

Search ILS for this patron's record or
do patron registration

-7 NTIFY THE IT1TEM(S) TO BE C: Th:ED OUT
S.arch L:S for this item's ze~crd or

" atet t torary br code on tha item

- 1P4
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3. COMPLETE THE TRANSACTION
Record in :LS that this patron nas checked out t s

For more 'FEL? concerning any of these steps en-er -he numier S- that
step and press RETURN.

6 5.2: :entPfy ?aron

Any and all ILS functions involving patron data require that the patron be
accurately identified in the ILS. See the section "1dent iVng the patron"
in the GENERAL INFORMATION chapter for a detailed discussion or optcins
tor patron identiiication.

6.5.2.2 :dentify Item

Items may be identified in various ways, including:
* using a barcode reader * by Library of Congres number
* by item identification number * by title key
* by author * by author/title key
* by call number * by series
* by ISSN ISBN

For a detailed description of procedures and options for identifying an
item, see the section "Identify Item" in the chapter GENERAL :NFCRMATION.

6.5.2.3 Complete Transaction

After the correct patron and the correct item(s) have been identified to the
the user must now COMPLETE THE TRANSACTION. It is no= suica enz to stop

here, because up to this point the data have not been permanently filed.
The user must complete the transaction by pressing the - and a return or by
pressing the f2 key to have ILS permanently file the transaction.

," To complete a Circulation Subsystem transaction, the user must press either
special function key f2 or the up arrow or - key. This will cause the data
stored in the terminal to be transmitted to the main computer and recorded in
the Master Bibliographic File. In the event that a user dces not want to
complete the transaction (e.g. if a user demonstration is being given, or
if a patron decides at the last minute not to check out this item after a!l)
press ABORT or the function key f8 or / and return and the transaction iill be
erased completely. it will be the same as if the data had never been entered

in the first place. This also means, however, that if the user fails to
press - or function key f2 IMMEDIATELY after entering the last item, the good
data could be erased tool

6.5.3 CO Special Features

T -here are some special features in CHECt: OUT that is-rs . .." be
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of ;h-ch may c r h en pe, rm Z,,K 0 .:'. They, are:

Due -ate Overr:de - Users may o'err:de the due date :4c an item
aiter it a-. :ust been checked out by ente rng
t..o characters, DD for Due Date. :LS ll then
as. tci a new due date. Users may then nter an
actual new due date or a symbclic neu due date.
An actual new due date means entering the actual
date an item is due 4/30/80) . A sytbolic due
date means advancing the due date a certain
number of days from today and is entered as
T+some number. If the item was originally due
/15, by typing T+15 it will now be due on u/30.

NOTE* 1f the item just checked in is a serial
temporary item, type 'S' instead of T+7. 'S'
is equal to one loan period of 7 days.

2. The Patron at the - When searching the 1LS Patron List for the correct
"Bottom" of the patron, users must NOT assume that the last patron
Patron List on the screen (the 5th one displayed) is the only

patron with that name. If the last name on the
screen seems to be the correct entry, users should
still go FORWARD one screen to find out if there
are any more entries with the same name. The
chances of this happening are especially high for
common surnames.

3. Special Use of - The / key used in CHECK OUT does something MORE
the / Key to than it does generally in ILS (see CS Special
2uit and Erase Features for a general discussion of the / key).
the transaction Here, if you want to quit checking out an item

because, e.g., you made an error or want to go to
some other function and if you DO NOT want DLS to
mak:e any record of this event (vyu must iot have
pressed the COMPLETE TRAKSACTICN key yet). you may
"Zheh e.ter. / or / and some other function code
(e.g., /CI or /HE) and ILS will take you there.
Note that if you enter only the /, ILS will take
you wherever you were before you came to CHECK
OUT. REMEMBER: the / will not record any items
that were in the process of heing checked out to
the last identified patron.

4 6 -
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6 i iNER-Ll3RARY LOAX

:w-- ~ CA :2A L m rocedure ~sused '..han bocrrowing .t-s:om 0'
ing to D cner irnszitu -ions . When used i-n cc .rccLn :c C ZC

~rai n ::- 2 p ezmits tha library to maacn zesorcts an- 3-aries or-
a -:rLA rary 7oan activi:ty.

.A'A:LABL'Z !NFORIAT:ON

. overview of IL

2Special Features for IL

Please en~ter the number of the type of informztion you des-re:

C)vervaew

7ha --unction allows library staff to prepare an ALA-fornat form fEor
use .en lending or borrowing material through interlibrary loan. Users may
add, edit, or delete f-orms for loaned or borrowed materials, and may update
the record when the material is returned.

When using the IL routine, users must remember to fir-4st create a temporary
record --or the item to be borrowed from another library. 1L only serves to
record the fact that an interlibrary loan transaction has taken place, it
DOES ~{Tdo anything to directly affect the CHECY IN or the CFECK' OUT of
the item.

0-'



6 .7 :TEn STATUS

. IEM STATUS permits authorized users to view the status of any copy of any
i-em in the naszer B;biogo aphic File (MBF).

AVAILABLE I O' PAT:O

1. Overview of :tem Status

2. Step by Step Procedures for Item Status

3. Special Features for Item Status

Please enter the number of the type of information you desire:

. 6.7.1 IS Overview

The ITEM STATUS function permits authorized users to view the status
of any copy of any title in the Master Bibliographic File. It includes
the following information.

1. Title of the item

2. Author of the item

S. Call number

4. ISBN/ISSN number

5. Number of times the item has been checked out and used in-house

6. Current status of the item (e.g., available for circulation,
checked out, missing, etc.)

7. Status of other copies of the item, if desired.

6.7.2 IS Step By Step

ITEM STATUS requires the user to:

1. IDENTIFY THE ITEM
Search ILS for the desired item

2. PRINT STATUS OF ITEM
rind the crrrect copy of the item
and print its status.

L



or 7nore iELP concerning either of these steps enter the nmber o0 ' a
3-ep ani rors RETURN.

.en :y :tem

nens nay be identilied in various ways, including:
a barcode reader * by Library of Conr2es number

by i:em -dentcfication number by --tle key
b author by author/ttl!e key
1by call ninber by series

-cr 1 4- :a-led description of procedures and options for de.Ltifyng an
:em. ze! !. section "!dent-fy Item" in the chapter GENERAL _ht:iO A.:. C N.

6.7 _ 2 ":s Print Status

Printing out an item's stptus may involve several steps, depending upon the
oircumnsances of the particular item. In cases where ther=e are mul:iple
copies or volumes/issues/parts/supplements ILS will prompt the user cor the
exact data needed to identify the desired item.

EXAMPLE* A user 4ishes to display the status of a serial, "North Azercan".
After having identified this title, ILS will prompt for:

VOLUJ1E: The user may enter 1. If there exists more than one copy ::S will
prompt for:

the user is unsure which copy is the m:ght one, pressing ? and
a return (or the 41 key) uill cause the the status c: all copies
to be displayed as follows:

:NDEX CO?'- STATUS
1 i CO DUE 06/13/80
2 2 AVAILABLE
3 3 AVAILABLE
4 5 AVAILABLE

the %ser desires to learn more information about any particular copy,
entering the appropriate index number will cause :IS to display a more
detailed record of the item's status:

:D: 0 S SS CALL#: TL686.N6S9 :S3xN : 0668033185
TITLE: NO0STH AMERICAN

AUTHOR: S4ANBO.CUGH, FREDERICY GORDON
:HEE OU UT N THIS PERIOD: 1 XT 2 N UAAGE: 0

TA7. T .. AV'AILABLE
STT _ -! F T -- F COPIES? S

N -TE n ns 2 dsplay t he co p y i s not include- .S a: s .s 7 e user :nz s
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the copy nuzzmer since it: -,as :ust I-splayed in wo~fto inth the :ndle
To get ba 0~ to-e mrrmr e-n-er a ret ,urn :.n reansonse to tne r

6.7.3 S? Ie a:r as

Aof une :3 tee are no knaun cneu a fe atures f or !:t'C2AUZ



;I

S.3 ,"ESSA.3 E

b" he ,",Z~:sSAGs proce '.re O....:.. >e .:ir.'ry r':_ to a--uc.h -r _ - .'- ,-es a:_

Oo: ron r ec r or e -" r C 3 r .

O':er:.ew o. es ja e

3. S re:ia' I eaures for Iissage

?Ler, .te - e number of the type of :nformation you des:re:

MESSAGE

allows tile library staff to attach a free-text message to the patron

recori or :he -tem record. For example, a message attached ,o :he :ten record
c nht -oce torn or missing pages. A patron message could noo:lf the 7azzr-n

e . g the reference department had found iniormaolon .u:ch .e Or sae
ar re',ested earl-er . essages are automaticall7 dis- ayn- -

:ercd 7o which they are are attached is called up. These cessa:es may :_
sa:.ei or deleted aoter being displayed.

.3..2 -E Step By Step

' .SZAcE allows tce authorized user to leave a messare ass c:-. -
e 7-: er a:

1 . patron record or

2. item record

- ce user wants to leave a message in a patron record, the ..ecessar.v res-
cnn.e to the question (? OR -) is P. To assign the message co a secid' -

7atron, the user has dour options for identifying the pazrcn. .r 7 n
%etcher

a. the patron's identidication number in the system
b. the patron's name (surname first) or a truncation oz surname
c. LP, then the ldent-dcation code od a library department
d. PR, then full, new patron reg strat.on '--or neyise ,!

ones)

N4ote that the patron's bar code can also be 'and e...or.......

7. D P C Z ' , S dor Patr-''- '.tccac:



T.e screen 4 a tsolay a-
zrrst linec C_.e aT.e 7cm - . . M
a nd 3., z e ot..at any messag es alreau1 " as S
played before the 1> appears

b.F Prov ide p at-rzon 's s ur name 1 ir s t name , e~- -or 7 7rar c
is round. the 1> w l ppear a: the "-.he Ic , . 1 . S
line of . -he messcqe and or, t 7 nue o' oine 2 a t . a:, .

c N o currently operszttonpl.
d. See HELP? instructions for Patton P eistratton t: o th 2era n - -t

tions mo odulI e saele c.tion * 16 und e r C-r: Iat-,c n ,r C . s

If you wish to associate a message wit inestm :an in t ra s Co- et-on,
respond to the I PCe uestaon h. n te To assign a messa e t an-
there are nene otions. pein e1:Cer:

a. The item's id number
b . AU ( sto identify by author's name)
c. CA (to locate by call. number)
d . :S ( to fin.d the item by -ISBN or ISSN)
e. LC (to identify by Library of Congress number)

7 ( (to oe.ti by author key)
g. AT (to in r ind by author/title key)
h SE to find by series)

-'u s t to leave a message for the previously entered 'tem)n
Note that ,o the item is in hand, its label can be wnded for identification.

DETAILED PP.OCZDUP.ES for Item Message

a. Tro,:de the item' s number I the item's record is found, the > will
a ar a t let margin. You may type the first line of the MESSac= L-d

coninue to iine 2 ( at 2>) and line 3 (at 3>). Mote that any messages
d ss(to i :ne item appear above the 1>.

b. h:ey in the au4thor's name, surname first, or a truncation of It. Then pro-
vide the index number indicated when the retrieved name is displayed.
f1 the number is accepted. the 1> will appear at the left margin as before.

ProceeT to key idn your message.
c. Type :! th.e ;a-'l number or a truncation of the item -for which you wish to

leae a messtge. Provide the index number as l above. When the
acr-Aea rs, type in your message.

d. hey in the number o. the -ten or a truncation of it. sf mutiple opt:ons
are offered. select nhe correct one and anter its i~ndex number. WhE.. the
the 1> appears e rey in your message.

e. Proviue the LC catalog number of the W. 3he> . Nthe appears, typ the
rnEssaee.

. 'y the autror a ras n Cmt er S h i t, ra tnai .!h c.tttro
od te t idt nT- o nhen-te .rere d ne r s. yd
._ the numr C- a epart, Cy I>i-lS rppear ttb

lei 7s I eszge- . Pro id Ce ra e a.be ns 1: abov .7 Zhe -h
T: a7eas Zy 0n yor tesae

r > Mpear e n messag .

e. Prvluehe__ cat no nube ofte>e. hntea>aper, p h

.6,.ss c

... .. .. ...... .. ... ..- y t t i . --_ ,.:, ,: r " ::..- -''s



.*" h. Tyge the series heading or a truncation of i.• _f a :r nt.on, sec:
the appropriate index number when it appears. 'hen e > anea z :,:e

-in the message.

i. :LS u l_ display the item you had last entered :n e
system. A message may be added when the 1> appears a-: -margn.

6.8.'S !E Special Features

1. Message is a generalized Eorm of Pull. Thus when a patron or
item zecord is retrieved, other messages may already be assigned to it.

2 When displaying iniormat-on retrieved from a search of the fies based
on a truncated term, ILS will display five (5) retmieied entities at a
-ame. There may be more than five that were rezrieved. o ":-ew all
entities retrieved, continue to press F to advance in :-,e list. When
the list is exhausted, there will no longer be a prompt at the bottom
of the screen saying THERE'S MORE. To go backward in the I:s:, push B.

- - 153 -
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46.9 11IL 0UT

The !A: CU. procedure is used to produce a mailing label for tems sent out
o4 the ibrary.

AVAILABLE INFORMATION

1 . Overview of Mail Out

2. Step by Step Procedures for Mall Out

3. Special Features for nail Out

Please enter the number o4 the type of information you desire:

6.9.1 MO Overview

Mail Out generates a mailing label to send an item in the library collection
to a patron. Both the patron and the item must be identified by the system
to generate the correct label. The patron may be identified by id number,
by name, as a library department, or by defining a new patron through patron
registration. The item may be identified by one of eight identifiers or as
the previously entered item which the system will identify for you.

6.9.2 MO Step By Step

To generate a mailing label in MAILOUT, enter /M0 in response to the ILS
prompt C0.MD: ILS iilI respond by prompting PATRON: The user may identify
the patron by any of a variety of means. For a detailed discussion hou to
identify the patron enter G and a return. To return to this discussion, enter
G again and return.

ILS will then display the mailing label as it is going to be printed:

PRINT MAIL LABEL FOR THIS ADDRESS:

SLIME I SELANDER, SANDY E.
LINE 2 ZP242
LINE 3 THE n:TRE CORP.
:NE 4 1820 DOLLY FDISON BLVD.

LIIN 5 MCLEAN . 22102

ABOVE AEPESS Op:? Y/ NCTE: The default is set to Y. To edit label - ter N.
:0 moday cr delete lines n "he labe", enter N. ILS uill reply:

E r:L-, : " - - , I)NSET LINES OP r C]H G A~lLE .D7ES. E/

- 5 -



e feau,_.1 t is EDIT. Enter the 'a-ter for the function you w zh to ne::C:m.

jSER TYPES ILS PROMPTS

. - ENTER O NE TO BE ... L I/ . .DEL
,some -) :NE (4) IS: (oli ay) Z .N E IT :
-ne. way)

r .- AD LINE (next .Ine 4)

(-:NSERT - INSERT NEW LINE BEFORE WHICH LINE
(line A) NTER LINE TO BE INSERTED BETWEEN LINES (A and 3)
insertion >

(C)HANGE - CHANGE WHOLE ADDRESS? Y/
-" return ,LI.NE 1: (enter text and continue by pressng ret'rn

untl the whole address has been redone.)

Any and all ILS functions involving patron data require :hat the natron he
accurately identif ed in the ILS. See the section I:denti ,ying the Patzon"
IF n the GEN{ERAL INFORMATION chapter for a detailed discuss on o- op:ions

for patron identification.

6. .3 MO Special Features

As of June Z3, 19S0, there ate no special features for the AI-LO-T function.

• f a ~ a . n- -5 -



6. 10 NOT:FY RESERVE

NC:FY V7SEvE calls u- atron reserve requests and displays Tfo an:o.
about the patron and the item upon which the reserve was placed.

AVAILABLE :XFcPrMATION

1. Overview of Notify Reserve

2. Step by Step Procedures of Notify Reserve

3. Special Features of Notify Reserve

For further inrormatien select the number for the appropriate discussion.

6.10.1 NP Overview

"OTIFY RESERVE is used to keep track of the reserve requests made by each
patron. Users may see a list of all patcns who have reserve requests in the
system and the title of the item they have reserved. Users may selectively
display the full reserve record for any patron by entering the number for
that record as it appears on the list.

After a patron has been notified that the item has been returned, the user
may delete the reserve request. ILS will update the status of the item to
AVA:LABLE.

6.10.2 NR Step By Step

To view a reserve request record in NOTIFY RESERVE, enter NR in response to
the ILS prompt COMMIAND. ILS will respond by ask ig:

oTS::r RESER'VE IL, is asking if the user wants to have a list y
DISPLAY ALL? NO/() of all patrons who have reserve requests in the system.

NO (default) will display a full record for each reserve
request. Users may step through the records by press:ng
return consecutively.

YES will cause a list of patron requests to be dsplaved.
from which the user may select tha appropriate recori.

The list of patron reserves would appear as follows:

4 PATRON "ITLE AUTHOR REQUESTED IATE
I MULLANE, RUTH Challenge Nov 6, l98C

NOTE: Requested date=date request made, not date by which request rn-st be 1 e
ZZISPLAY ALL? NO/ 'y) Here -L ull display a full reserve mequEst record

Rps. PUTH 1UL ; FE , ' ....: DATE: C3/30,82
DRs-M:,,T-Oc A.PIY ?EMTASON LIBP:'.Y CFICE S

EY ' 'C ALEN7 R:: .

C 07) Z 7- 26 A'1 4TOP 21l
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A f3 >3 A N D G '4 ? A:R4':

.U\G:Nz7RUC CXO': ROUTE COPY I TO~ULX ASA? ..

Alte di~Cayn~"he =ull record, ::S will- prompt:

I 'S YO'J xcTI?1F-D THIS PATROCN? NO/' NO (default) will cause "i~s record to
remain inl s~ ysam.
"':S w- ,I dla:n resar-,e re =as rcord.

- - -' - pomp-:

7: RZT2 7 COCXTCXNUZ> 74 another record fo2.:u this on07e n :ne
cye Ue , :nat naxc rerori : e d --s P Iaye-

z L srr :us : d t.:as -the !as-_

one in. zthe q -eu. e1 :.il he.n p-.p-:

,'0 *.ZP.E n300:< AREZ AVIX:A: .. TO COX-.'INU E HIT REUR

3 3 NRP Spec- al --eatures

-. - / Z -U T

n NO:~ >3SZR..E to quit at any point in the at~tyenter / and a er.
>o no- Ent r an up arrow - as :LS no:- rsccc n-re -his c.-aracter wlzhin

17:11-: .- -4--N-- ... ;: AND xNC::Y ?.S-SZR.

r - r 5c r a t edusoc: Aid a R,2s-2rv ,)r:)n in N . ,
nrmoocs u-sers to view -:he Lrord ao:r n,4 oia tsr~rnn

-:neces!;ary -niormat--on by h!.h te st ai may :on-:orn a -caro

-!m tenm- has sDeen :r ,uxned and osava--az-e.

t o tem has been check'ed out to the patron, or :4 azta so.. t -.. e -he
n- eS no: tC3me an rr -:.*e -":e= an d ot is run e to th:-e F-e I e s X F Y

"112 =ernot th-e sta--" to celeate the reto-rd o-- the rsser;e re e : :om



I iI PATRON ACTIVITY

PATRON ACT:V:TY erp,its authoriced users to view information about a
patron's library activity. :nformation availabile includes -tems currently
.cecked out, items on reserve, messages associated with the patron, and total

number of items borrowed by the patron during the current reporting FerLod.

AVAILABLE INFORMATION

1. Overview of Patron Activity

2. Step by Step Procedures for Patron Activity

3. Special Features for Patron Activity

Please enter the number of the type of information you desire:

6.11.1 PA Overview

PATRON ACTIVITY permits authorized users to view information about a
patron's library activity. including

o titles currently checked out and due dates

o titles of any reserves being held for the patron

o titles on routing lists for the patron

o any messages attached to the patron record

o total items checked out by patron during current reporting period

PATRON ACTIVITY does not display address, telephone number, etc.
To display these fields, use the PATRON STATUS function.

* 6.11.2 PA Step By Step

* To view the patron record the user must identify a specific patron in 1L5.
ILS will then display information from the patron record in the ormat below.

ITEMS CURRENTLY CHECKED OUT
ID TITLE AUTHOR DUE DATE RENEW

ITEMS ON RESERVE
ID TITLE AUTHOR RE2UESTED ON NO NEED AFTER

CTO. IT7iS THXZ:EC CUT
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2 ETUX O COx::(UE: (ILS will again prompt for PATRON:

SFor ?SLP with matron identification enter '1' and a RS7UJN.

Iny and all :LS functions involvlng patron data requ:-z zna: -he na:-Cn -e
accura-ely identafied in the LS. See the section 'Aiflnt y:n; the Patron
:n the GENZRAL X.NFORNATION chapter for a detaaed discisszon or on::ons
.or patron ilentoia cataon.

i. i.3 PA Special Features

As of June 27, 1980 there are no special features for the PATRN ACT::v::Y.

•59 -
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6.12 PATRON DELETE

The PATRON DELEIE procedure permits authorized users to remove patrons
from the patron list.

AVAILABLE :NFOrM2ATION

1. Overview of Patron Delete

2. Step by Step Procedures For Patron Delete

3. Special Features for Patron Delete

Please enter the number of the type cf information you desire:

6.12.1 PD Overview

The PATRON DELETE function allows authorized users to delete patrons
from the patron file.

6.12.Z PD Step By Step

PATRON DELETE consists of the following steps:

1. IDENTIFY THE PATRON
Search ILS for this patron's record.

2. DELETE THE PATRON
Remove this patron from the patron list.

For more HELP concerning either o5 these steps enter the number of that st 'p
and press RETURN.

For information on SPECIAL FEATURES of PATRON DELETE press 'F' and RETURX.

. 12.2., Identify Patron

Any and al LZ ±unctcrn. involv'.rc ratron data reauire that the patron le
accurate" }' :dn ife i:: tne ILS See the secticn " entlvlnc t -

-'1:4 chapter e r e a n- c:oscu s son c option s

fir pa ter. :chi- 16t0on



6. 12.2.2 PD Delete Patron

When the patron has been identified, !IS will display 7he *a:on's name. Then,

IS will prompt: User enters:

OK TO DELETE? NC/ RETURN to cancel this transact:in

OR

'Y' to remove all record oE the patron -=om
the IL2 system.

PATRON IS DELETED
TO CONT£NUE, HIT <RETURN> RETURN

PATRON: The user may now repeat the process and
" delete another patron or enter '/' to

return to the CIRCULATIOX SUBSYSTE1.

6.12.3 PD Special Features

There are two Special Features of PATRON DELETE.

1. If the user attempts to delete a patron who has Items chlecked out, ILS will
display the following message:

M HOT DELETED **

PATRON HAS THE FOLLOWING ITEM(S):
PLEASE CHECK IN THESE ITEN(S) BEFORE DELETING PATRON

ID TITLE AUTHOR DUE DATE

The items checked out to that patron will then be listed.

2. When the user deletes a patron, that patron's name is removed irom the
entire ILS system. The patron will automatically be removed from reserve
and routing lists.

S'
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'6.3 PRINT PI L PS

nhe snelvEs.

1.OvervieuL of print: Pull E p

2. Step by Step of Print Pull' Slts

3 St-ecial Features of Trum: P Sl ' -

For more information, select n .the nuber frth-- actroruate du-scussuon.

6 .13.1 PP Overview

PP.INT PULL SLIPS is used to initiate 1LS to begim printina out, on either
a slave printer or a line printer, notices of utems unuch are to be removed
fErom the shelves. Items may be pulled for such reasons as binding, photo-

* copying or to f ulfill an interlibrary loan request.

* 6.13.2 PP Step By Step

To begin generating pull slips, enter PP in response to the 115 prompt 001rAND.
!LS will display the following message:

(P)RINT PULL SLIPS OP. (D)ELETE LIST OF PULL SLIPS ALP.E.\OI PRINTED

Enter either P or D as appropriate. To quit at this point, enter and return.
Each of the two possible scenarios is discussed below.

TO PRINT PULL SLIPS:
1LS will ash! PP.INT PULL SLIPS ON (S)LAV'E PRINTER OR IL)INE PP.INTEP S/

* .he default is set to the slave printer. in either case, 115 wul-l next
ask the user to define exactly what is to be printed as follows;

* PRINT PULL SLIPS: (NIOT YET PRINTED/ (P)REVIOUSLY PRINTED/ (A)LL? N/

NoE The default is set to print those not yet prunted, not NOany case,
TLS will respond by repeatin the option chosen and replying PRINTING ...

TO DELETE LIST OF PULL SLIPS:
f the user selects thus option. LS mi l respond by verufying the chouce

- . O7 pl LIPS AIRSADI PRINTED? Y/

NT Thl csert _s 7e tt yes lthe .s!r eCnters N astC-IL w nll
D EET OC U
.. . .. .... 162a -



:he user selects YESs, :: :lrespond ujih -len.essa-e:

PULL SLIPS ALREADY PR:MIED 2MA/S - PS\zzs ROtRCCRZS.

Aiter e-zher scenario has bean copl'eed, ILrtr > srdr
-:'e nolt ±-rm :~cthe uIser enteared RI

6.3. PP special Features

Teeare no-:eis eatures -o: PRI: PUiLL SLIPS at th-,s t

9'er ,o ecal



.L4 0 R A:T TON

R. 71-::s *o aA-. : NEs to t:h C st c:

eg 1e re r b0rrowezs or to ed1 / n icrmatIon tn the ratron record a drss.
teIephne n,.uer etc) .

AVAIABLE INFORMATIO]i

I. OvervL-w of Patron Registration.

2. Step By Step procedures.

3. Special Features.

K Enter the number oi the type of information you want.

*6 .1 PR Overview

PATRON RE:.ISTPATON pea:rfts authorized users to add names to the list of
registered borrowers or to edit information in the patron record (address,
telephone number, etc) of an exis-ing patron.

|Re,!stration - IIS displays a ;anrcn registration tcrm on the screen. As
the user enters information the cursor moves down the screen
tco the next prompt. Optional fields may be skipped by pressing
RETURN.

diting - Existing patron records can be edited by entering the patron's nare
in resconse to L7.FE . ,en the patron has been adentilied ILS
Alsp ays thne cr:,wnI reDlstration dorm (with the bianJs diUed n

thie ier ay ncu ern t!he record.

6. i .2 FR Step By Step

A..O. N.:ZGI:T.AT:oM per-ts the tser to ADD to or EDIT the patron iec-rd. he
screen acts as a :egistranron :orm h ch the user can i!l in.

To ADD a new patron

-LS may rrcmzt User can enter:

Patro-.'s name in proper format ias .: nare :-rst name

-'P 'aSr ,] t , -t - , - -.t y .t- * ' ~ u[ ,. * ,n~ .:t - r

n L . 7e
3t~~~f~~r~~atL~~~t]~ !7.er < L i e '; ' - < u F 7!, ir ' : U -
a, I na n .n~



in respone t0 -PE a rrrrt,Sc asr ..rnt.., perz
night be displayed instiead i TTLE.

- m nay ?rompt: User ran enter:

E DEPT: Thi:s promp!: :mig., only ;y-,- r L! 'Sni, i' or 'Facuj:7'wa
otered an respoose -o n .

STPEET :
= 7S-: if; this information changes the user may edit -t.

STATE: / (see EDZTing below)

W:..... .. DATE: !LS will automatically supply the rate. The user may
o-errde at by entering another date.

NOTE: if the user enters a name which is already in the patron file -I7 will
ts -y -o the matchang name~s). To register a new a-tron with the same name
press RETURN and follow the process above. To EDIT, see below.

To E2T the Patron Record:

Enter the name of the patron. A list of names which match the enterer name
will be displayed. The user enters the index 4 of the correct patron and the
patron's origanal registration will be displayed. The cursor will appear at
the top of the dorm. If the data are to be left unchanged, the user should pres
RETURN and the cursor will move to the next prompt. If the data are to be
changed, the ustr should enter the new data and a RETURN. The new data will
reoplac 'he old in the patron record.

Pres 'F' and PETURN to get to Special Features.

PR Special Featu=res

Z Some informnaton asked for on the rgils-tration form may be optional. For

e~annle there nay be a spc f~r M ME PAONE 4 and ACRE PHONE *. A pacrrn
may not Ane a wor: phone .'..-t T7.e u;er nay press RETURN and the cursor

wi.all nove to -he next i-em - nrtatarn may Le roui=red an all cases.
it th,- uer presse' REU'{ in res<:.se to TYPE: 1LS would respond REURED

FIELD-F"EASE ENTER. in t's case "e user HUST enter a resoonse.

-).ile en-r'-'. anformatct n t-e user can ores '-' tD nove the cursor up
le scre,-n. 7his allows the user to go bat:-: and ,orrect mistakes made on the

:pi stration form. The user can move down by -ress_:' RETURN as many cames
] necessary,

)ny o i t}2 prTMPts on the registza caon torm are n"lnar the user may

-qr Q i , a RETURN. ILI will res with the ",tin" 'aa a l .

7, n17 7vrom 00nals nTzrn~a!=1 !o: the mnatn

- . i: ,:. of7pAT F--77.7--- for the ny77 n

- 1-21 -



Cf The prompts ior PATR.N RES:S:R. T:ON and the structure o? your ratron ::.e)
depend on you: local scitare. The HEap text icr PATRON is o
wristten to cove: variouc pocssibilities. You wil ;obahly wish Deith

-. '.4 '.el Text ioz P-TRC{ 'Z3 TTAT:CM to coniorm accurately to your -s:c :ca:cnr.
The Step By Step raa::aFh should list each prompt exactly as it .ill aFtea:

- on the screen. You may wish to indicace which lields are rE-q re and whi-

are not. You can include the correct format cor various Fro...

1.p .
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5.135 ?AT7t.N STATUS

*P ATR.ON S7A:UJS nermits authoriced users to view the comnleete na:: n rcs'-
as - t ,ias cte-ateaidur PATRON E:TTCXand n~s n TZ
AC::'I::Y. Tle inf-oronat.in dislayed -. ar-,es u..-th tt/ez: :zn.

AVAILABLE :N4FOR IATICX

1.Overvie-w u4- Patron Status

2 Step by Step Procedures fEor patron Statu-s

3. Smecial Features for Par:on Status

7nter the nurmbcr of th-e tyre of -,nformat-zon you desire:

6.15.1 ?S Overview

PATRON STATUS permits authori:zed users to view infEozmation In the mat.ron
record (e.g. , address, phone number etc. ) and -iniormation displayed hy
PATRON ACTIVITY (e.., titles ch~ecked out, t1-.1s on reser':e, er

6.15.Z ?S Step By Step

. euP.ATRCH STATUS the user must identif4y a spec--fic; :atrsn, :s.
n or -mtion m-t during PA RON FEG:-STP.AT:O and current PATRCN A---

!i e bd cisplayed in the format below.

.2 ~>N STAFF9 F.XP:RAT:ZH :A:7E: 0'-10~/32
O..~~EAO OSD OFFICE SYUIBO: XYOZi: :4

FHCO-E 1 55-1234 MiAILSTOP: HERE
.~:zpos: '2 !AIIN STREET

S.'AILTOWN VA 22302 H0OME PHOCNE: 123-4367

T7E11S CURREZNTS?. CMECt'ED OUT
II 1TE AUTHOR DUE DATS72 ZNE

(All items cuzrently checked out will be listed.)

ITEMS ON RESERVE

(All o-te7-s on reserve will be li1st.:

j * TOTAL :',I' , C:=2:s CUT
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I ESSAGE CS)

" RETURN TO C2NT:N UZ: '::,S tzill again Prompt for PATRON: )

For HELP with ?atron -lntifizaton pr ss '1' and a RETURN.

Any and all ILS functions involving patron data require that the patron be
accurately identified in the :LS. See the secticn "IdentHyyng the ?a-ronr'

in the GENERA IKFo£iA::ON chapter for a detailed diszussicn of options

for patron identifica-:cn.

6.A5.3 ?S Special Features

As o4 Novenber 22, 13$ there are no known special features for this function.

1
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, .6 PULL

L.

_ _ULL procedre is used to identify items that are to be reto.e :roo t;e

she I e . !er. odicals to be sound.

ATAILABLE MIFORATION

I C--er': iew Ofi Pull

S. Ztep by Step Procedures for PulliZ
3. Special Features of Pull

Please enter t;-e number of the type of information you desire

6. 16. 1 PU Overview

The PULL procedure is used to identify items that are to be renoved

.rom the shelf (e. g., periodicals to be bound). This module works
like ressage in that both patron and item records are flagged uith a mes-

sage. In this case, the message is to pull an item (which may be assigned
to a library patron or department) from circulation.

6.16.2 ?U Step By Step

PULL allows the authorized user to identify an item (and a patron currently
ascociatad with it) so that the item can be removed from circulation. First

aeom oust ze adentified to the system. The user must ::rs- enter one of

a. the patron s identification number in the system
b. the patron's name (surname first) or a truncation or i,
c. DP, then the identification code of a library departoent
d. PR, then full, new patron registration (for unregastered ones).

(OTE: The patron's bar code can also be wanded to identfy the patron
to the system.

:etailed Procedures-Patron ID for PULL
a. Enter the patron's id number, if known. The next prompt wAl! be ior the

item identification. See DETAILED PROCEDURES for Item :dentifica-

tion for Full below.
Enter the atron's surname or a right truncation of it, ir known. If a
truncation of the name is entered, a choice of candidates will be dis-
played. Select the corresponding Index number and type it in. The sur-
name and its id number in parentheses will be displayed. T.e nex:t rompt

1-, 2 for the id of the item to be pulled
o esantly oerational.

.;-!IP anotruuaono for Patron Registratoon: go 'o the C r 7k1a-
9 t on aodule and oelect 16 for General Functitno . .eot 1 3 of eeneral
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4 Functions for HELP on Patron Registration.

*- Next the system wili prompt you for the item identiiication. Th2 folbouinr
" choices are available to identify an item. Enter eithez:

a. the item's id number
b. AU (to identify by author's name)

c. CA (to locate by call number)
d. IS (to find the item by ISBN or ISSN)
e. LC (to identify by Library of Congress number)
f. TK (to identify by author k.y)
g. AT (to find by author/title key)
h. SE (to find by series)
i. MI (to flag the pre iously entered item to be pulled).

Detailed Procedures-Ite,. ID for PULL
a. Provide the item's id number. If the item's record is found, the date is

needed next.
b. Key in the author's name, surname first, or a truncation of it. If a trun-

cation, provide the index number indicated when the name is displayed.
c. Type in the call number or a truncation of it for the item to be pulled.

If a truncation, provide the index number as in b. above.
d. .ey In the number of the item or its truncation. If a truncation, key in

the index number which corresponds to the listed item to be pulled.
e. Provide the LC catalog number of the item.
f. Type the appropriate characters of the title key (the first 3 characters

of the first word, first 2 of the next, first 2 of the third, and first
of the fourth, separated by commas). When the item is found, type the in-
dex number of the correct item in the list.

g. Provide the appropriate letters for the author/title key (first 4 charac-
ters of each, separated by a comma). Next key in the index number shown.

h. Type the series heading or a truncation of it. If a truncation, enter
the index number of the appropriate item.

i. ILS will display the item you had last entered in the system.

* 6.16.3 PU Special Features

1 1. Pull is a specialized lorm of Message. Thus when a patron or

item record is retrieved, other messages may already be assigned to it.

* 2. When displaying information retrieved from a search of the files
on a truncated term. ILS will display five (5) retrieved enties at a
time. There may be more than flive that were retrieved. To view all
entities retrieved, continue to press F to advance in the list. When
the list is exhausted, there will no longer be a prompt at the bottom
of the screen saying THERE'S MORE. To go backward in the list, push B.
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RECALL :s used to generate a notice to a spec!fic patron, azkn thi an
item cUrrnn:ly checked out to that patron be returned t9 the ____

c~uid E that anorher patron needs the item, or that the a a nec re

.n bnding or 4or an exhibit.

AVAILABLE INFORMATION

1. Overview of Recall

2. Step by Step Procedures for Recall

3. Special Features for Recall

Please enter the number of the type of information you desire:

a .7. 1 RC Overview

RECALL is used to generate a printed recall notice to a patron, asking that an
:tem currently checked out to her/him be returned to the library. The user
.s required to enter only item identification information.

oA7. 2 C Step By Step

-- 7L" revuires the user to:

:1ZN=Y T:iE.- The user may use any one of the varlc.s item

identification options. For an in depth
discussion of this, press 1 to continue.

:te-s may be ientified :n various ways, including:
usinq a barcode .- ader * by Library of Conres number
by item Idantification number * by title key
by author * by author/tirle key
-y cail number * by series
'--y 75ZSN/IS3,1

For a detailed description of prucedures and options for identifying an
:tem, see the section "Identify Item' in the chapter GENERAL NFORA:ION.

6. 17. 3 RC. Z ecial Features

A -"- 1110 the are no -nwn sncia' _eatu:es for

1 71 -



N 6. 8 RENEW

RENE"! is the process by which patrons are allowed to extend their loan cf
an item for some longer period. Renewal policies are locally determined

0nd it is anticopated that each 1lS library w4- uant to add the-r ocrn
documentation on the HELP system, outllning local solicies.

AVAILAELE :NFOR!RTION

1. Overview of RENEW

2. Step by Step Procedures for PENEW

3. SFecial Features of RENEW

"" Please enter the number of the type of information :'ou desire:

6.18.1 RE Overview

. An item may be renewed by a patron by telephone or when both the patron
and the item are present at The library circulatoon desk. The item to be

' -. renewed may be due that day, overdue, or even have some tlme left on the
initial circulation period. Libraries vary in their policies on renewal.
Depending on the type of patron, or whether the item was loaned via inter-
library loan or not, the item may or may not be renewable. Some policies
are

o Items may be renewed for an additional circulation period.
o Items nay be renet.ed. but only for a shorter period--one

ceek rather than three.
o items nay be renewed only once or they may be renewed in-

definitely as long as there are no reserves.
o N4, izem may be renewed if it has been reserved for another

patron.

Each :IS library will have to incorporate its local policies into RENEW.

L 6.18.2 RE Step By Step

To RENEW an item that has been checked out, the user must:

1. IENTIFY THE PATRON
Locate the record od a registered
patron in the ILS Patron List.

Z -. .Ur

Locate t. :ero:d o~f the Ktern to
" Fenewed on the K: oyste r'
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3. COMPLETE THE TRANSACTION
"ransmit the record of this renewal
ransaction to the ILS computer.

For nore information on any of these steps enter t;he numzer or tne -'- e

o' infornat.on ' you want or:

/D 3R - Directory of all available HELP ornatirn

i. 13.2. -dentify Patron

Any and all 1LS functions involving pati n data require -hat the pa tr on be
accurately identified in the IlS. See the section "Identifyong the Patron'
in the GENERAL INFORMATION chapter for a detailed discussion of options
.or patron identi4,cation.

6. i8.2.2 Identify Item

Itens may be identified in various ways, Including:
.using a barcode reader * by Library of Congres number
by tem identification number X by title key
by author * by author/title key
by call number * by series
by :SEM/:SBN

For a detailed description of procedures and options for identifying an
item. see the section "Identify Item" in the chapter GENERAL :.CR-AT:0N.

S1. 3.. 2.3 RE Complete Transaction

er the correct patron and the correct itan(s) have seen ldentlfied into

.2 ,... -user nust now COMPLETE THE TRANSACTI2 . It s not suffizient
o sto rere, because up to this point the data has ony been sent to the
.ermn. it ham {OT been transmitted into the conputor. Conpletng the
transaction is the way by which the information is transmi:tted from the
te:nnal into the computer.

To complete a circulation subsystem transaction, the user must press either
special iunction key 2 or the up arrow or - key. This will cause the data
stored in the terminal to be transmitted to the computer and recorez :n the
aster Bibliographic File. In the event that a user does not want to complete

the transaction (e.g. if a demo is being given, or iz a patron decides at the
.ast minute not to renew the book [si after all) PRES ABORT or the S.7-ECAL
.FJNCTION 8 key or / and return and the trans.iction will be erased completely.

4 -t will be the same as if the data had never been typed in in the first place.
.-lls a so seans, however, that if the user fails to press - or funct cn 2 key

EIAELY after entering the last item, the good data could be erased tool I I

6 . . RE Special Features
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There are some special features in ._NEE . ..at users should be auare

atue Date '- sers may overrie e due e m...
aoter it has :ust been Co)ecyed C-- by enrn

S:.racters, -r e Da

as: or a ne, due date. Isers may :'en en-e- an
actual new due date or a symboli-c new due date.
[n actual new due date mean- encArr, te aztual
date an item is due ( 4/30/80) A symbolic due
date means advancing the due date a certain
number of days from today and :s entered as
Tsome number. If the :em was oricmnally due
.- 5, by typing T 5 it will now be due on ci30.
NOTE* If the item Dust checked in is a serial
terporary item, type 'S' instead of 7-7. 's'
"s equal to one loan period of days.

2. The Patron at the When searching the ILS Patron List for the correct
-Eotton" or the 'atron, users must NOT assume that the Last patron
Patron List on the screen (the 5th one displayed) is the only

patron with that name. If the last name on the
screen seems to be the correct entry, users should
still go TORARD one screen to find out if there
are any more entries with the same name . The
chances of this happening are especially high for
common surnames such as Smith. Jones or Brown.

3. Telephone versus ILS has been designed to accommodate renewals made
in Person Renewal in person or over the phone. If the renewal is a

telephone renewal the user must locate the item to
be renewed from the list which appears after the
patrcn has b)een i lentified . If the renewal :
made in person, by either the borrower or someone
e;Ise f'or them, the user may either select the tem
from the list, or may wand the bar codes of the
items insteal. Before wanding over the bar codes.
howev er, the user should be certain that the
correct patron has been identified, otherwise you
could renew an item to a person who never checked
it out ,-n the first place. (see above The Patron
at the Bottom of the List.
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b- . .9 RCE:?T CHECK-I!(

The RECZ:?T CHECK-_{ procedure :s used -o provide a rece'-i -: a patron
:or returning an i::em or :zr paying a tine (used in plaze oa-)

AVAILABLE !XFORMATIO:

1. Overview of Receipt Check-In

Please enter the numbez o; the type of indormation you des:re:

6. L RI Overview

RECEIPT CHECK IN is used whenever a patron specifies that a receipt be
generatei, :temizing .,hat he has ]just returned to the library. This feature
ias been designed to accommodate those iLS sites where personnel regulations
may require documentation of a clear account before final ad-nmnistrat.ve action

[% (i.e., final payroll tabulation, release of college transcrd:os) may be taken.

NOTE: The software required for this activity is currently b-ing developed.
It is expected that future ILS releases will include this odule.
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3. d oce-uie t as set te iderC. c E S a 1 ee

and begins -he proceoss to reserve the rtem.

1 . Overview of Reserve

2. Step by Step Procedures ±or Reserve

2. Snec_.a!. Features --orRere

Please enter t'he number of the type of information you 6esire:

6. 20.1 RV Overview

RESERV enables users to either add, edit, or delete requests to reserve items.
RESERVE can modify entries in either an item queue or patron queue. The item
queue lists all the patrons who are waiting to check out a czven item; the
patron queue lists all the currently checked out items a given ration has asked

the library to reserve.

R SERV is used to alert users that another patron would like to check out

an item that has iust been checked in. RESERVE sets up a message in 1LS,
'ITErI !S ON RESERVE...-TER 'C' TO CONTINUE, RETURN TO TERMINATE..." which
signals the user that the patron requesting the reserve be told that the

.tem -as been returned. ocal ILS sites may determine whether the -tem _s to
be c-hece o t an, sent to the patron redo esting :ie reserve, or if a notice
-s to be Sent advoooing -hat te reserve ill be cncelled if the a:cc. _ce-
not appear within, e ., 3 days to check out the item.

6.120.2 RV Step By Step

1r RERVE users ma- e' ther:

1. ADD a reserve request,

2. EIT a reserve request, or

2.2 a reserve request.

When ether t _c r editing an already established reserve request,
wloI pror or C .pecly Uhedther they Wish to access ohe - 'TN £7070

'OTP~h 7U Ko.e creat_r.c. a resrrvl request for the f-orrt coe.
- h, us-r for PTROh: sonce no record curren-y es i

n- C0
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2 20. 2 R7 Add a Reserve

ad e i a reserve reqest the user must respond to c-._. = 'o -_ :iS or 0o ts:

A.ETrY THi PATRON - :o display detai-ad ns-ort -crreton
identiiication options en7-er

B. _DF NTIFY THE ITEM - There are 8 item adentliCa-:on cio:_ons, and one
other option by which a nessage can -ze 7nout =or

the last item entered. For tore HE? on using any
one of these options enter t.e number associated

with that option below:

2) ITEM ID# 5) ISSNJ/ISBN 8) AUTH/TiTLE Y'7

3) AUTHOR 6) C C .
4) CALL# 7) TITLE HEY 10) MIESSAGE (ITEM)

C. IDENTIFY THE COPY# - Specify the copy4 of the _tem to be reserved.

D. SET THE PRIORITY - Identify the order -n wh'_h ths reserve is to
be handled.

SET DATE NOT NEEDED AFTER - Enter the last possible da-e -e patron
can wait. If the date entered nas oss,
ILS will say Y2U. TU.ED OATE -S P.AST.
TYPE FUTURE DATE .

F. ROUTING INFORMkTION - :if desired, the user may enter a free te.: -

message, detailing furthe r what should happen
to the item once < has been retrec.

3. PRESS RETURN - The user must enter a carr'_ae -eturn .o ns.
:LS will promp- acagn to ali the neyrev

5.20. 2 RV Edit an item or Patron Queue

!LS allows users to edit an already entered reserve request 'y a--cessng
either an IT£ . QUEUE (i.e., all patrons .atinr ror a particulsr ;-em or
a PATRON QUEUE -. e., all .tems that a g--en patron Is wa:-t-nl; to ree .

!'S begins by ptompting the user:

'I'tem QUEUE OR 'P'ATAON QUEUE: The user must respond wth elther an i cr P.
ILS will prompt the user as detailed below in each resp, c Cvae

To edit ITEI QUEUE ILS will ask for: "To edit PATN 22 UE7-E u Li as"k dor :

IT'::E ele Ct any 2n_ of the avalle LPA-R2N: The user use n
3 s ors n . -r mere ({LP n r nVa l i:. rK r



S A):0 S)O 7 flA S '
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H 9.CH PA TRO? II0.1 LS displays tIhe quue tu TE : :ls

a:e:::t~g ro',aand the use reserved hy the patr n.
muIst ente-r the nuaber or4 one entryt
to be edited. 11S Will dosplaY the t*POSITION IN QUEUE: Enter the nu mfr c:
following table: *the itlem to be edited-

-a Paron Con No ct Neded Ater ICOPI' The usr mutetrten ra

SeleI an.dear ' 3- 2- copy nurber.
2 Dun can 2 6-30-80 . .. et c.tw

D, AT NO T NEEZDE-7D AFT ER: En t er te h e
PRIRIY:I/The uiser may cd:prior--ty t ht not need~ a-.r

of th rescrud
P.0OJ T 

NOC:FORCA T
O A N rA-

ROTNG :N FORPTI CN1: A fr ee tet es soget  message maiy '-,e ente:r - F,

may cc- enterco, a n eo::!c.he edlted Th1-e user must c07::
.zsa mnust POPOcr_,ng of- a string ofchaai- a-

h' actr OTCIS 77H a 1 Sotg of 1 T0 n e w st-:r ingq of: ch!,ar acters.

t~ 'send this b osh to kodr.~ Rout;e to Pegi'strar±.r~t
O:i 00:TH Bi 'REPLA:E: fo:rat With last

e will se-nd tlhos book to Bindery R cute to Rcictsrar l1ast.

o 2.. RV DELETEF an item or Patron Queue

anT-_7lC UEE_7 Ir. all Fatcn :tFon o a cat-cular -t:.:c
, -n .'~ E- .... ,. a. 21 E s a ----nIT s w aiing to reEset e.c

> OR PAT RO0N 203 Th use mut reLn tot eha C

To delete T .QUU To de., ete PAT 5 N , ,AtBUE
l as :for: O ~lahfr

mne or one a vala bIe ATRC' N ) 7hcurmay u se a.yc c
c c-------ins.or more HE>L on a r jrom:

a ,s :t at1 pears re-a en
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14 cH CH PA:RON?: ILS displays the queue *WHICH ITEM?: Enter the number or the
o-4-- existing patrons and the user * item.

-: must enter the number of the entry*
to be edited. 1LS will display the*
following table:

* Patron Copy Not Needed After*
1 Selander 1 5-25-80
Z Duncan 2 6-30-80 ... etc.*

Delete the ITEM 2UEUE (cont'd) *Delete the PATRON 2UEUE (cont'd)

OK TO DELETE? NO// Enter a 'Y' and a *OK TO DELETE? NO// Enter a 'Y' and a
RETURN to delete. Enter RETURN to * RETURN to delete. Enter RETURN
leave the record unchanged. to leave the record unchanged.

DELETED (or) NOT DELETED *DELETED (or) NOT DELETED
• *

ILS will return to the prompt OPTION: * ILS will return to the prompt OPTION:

" 6.20.2.4 Identify Patron

* "Any and all ILS functions involving patron data require that the patron be
accurately identified in the ILS. See the section "Identifying the Patron"

in the GENERAL INFORMATION chapter for a detailed discussion of options
for patron identification.

- 6.Z0.2.5 Identify Item

Items may be identified in various ways, including:
* using a barcode reader * by Library of Congres number
* by item identification number * by title key
* by author * by author/title key
* by call number * by series
* by ISSN/ISBN

For a detailed description of procedures and options for identifying an
item, see the section "Identify Item" in the chapter G-NERAL INFORMATCN.

6.20.3 RV Special Features

UPDATING THE ITEM STATUS DISPLAY
Whenever an item has a reserve request placed upon it, the item status display
for that item is updated to show that a reserve now exists against that item.
Once the item is returned, and the record of the reserve request has been
deleted from NOTIFY RESERVE, the item status display 4or that item will again
be updated to show that the item is now available -or loan.
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6.21 SHELF

The SHELF procedure is used by library staff to monitor information on items
,". being used internally (as opposed to externally via CHECK OUT or P.ENEW.)

AVAILAPLE INFORMATION

1. Overview of Shelf

2. Step by Step Procedures for Shelf

3. Special Features for Shelf

Please enter the number of the type of information you desire:

6.21.1 SH Overview

The SHELF procedure records internal usage of an item. SHELF is normally used
by a shelver who passes a barcode scanner over the barcode label of the item
to identify it. SHELF enables the user to count the number of times an item
has been taken off the shelf but not checked out.

When the ITEM STATUS option is used, ILS will display a statistical record of
any item. One line of this display appears below:

*CHECKED OUT IN THIS PERIOD:- INTERNAL USAGE: --

When an item is identified in the SHELF function, the count of INTERNAL USAGE
is increased by one.

Press 'F' and a RETURN to go forward to Step By Step Procedures for SHELF.

6.21.2 SH Step By Step

SHELF consists of only one step:

N

5 1. IDENTIFY THE ITEM - It is assumed that the item will be identified with
". * a portable barcode scanner. For information on this

and other methods of identification, see below.

" For more HELP concerning this step press '1' and a RETURN.
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Items may be identified in various ways, including:
* using a barcode reader * by Library of Congras number
* by item identification number * by title key

by author * by author/.te key
* by call number * by series
* by ISSN/ISBH

For a detailed description of procedures and options f-or identifying an
item, see the section "Identify Item" in the chapter GENERAL :N7ORI1AT:M.

6.21.3 SH Special Features

"- As of July 8, 1980 there are no known special features for SHELF.
j.

4,•
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6.22 SET STATUS

The SET STATUS option is one way library staff can document the reason why
an item -*s not available to patrons. It creates a note within the ZTEM
STATUS record advising users of an item's current status.

AVAILABLE INFORMATION

1. Overview of Set Status

2. Step by Step Procedures for Set Status

Please enter the number of the information you desire:

6.22.1 SS Overview

The SET STATUS function allows authorized users to associate one
of the following exceptional statuses with an item:

o LOST
o FOUND (for previously LOST item)
o PATRON CLAIMS IT WAS RETURNED
o PATRON CLAIMS IT WAS LOST
o SNAG

If the status of an item has been set to one of the above, it is so noted
in the Item Status display for that item. Subsequently doing a Checl:-out
or Check-in of the item causes the Item Status record to be automatically
updated.

6.22.2 SS Step By Step

SET STATUS is used to modify the status of an item in the Item Status Display.

It is a collection of 4 separate routines, each of which is detailed below.

1) LO - for LOST if you are positive that the item is lost

2) rO - for FOUND if the item turns up later

3) PC - for PATRON CLAIMS it was RETURNED

4) PL - for PATRON believes it is LOST

5) SN - for SNAG

For more HELP with any of these steps enter the number of that step
and press RETUP.
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6.22.2.1 SS Lost

The LOST option in SET STATUS is used whenever library staff have conclusively
determined that an item is indeed lost. Before this designation is put on the
Item Status record, every attempt should be made to search the shelves for the
item.

To change the item's status to LOST, the user must enter LO in response to the
ILS prompt FUNCTION:. ILS will then prompt the user for any one of the regular
ILS item id options. After the item has been identified ILS will prompt again
for the next lost item. The user must press / and return to get out of the
current SET STATUS option. ILS will take the user back to the place where the
user was just prior to coming to SET STATUS.

To read about how to identify an item in ILS enter a 1 and a return.

6.22.2.2 SS Found

In SS, FOUND is used whenever an item. which has been previously declared
LOST or PATRON CLAIMED RETURNED, is found and it's status needs to be updated.
To update the item's status in the Item Status display, the user must enter
FO in response to the ILS prompt FUNCTION:. ILS will reply by asking the user
to identify the item via anyone of the item identification options.

For more HELP on item identification options press 1.

6.22.2.3 SS Patron Claims Returned

In SET STATUS, the option Patron Claims Returned is used whenever a patron
states that they have returned an item which is currently missing. 7'S keeps
a separate "lost file" of items patrons claim to have returned, but which
still have not been found after searching. The "lost file" tracks patrons who
repeatedly claim to have returned a missing item. Each record in the file
contains the item and patron id# and the date the patron was to have returned
the item. Library management may want to set in-house guidelines to handle
cases where patrons repeatedly claim to have returned missing items.

NOTE: Every time a CHECK IN or a RENEW is done, ILS will automatically search
the "lost file" to look for a matching entry. If the item being checked
in or renewed is in the "lost file," it's status will be automatically
updated in the Item Status display.

To select this option, enter PC in reponse to the ILS prompt FUNCT:Ox:.
To learn more about how to identify an item press 1.

6.22.2.4 SS Patron Lost

In SET STATUS, the Patron Lost option is used whenever it has been determined
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that a patron has lost an item checked out to him. This status varies
somewhat from Lost, insofar as it can be determined that the patron to whom
the item was checked out, was responsible for the loss. (Had the item not been
checked out to any patron the Lost option would be correct.)

To select this option enter PL in response to the ILS prompt FUNCTION:.
To learn more about how to identify an item press 1.

6.22.2.5 SS Snag

An item is assigned a status of SNAG if the library staff does not know
"" exactly what the problem is, but want to identify that there is a problem

of some sort with a given item. At some later time, the problem may be
researched in detail, however, in the mean time a user who might be looking
for that i'em can be informed that there is some known problem associated
with the item.

6.22.2.6 SS Identify Item

In most cases, when the user is in SET STATUS the item will not be in hand.
This may limit significantly the choices available by which an item may be
identified. The full range of item identification options have been included
in this HELP discussion, however, as it is possible that in any given instance
one or more of these access options may be applicable.

Enter the number of the desired item identification option:

1. IID#z Item Identification * 6. TK a Title Key
2. AU = Author 7. AT = Author/Title Key
3. CA z Call Number 8. SE Series
4. IS = ISSH/ISBH 9. MI = Message (for item just entered)
5. LC = Library of Congress 0

Items may be identified in various ways, including:* using a barcode reader * by Library of Congres number

* by item identification number * by title key
* by author * by author/title key
* by call number * by series

* by ISSN/ISBN

For a detailed description of procedures and options for identifying an
item, see the section "Identify Item" in the chapter GENERAL INFORMATION.
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6.23 7ERIFY

The 7ERIFY procedure allows the authorized user to radically alter the way
4n which IL3 operates. In VERIFY ON mode, ILS will display the patron name
or item title every time a barcode label ot library card is scanned with the
barcode scanner. :n VERIFY OFF mode (standard ILS operation), processing is

* "much 4aster but patron names and item titles are not displayed.

AVAILABLE INFORMATION

1. Overview of Verify

2. Step by Step Procedures for Verify

3. Special Features for Verify

?lease enter the number of the type of information you desire:

6.23.1 VE Overview

VERIFY sets a switch in ILS which determines whether or not the patron name or

item title is displayed when a library card or a barcode label is scanned.

1. VERITY=OM - When a patron or an item ID number is entered into 1LS (during
CHECK OUT or CHECK IN for example), the computer will go to the
magnetic disk which stores all item and patron information and
lind the complete record for that item or patron. The name or
title is then sent to the terminal and displayed on the screen.

2. VERIFY=OFF - When a patron or an item ID number is entered into ZLS, the
computer will record the ID and continue with the transaction.
The patron name or item title will not be displayed on the
screen. ILS will find the complete record on the magnetic disk
later, while the user continues with other transactions. This
helps the system process transactions more expeditiously when
there are alot of patrons waiting to be checked out.

NOTE: The VERIFY switch affects only the current terminal and session.

-.23.2 VE Step By Step

To change the setting of VERIFY the authorized user may enter

S- /VZZON OR /VE=OFF

in response to any ILS prompt. ILS will change the setting and return
the user to the previous prompt.

"t is also possible to change the VERIFY setting in a two step process.
The user enters VE in response to the ILS prompt .. then enters
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either OX or OFF as appropriate.

6.23.3 VE Special Features

As of July 8, 1980 there are no known special features for VERIFY.

.18

-"16

'° .



7 SZRIALS CONTROL SUBSYSTEM

7.1 SCS INTRODUCTION

The Serials Control Subsystem is used to process all serial tzansactions
including serials check in and routing of serials.

AVAILABLE INFORMATION

1. SCS OPTIONS

2. GLOSSARY OF THE :LS SYSTEM

For more information, select the number for the appropriate discussion.

7. 1. 1 SCS OPTIONS

The Serials Control Subsystem is composed of the following functions:

1. AR = ADD ROUTING

2. SC = SERIALS CHECK IN

3. GF = GENERAL FUNCTIONS

For more information, select the number for the appropriate discussion.
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7.2 ADD ROUTING

The ADD ROUTING procedure permits authorized users to add/delete names on
routing slips. When journals are checked in via SERIALS CHECK IN, routing
slips for newly received journals may be printed, so that the journal may be
routed to patrons or to their final destination, such as a branch library.
The ADD ROUTING procedure permits users to add or delete names to routing
slips that will be produced during SERIALS CHECK IN.

AVAILABLE INFORMATION

1. Overview of Add Routing

2. Step by Step Procedures for Add Routing

3. Special Features for Add Routing

*. Please enter the number of the type of information you desire:

7.2.1 AR Overview

When journals are checked in via SERIALS CHECK-IN, routing slips for
newly received issues may be printed. The ADD ROUTING function allows
authorized users to add names to or delete names from the routing slip
produced for a particular title. ADD ROUTING requires the user to
identify the patron and the bibliographic item.

7.2.2 AR Step By Step

In ADD ROUTING the user must:

1. IDENTIFY THE ITEM(S) TO BE ROUTED
This section explains how to search through
the ILS system for the appropriate item.

2. IDENTIFY THE PATRON(S)
This section explains how to add/delete
names from an item's routing slip.

3. EXIT FROM AR
This section explains how to use the 'I'
command to exit from Add Routing.

For more HELP concerning any of these steps enter the number of that
step and then press return.

7.2.2.1 Identify Item

Items mna be identified in various ways, including:
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using a barcode reader * by Library of Congres number
by item identification number * by title key

z by author * by author/title key
by call number * by series
by ISSX/:SBN

7or a detailed description of procedures and options for idsntjfyina an
an, see the section 'dentify Item' in the chapter GENERAL O..A.C.

7.1.2.2 AR :dentification of Patron

Once the item has been identified, the user will want to iden , the
patron(s) connected with that item's routing slip. The computer
prompt the user with the serial ID and copy number, and say:

(P)ERMAXENT OR (T)EMPORARY? TEMPORARY/

There are two kinds of patron routing lists, permanent and temporary. A per-
manent routing slip consists of persons who wish to receive every issue oE
a serial as it is received by the library. A temporary patron list consists
of patrons who wish to receive just one issue when it arrives, but not on a
regular basis. Temporary patron lists must be deleted by the user after the
specific issue is received. ILS will not automatically delete a temporary
patron routing slip.

Once the status is entered, the user has several options. They are:

<A> Add Name to File
<D> Delete Name from File
<L> List Names in File
</> Go back to subsystem tsee Exit From AR. Enter T. and then 3)
<-> Go back to function (see AR Special Features. Enter T,T,and 3)
<C> Change Temporary/Permanent

f the user discovers he has entered the wrong status command. he can
change it i L~ "le 'C' option. For example, if he has entered 'P' -or
Permanent and realizes he wants to work with the Temporary status file,
entering a 'C' will switch him to Temporary.

The Add Routing function is unique because it identifies zrst how
the patron is affected on the routing slip and then identifies the
specific patron. 'ahen the patron is identified the chosen -unction
will be executed automatically.

The following functions relate directly to the routing slip. They
are common to both the Permanent and Temporary status.

1) Add Name - How to add a name to a routing slip
2) Delete Name - How to delete a name from a routing slip
3) List Name - How to list all patrons on a routing s.iP.

Indicate by number the function you want.
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7.2.2.3 AR Add Name

To add a name to an item's routing slip, the user must enter A in response
* to the :LS prompt OPT:ON:. ILS will reply:

PATRON:

The user must now begin to enter all the names that are to be added to the
routing slip. After the last name has been entered, the user must enter a
return. ILS will then prompt the user with a series of questions as part of
the exiting process (see section 2.1.2.16, AR Exit Add Routing.
To get to this discussion enter the following command sequence: T,T,3.
To return to this discussion enter the following command sequence: T,2, 1.)

To review the patron identification options press 1, or
V (F) FORWARD to AR Delete Name, or

(T) to go to the top discussion.

7.2.2.4 i dentify Patron

Any and all ILS functions involving patron data require that the patron be
accurately identified in the ILS. See the section "Identifying the Patron"

- in the GENERAL INFORMATION chapter for a detailed discussion of options
for patron identification.

7.2.2.5 AR Delete Name

TC delete a name from a zcuting slip, the user must enter D in response to the
1LS prompt OPTION:. ILS will then display all the names currently on the list
and will ask the user which name is to be deleted. The user may then enter the
number corresponding to the name which is to be deleted.

T1ie user must enter a carriage return in response to the ILS prompt when all
appropriate names have been deleted. This is the first step of the exiting
process (see Section 2.1.2.16, AR Exit Add Routing. To get to this discussion
enter the following command sequence: T,T,3. To return to this discussion
enter the following command sequence: T,Z,Z.)

7.2.2.6 AR List Name

List Name is used whenever the user wishes to view all the patrons who are
currently on the rcuing slip. A sample list is shown below.

TL$HE 8)H ECRD ( $ COPYt 1
C7- 10N:-
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1 -:SS JA;E BROWN
Z *!R GEORGE CAREW

B?.fAN JZNES

,- 'hen the user selects permanent or temporary lists at the beg-nn:ng or

A.D ROU::xG, this selection will impact what lists are i-sclaved. -f the user
wishes ts hae the other list displayed t ill be necessary to enter a C :n

r-sponse to the :LS prompt OPTION:.

7.2.2.7 AR Exit Add Routing

After the user has completed making changes to the routing slip, a return
must be entered to begin exiting from ADD ROUTING. At this point :LS will
prompt with (F)ILE OR (N)O CHANGE? NO/ . The system is set to default to NO
CHAXN7 unless the user types in F. If the user wants to file the changes the
correct response is F. Next ILS prompts with (P)PERMANENT/TE.1ORARY? TEMPORARYj
TEMPORAR Y/. The system is set to default to TEMPORARY unless the user types IN

1P. f the user wants this routing slip to be a permanent one, P is the correct
response.

The user may now exit from ADD ROUTING by using the / command. This will take
- . the user to any other activity within ILS. NOTE: if the / key is pressed befor
"-- the changes have been filed away, the changes will be lost.

7.2.3 AR Special Features

USE OF THE - KEY and PERMANENT VS. TEMPORARY LISTS

:n ADD ROUTING. the - key is used to return the user to the begining point of
either the item or patron identification stages of ADD R.UT:NG. Th:s -s done t,
-h e user to start that point over (e.g., spell a name a daf£erent way)
-he ke-png the user within ADD ROUTING. Pressing the - key w1ll erase just

-hse stace o AR that the user was in the middle of entering (-.e :ust the
last item or patron information entered.)

ADD ROUT:NG provides for both permanent and temporary lists. Permanent lists
are composed of patrons who wish to receive all issues of a serial title each
time it is checked in. Temporary lists are composed of patrons who wish to

' - ecelve only a particular issue of a serial title; they may, e.g wish to read
. a particular issue which is devoted to an area of their interest. Users must

specify which list is to be modified, either (P)ERMANENT OR (T)7MPORARY. To
change a list from one status to the other, enter either P or T as appropriate
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7.3 SERIALS CHECK :X

SERIALS CHECK :N permits authorized users to record the receipt of the latest

piece of a serzal subscrintion.

AVAILABLE INFORMATION

" 1. Overview of Serials Check In

2. Step by Step Procedures For Serials Check In

3. Special Features of Serials Check In

Please enter the number for the appropriate discussion:

7.3.1 SE Overview

SERIALS CHECK IN enables library staff to maintain records of the receipt
of each serial issue as it arrives in the mail. As an item is checked in,
a barcode label may be generated for it, or the labels may be queued to be
printed out in a batch at some later time.

Once the label has been affixed to the piece, it may be wanded whenever the
item is circulated. When items are returned from the bindery, a new label
will have to be attached to the hardbound piece. Consequently, this label
will supersede the labels which were originally placed on each loose piece.

SERIALS CHECK IN requires the user to identify, in addition to the item, the
year. month, day, volume, issue, copy and loan length of the piece.

7.3.2 SE Step by Step

To check in a sezial via SERIAL CHECK IN, enter /SE in response to the ILS
prompt COMMAND. ILS will prompt the user:

GENERATE BAR CODE? YES/ In both cases the default is set to YES.

PRINT BARCODE NOW? YES/ NOTE: To batch generate the labels later, enter N.

IDENTIFYING THE TITLE
.LS will next prompt for ITEM: TK=. Since the user must have the item in hand,
the user will most likely want to identify the item by its title. Thus, ILS
prompts for TK (title key) automatically.

The user must enter in the first three letters of the first maior word, the
first two letters of the second and third words, and the first letter of the
fourth word. 1L5 will respond by displaying a list of five serial titles at
a time in the oarmat below:

?40E: The serials title index is composed of the 245 and 246 fields of records
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' which contain 'periodical' in the a subfield of the 0'09 field.

INDEX TITLE(EDITION) C AUTHOR *** SERIALS ONLY *"
I The New England Journal of Medicine
2 The New Yorker Magazine
3 The New Zealand Medical Society Bulletin
4 Obstetrics Today
5 Operating Room Quarterly

At this point the user may: o Enter F or B to browse through the list
o Enter another search key to try again.
o Enter D and index 4 to display an item record
o Enter index # to select the appropriate title.

IDENTIFYING THE !TEM
Having identified the title, the next step in SERIALS CHECK IN requires that
the individual piece be identified. Press return to continue this discussion.
There are seven elements which must be filled in for each serial issue which
is checked in. They are:

4. Volume of issue
1. Year of issue 5. Any more copies to be checked in
2. Month of issue 6. Type of serial
3. Day of issue 7. Loan period

Each of these elements is discussed individually. For more information on any
element, enter the number for the appropriate discussion.

NOTE: After completing the above 7 steps the following message will appear:

DATA IS STORED IN QUEUE. CHECK PRINTER POWER

You may now print out the barcode label if the printer is on.

7.3.2.1 SE Enter Year

When checking in serials the user must first identify the year of issue. The
YEAR prompt in SERIALS CHECK IN is set to 80. 1f a 1930 serial is being checked
in the user need only press return. If the user enters a questlon mark the
following message will appear:

ENTER THE LAST TWO DIGITS OF THE YEAR, E.G. 80

7.3.2.2 SE Enter Month

To accommodate the wide variety of publishing frequencies of serials, :LS has
designated 29 options for describing the time span o4 a serial issue. They are:

I JAN 8 AUG 15 MAR/APR 22 CCT/N07' 99 UNZ.ASS:F:ZD
2 FEB 9 SEP 16 APR/MAY 23 E./: Z
3 MAR 10 OCT 17 MAY/JUN 2 C j 'l-"(
4 APR 11 NCV 18 JUN/JUL 25 S >3
5 MAY Iz DEC 19 JUL/AUG 6 S
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6 JUN 13 JAN/FEB 20 AUG/SEP 27 AUTUrN/FALL
7 JUL 14 FEB/.AR 21 SEP/OCT 28 WINTER

NOTE: UNCLASSIF:ED is used for (e.g., irregular) serials which do not match the
above time spans. Zf option 99 is chosen 1LS will prompt:

MONTH: UNCLASSIFTIED Enter the new time span.The issue date will then ta eh DESCRIPTION: (new span) the form: yr/(new span)/day, e.g. 80/JAN-JUN/00

7.3.2.3 SE Enter Day

In response to the prompt DAY, the user must type in the day of issue of the
serial, if there is one. If the serial is a monthly or annual publication
without a date just press return. A ? will cause the following message to
appear:

TYPE NUMBER 1 TO 31 (DEPENDING ON THE MONTH.)

ILS will not permit the user to enter 31 for months with only 30 or 28 days,
nor will it permit the user to enter 29 for a non leap year. If the user tries
to do this, the following message will appear:

THE DATE YOU TYPED IS WRONG. PLEASE RETYPE THE CORRECT DATE.

7.3.Z.4 SE Enter Volume

ILS will prcmpt the user to specify the volume, issue, part, and supplement
of the serial to be checked in. It will have default settings for the next

issue expected to be received as follows, e.g.,

VOL: 23 !SSUE: 12 OK? Y/

If another copy of the same issue (in this case, issue 12) is received instead,
the user must type N. This will cause ILS to prompt individually for VOLUME,
ISSUE, PART, SUPPLEMENT and COPY. If the piece being checked in is the first
copy of a title, you cannot change the COPY 1/ default prompt.

* 7.3.2.5 SE Any More Copies

ILS will ask the user if there are any more copies of this issue to be checked
in at this time. Since it is possible to receive two or more copies of a title
on the same day, by this method users can quickly check in the other copies of
the issue without having to re-enter all the data again. If the user enters a
? the following message will appear:

PLEASE TYPE 4 (1 TO 26)

/.3.2.6 SE Type of Serial
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:LS will ask the user to make several decisions about the nature of the serial

"t will ask the user to distinguish between the following ca:egorzations:

(L)A'A OR (G)ENERAL MOTE: The statistics derlvable from these categor:ra:ioni
C 'I)ONO OR (S)ERIAL may prove of use to library management.
TYPE:

There are currently 9 type categories for the form and sub:ect area of serials
-aey are:

TYPE DESCRIPTION TYPE DESCRIPTION TYPE DESCRIPTION
1 GENERAL 4 MILITARY-FOREIGN LANGUAGE 7 MICROFICHE-GENERAL
2 MILITARY 5 MICROFILM-GENERAL 8 M:CROFICHE-MIL:TAR.
3 FOREIGN LANGUAGE 6 MICROFILM-MILITARY 11 OTHER

Users may determine the type of serial by inspection.

7.3.2.7 SE Loan Period

The loan period associated with a serial may depend upon its copy number.
:LS is presently set so that the loan period for a copy one t::le is
automatically defaulted to non-circulating. This is done so that if only
one copy or a serial is received, it can remain in the library until the
other copies have either been received or claimed. Subsequent copies are
set for a default of one week. This may, however, be overridden.

If the user enters a ? the following message will appear:

TYPE '1' FOR I WEEK
2' FOR 2 WEEKS

'3' FOR NON-CIRCULATING ITEM

7.3.3 SE Special Features

USE OF THE UP ARROW KEY (-)
The up arrow key (-) is used in SERIALS CHEOW IN to get back to a previous
prompt after having entered a carriage return:

EXAMPLE: 1LS has prompted for YEAR with a default of 80. The user hit return
instead of entering 79. !LS next prompts for the non:h and then the
day. Realizing that the wrong year was entered, the user steps back u;

through the prompts by pressing - repeatedly. The user must re-enter
all the data for all prompts which the - has passed through, since the

erases as it travels back up to the prompt YEAR.

VIEWING THE HOLDINGS
To view the holdings of any serial, the user must break out of the ILS system,
(by pressing the BREAK key) and see a ?. Next the user entc!s C -G to v-ew the
global EZ. Enter a return when the computer prompts for EVICE, and then enter
-EEZ Then the computer prompts for GLOBAL. The computer uill then disn' a7 the
contnts of global EE, for each serial :itle n alrha-- - i1 order, as follows:
-E ( 7O2ZTETRICS TODAY. 80111 5 ,15; ; ; 0;1A,0017 K

- 195



a

This long string can be broken down .nto its component parts, some of which are
partitioned by " marks. as follows:

"OBSTETRICS TODAY." This is the title of the serial.
"80/10/5" This is the year/month/day/ of the issue.
"15;6;0;0;1" IThis is the volume;z.ssue;part;supplement;copy of the zssue.
801017 This is the year/month/day the issue was checked in.
=*0" This signifies the end of the string of information.

As each piece is checked in, a new string is created in global -EE. The user

must, however, view all the strings for all titles which alphabetically precede
the string the user wants to see. As the list approaches the desired title, the
user must press the CONTROL and the S keys at the same time to stop the list.
Press the CONTROL and 2 keys to start the list scrolling again.

DEFINED COPY
At the time a serial's bibliographic record is introduced into the Master
Bibliographic File (e.g., via the processing of an OCLC tape), the c subfield
of the 049 field is used to establish, for check in purposes, how many copies
of the same title are to be expected during check in. Defined copy is
understood to represent the total number of copies of a given serial title
known to the system. In the event a user attempts to check in a copy whose
number exceeds the number of defined copies which have already been checked in,
the following message will appear:

EXTRA COPYI PRODUCE BARCODE? YES/

LOAN PERIOD DEFAULT
SER:ALS CHECI: N .allows the user to specify 3 types of loan periods: a week,
two weeks, or non-circulating. In the interest of preserving the collection,
the loan period for copy one has been set to default to non-circulating. In
this way, the library is assured of having at least one copy on hand.
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8 ADMINISTRATIVE SUBSYSTEM

8.1 AS INTRODUCTION

8.1.1 ADMINISTRATIVE SUBSYSTEM

The Administrative Subsystem is composed of options which enable author:zed
users to set various system parameters at local 1LS installations. The local
.ILS system administrator will have responsibility for maintaining the security

of these parameters, as the parameter settings represent a reflection of policy
set by the library management. Consequently, only authorized users (i.e. those
who have received either special training or authorization) should be expected
to work in this subsystem.

The Administrative Subsystem is divided into 4 major sections:

1) AS Options 3) AS Special Features
2) AS Overview 4) ILS Glossary

For further information, select the number of the desired discussion above.

8.1.2 ADMINISTRATIVE SUBSYSTEM OPTIONS

There are 12 different options in the ADMINISTRATIVE SUBSt.STr1 (AS).
They are:

1. CP = CIRCULATION PARAMETERS 6. SP z SYSTEM PAAAET*S
2. HM = HELP MAINTENANCE 7. UD = USER DELETE
3. JI = JOB INITIATION 8. US = USER ADD/ELUT
4. JQ = JOB gUEUE 9. 7R = VEW RrO7 St
5. SA = SYSTEM ACTIVITY 10. DO = D04fN

11. P2 PATRON F'ET EIMIT:CN
12. GF = GENERAL FUNCT:IMS

For more information about any of these options select the numnber or the option
desired or press F to FORWARD to AS OVERVIEW.

.8.1.3 ADMINISTRATIVE SUBSYSTEM OVERVIEW

The ADMINISTRATIVE SUBSYSTEM is composed of 12 administration :elated options
and 7 general function options which may be used in other subsystems as
well. All of these options are organized within the HZL? system in the
same general format as follows:

(1) an overview of that option

(Z) step by step procedures zor tl-.t
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(3) a special features section for that option

For more information cn any specific optlon:
Press B to go BAC :1ARDS to AS OPTIONS, or

F to go FORWARDS to AS SPECIAL FEATURES, or
T to return to the top of this discussion

8.1.4 ADMINISTRATIVE SUBSYSTEM SPECIAL FEATURES

ILS has several special features which the user needs to know in order to use
the system effectively. Special Features used in the Administrative Subsystem
have been divided into two separate dis ssions. They are:

(1) General Concepts

(2) Special Function Keys

Users should be aware of these general concepts and special function keys
since they are used throughout ILS.

K" Enter the number of the discuss:on you wish to read more about, or
*'- Press F to FORWARD to the GlossaLy, or

B to BACKUP to AS Overview, or

T to TRAVEL to the top paragraph.

8.1.4 General Concepts and Commands

Several GENERAL CONCEPTS are useful throughout the subsystems of the ILS.
These include general commands such as:

D(isplay) -- for displaying the full record of an entry
F(orwazd) -- for moving forward through Item and Patron Lists
3(ackup) -- for moving backwards through Item and Patron Lists

Some keys have special meanings, such as:

x-- oz combining two instructions into one step

/ -- for exiting out of a subsystem and into another or
going to another activity within a subsystem

The function keys are useful for accessing HELP, fox abbreviated F(orward)
and B(ackup) commands, and other things.

See relevant parts of the chapter GENERAL FUNCTIONS for more information.
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8.2 CIRCULATION PARAMETERS

CIRCULATION PARAMETERS EDIT is used to to set the time intervals for a variety

of ILS functions. These functions include the intervals for gene:ating another
search slip or overdue notice, archiving usage statistics, and purging lost
items from the system.

AVAILABLE INFORMATION

% 1. Overview of Circulation Parameters Edit

2. Step by Step of Circulation Parameters Edit

3. Special Features of Circulation Parameters Edit

8.2.1 CP Overview

CIRCULATION PARAMETERS EDIT is used to to set the time intervals for a variety
of ILS functions. The time interval between e.g. successive overdue notice
generation, would be determined by ILS site library management, and :LS would
be set to conform to this policy. With this function, ILS staff can more
effectively maintain bibliographic control over the collection, insofar as !LS
"remembers" to e.g. delete lost items from the Master Bibliographic File, or
generate another overdue notice or search slip, after a specified time period.
Consequently, only authorized users should be allowed access to this function.

8.2.2 CP Step By Step

CIRCULATION PARAMETERS EDIT enables the authori=ed user to set intervals
4or a var:ety of automated ILS functions. These intervals relate to a
iarietj of circulation procidures and can range from as short as a few days
to as long as a few years, depending upon local IL.S s;te policy.

All the Circulation Parameters, as they would appear on the screen, have been
* .included in this discussion. it is most likely that ILS sites will set the
- parameters initially and thereafter edit very infrequently. Any editing

done must represent a change in library policy and should only *e do:.d with the
authoriza'ion of library management. The Circulation Parameters are:

EXCEPTION FILE CO LIMIT: Sets a limit on the number of items a patron can
borrow before his or her Patron Record is entered into

the Exception File. As the patron nears his or her
Check Out Limit, ILS will warn the user that this
patron is approaching the Check Out Limit. The
Exception Tile CO Limit must be less than the System
CO limit.

SYSTEM CO LIMIT: Sets the maximum number of items a patron may horrou. ILS will
not permit additional items to be chez-e z-t to p:s oatron
until some items currently chece.-: d o >' or her are
returned.
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RENEW LIMIT: Sets the maximum # of times an item may be renewed by a patron.

# MONTHS BETWEEN USAGE STATS COMPILE: Sets the cycle for accumnulation of usage
statistics in the Item Status Display.
At the end of each cycle, statistics for
each item are archived, and then the
counter is reset to zero.

# YEARS USAGE STATS DETAIL: Sets the # of years that stats are archived. Stats
are pushed down each time usage stats are sent to
archives.

# SNAG SLIPS .O GENERATE: Sets maximum * of snag slips generated before item
is conceded to be lost.

MINIMUM INTERVAL BETWEEN SNAG SEARCH SLIPS: Sets number of days between
MAXIMUM INTERVAL BETWEEN SNAG SEARCH SLIPS: generation of successive slips.

MAXIMUM * OF OVERDUE NOTICES: Maximum # sent to a patron.

INTERVAL FROM DUE DATE TO 1ST OVERDUE NOTICE: # of days until notice created.

INTERVAL BETWEEN OVERDUE NOTICES: # days until next notice sent.

# DAYS TO KEEP EXPEXDIBLE ITEMS IN SYS7EM: # days copying requests are kept in
system. Theses stats are used to
track frequency of copying an item.

* CHARACTERS IN EXPENDIBLE RECORD: Sets size of free text record which records
what article was copied and for whom.

* DAYS BEFORE PURGING LOST ITEMS: # days before all records of a lost item are
deleted from ILS.

# DAYS FOR AN EXTENDED LOAN: Maximum # days an item my be loaned on an
# DAYS FOR SHORT TERM LOAN: extended or short term basis.

8.2.3 CP Special Features

Using the - Key in CIRCULATION PARAMETERS EDIT

In CIRCULATION PARAMETERS EDIT, users may forward through parameters that
they do not wish to edit by pressing the carriage return successively. If
the cursor should pass a desired parameter, however, the user may return
up to that parameter by using the - key.

The - :ey wil make the cursor return up the screen line by line until the
crsor is pac beside the desired !LS prompt. The user may then enter any,
desired value at that cint, and then ether enter a / to cet out of the

. astiv: y (LS will return to the Admin:strative Subsystem command level), or
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8.3 HELP MAINTENANCE MANUAL

8.3.1 HM BACKGROUND

Background

Originally developed by the Lister Hill Center for Biomedical Communications
(LHNCBC) in 1978, ths ILS Help System (HE) was designed to provide online
assistance when using the Integrated Library System. To provide such
a capability, the Help Maintenance (HM) system was developed to serve as the
means by which HELP text could be created and edited for user viewing. The cur-
rent version of the Help Maintenance System is a melding of the best features
of the original version and several enhancements to the system.

Although they extensively interact with each other, HM and HE are two distict
entities. Whereas HE enables users to read text Aly, HM enables users to

- perform text manipulation. Access to HE is unrestricted. However, access to
HM should be restricted to the ILS system administrator or other personnel
authorized to change the system.

Purpose

The purpose of this manual is to document the use of the Help Maintenance
System in sufficient detail to enable local ILS sites to work effectively with
it.

Scope

The scope of this manual includes documentation of all currently operational
features of Help Maintenance.

For further information select either discussion below:
2. :ntroducing Help Maintenance
3. or;i'ng in Help Maintenance

To exit Help tlalntenance, return to COMMAND with a - and return and then
enter / and some function abbreviation or /EXIT.
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3.3.2 :i1M INTRODUCTION

IHEP .... N.T. NCE is that par: of ILS which enables local ::S si:es to ed-t
or zeve-on Help te:<t. iz is composed if five basic elements, each od Lhi!j

s5 '/_nz below:

7-ie Paragratph

2 - e Path

2". The .anual

a he D>.ectoiy

" xt versus Structure

£ l. i'e iniormation about any of these basic elements ante= the number
as3ociated with that discussion. The *iser may select any discussion and then
nt:na~e do:ward v:a the F command; return via the B command; or exit via

.e- tn he / (keys .

S3.3.2. The Paragraph

"n :L5 - Help Maintenance, the Paragraph constitutes the most basic unit of
text. it is the most frequently accessed and edited entity in Help
.aintenance. Although paragraphs characterist'ically exhibit two attributes,
that o± text and structure, this discussion focuses primarily on the textual
atributes only. (For a more detailed discussion of structure and how it
relates to tExt see section 2.5. To access this, discussion, the user may
either rress F to forward through four other discussions cr press T and then
enter 5 to top out of this discussion and access the other drectly.)Paragraphs
are used as building blocks of information which, when link-ed together, create
HIELP text in :LS.

Paragraph defined in HM is understood to mean a logical unit of text. :t may
be, but does not necessarily have to be an English paragraph. Zt may instead
be composed of a sentence or many sentences, or it may ;e composed od a chart,
diagram or other graphic forms.

S nce one Paragraph is a logical entity (as opposed to a physical entty),
many English paragraphs may constitute one HM paragraph, and many HM paragraphs
may be composed of a single English paragraph. This entire discussion of the
Paragraph in Section 2.1.1 is composed of one HM paragraph, even though it
contains several English paragraphs.

The distinguishing characteristic of all HM paragraphs is that they are always
treated as a unit whenever they are displayed on a Cm*T terminal, lnked to
other paragraphs, or printed out in hard copy. long HM paragraphs may not fit
on one CT screen when display;ed. ('OTE: When us:ng the iewlett Packard
.cdel 2645.1 terminal, only 17 lines of text may be c:'layedon each screen.)

-"When tis ocurs, the farac screen of text will be -
u5coU enters a RETURN before daspla.'arnu t - sezo-. screen C: --- z

(11071: 1e Hewlett Packard nodel 264SA terminal uall re::-It an H ! p a7 n
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of u to five screens of text. For further information on the maximum size

limit of an HM paragraph refer to Section 3.1.1 - Ad4ding Paragraphs. To get to
this discussion enter 7 h e :o owing sequence of cor-, nls: T,T, 3 1, 1. To return

:ho cis discussion, enter t he -olowing sequence or cc~rmands: TTT,, ! ) The
user may continue entering RETURN until the entire paragraph has been displayed.

, It should be noted that even though it may take multiple CRT screens to display
all the text in a paragraph, it is still a single logical unit. One could not
display the middle or end of it without going through the beginning of it. it
is therefore recommended that:

1) Text in HM paragraphs be limited to no more than 17 lines of text, and
2) Whenever an HM paragraph must exceed 17 lines of text, such text should

be organized in such a way that each :iew screen of text begins with a
new English paragraph, or other distinct physical form (e.g. table,
2l.ustza-con, new subsection heading.)

8.3.2.2 The Path

In ILS - Help raintenance, each paragraph must be given an identity, or
placed within a prescribed context, to be read in proper sequence. A
relationship must, therefore, be constructed between paragraphs to link
them to each other so that users may read the text contained in all the para-
grraphs in proper sequence.The establishment of such a relationship between
specific paragraphs constitutes the creation of a path for those paragraphs.

in Help Maintenance any given paragraph may be in one or more paths. A
paragraph which details how to identify an item, in the library collection may
be linked to several discussions such as CHECK IN, RESERVE, or CHECK OUT proce-
dures. Each time the same paragraph is used within the context of a different
procedure in ILS, a separate identity (i.e. PATHNAME) for that paragraph must
be created. A paragraph may have many pathnames associated with it, or it may
only have one. :,hen used in different paths the same paragraph may have separ-
ate sets of lin ages coming before and after it. Thus, the same paragraph,

linked into two diffezent paths, could follow and be followed by the same cr
two different paragraphs which would take the user into different discussaons.
The figure below illustrates the linkage of paragraph A into different paths:

In PATH A In PATH B

__"_Previous

Par B paragraphs Par C
may be

different

Par A Par A

-" Next paragraphs

Far D ParE Par F may be Par G Par D Par H

different

I-uro ..- . Ex aze c C ne nnragraph -n Two Paths



F.

3.3 2.3 he nanual

To obtain a printout of any path. it is firVt necessary to pt a' - of the
paragraps comprising that path into a manual. A nanual is a h
:s desi:ned to be displayed in hard copy as opposed :o online 41solay.

Three characteristics distinguish manuals from paths intended for online
sdsplay:

M ranuals do not permit branching within the sequence cf paragraphs.
Since a manual is furnished to the user as a printed product rather
than an online interactive display, there :.r no opportunity for users
to 'respond' to options and change the disp.ay sesu.ence. :nstead,
the paragraphs are printed out in a stragh:z sequence.

2. Every paragraph in a manual must have certain prin: formatting informa-
tion recorded in its structure. (See Sect:on 3.4.7. To get to this
discussion enter the following command sequence: T,T03,4,7. To return
to this discussion enter the following command sequence: T,T,T,2,3.)

3. All manual names must have the form ' w*' where '"' is an integer
number from 0 to 99, e.g. M4, M76, MO. A maximum or 100 manuals
may be created for an ILS site.

All of the paragraphs in a manual may also be included in ordinary non-manual
oaths or in any number of other manuals. Thus the same informrion may be
nade available in many different online and printed forms.

8.3. .4 The Directory

The Direc7tory is a list of all accessible paths in the H7P Syotem. t sts
'or each path the pathname, any synonyms by which the zah cculd- also be
- re and the starting paragraph of that path. A pathnane must :e entered

i". o lhe HElP directory before it can be directly accessed by users _n the
FE'P System. This accomplishes two things:

1. :t inserts the name into its correct place In an alphabet - cal ist
or path names, which a user can view by entering '' D'

2. 1t provides an entry point to the HELP System. 4hen a user :n HELP

.enters the two letter code for the pathname, :7S will display the
'irst paragraph in that path. In cases where one oath is linked to

another, and direct access to the second path is not required, the
pazn may be constructed and yet need not be en-ered into the directcry.

t s advisable to refrain from mak.'rng a directory entry for a path unl! the
text oi that path is in a finalized form. Ths enables wr:ers of HEL? te:at
to reiew thetr uor ,:ithin Help Maintenance, and yet re'nt orena-'re
atoes cy "sers in the HELP system.
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8.3.2.5 Text versus Structure

As was mentioned in Section 2.1 above, paragraphs are composed of two attri-
butes, text and structure. Whereas text comprises the title, al the words,
spaces, symbols and numbers, structure refers to the network c- linkages
between that paragraph and all those paragraphs which come either ditectly
before or after it in logical sequence.

Each paragraph must have at least one previous paragraph number and may or
may not have a next paragraph number. If a paragraph begins a path, it is
considered the starting paragraph of that path. A starting paragraph may be
directly accessible in the Help system or it may begin by following another
paragraph in another path. To be directly accessible in the Help system ts
previous paragraph number (In its structure) must be zero. If the star:tn7
paragraph of a path follows another paragraph in another path, the previous
paragraph number of the starting paragraph must be the number of the para-
graph which it immediately follows. In either case, the number of the previous
paragraph which precedes the starting paragraph of the path must be entered in
the paragraph directory. Users may only access a path in the Help system if
the starting paragraph number of that path and the previous paragraph number
of the starting paragraph number have been entered into the path directory.

*." NOTE: previous paragraph number (PP#) means where you have lust come from. Next
paragraph number (NP#) means where you are going to next. Response means the
letter or number the user must enter to see the next paragraph. Alternate path
(Alt. Path) would only be used if the user wanted to access a next paragraph in
another path. (see Section 3.3.1, Adding to the Directory. To get to this dis-
cussion enter the following command sequence: T,T,3,3,1. To return to this dis-
cussion enter the following command sequence: T,TT,2,5.)

Figure 2-2 below illustrates two typical scenarios of a paragraph's structure
ia given, path (e.g., path SA).

Previous Path SA Path SA
paragraph
.s zero Par A / Par B

PP# Response XP# Alt. Path Message/Prompt

0 1 B Go To Par B

Condition 1. Paragraph A begins a new path.
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0

Path SA Path SA Path SA

Par A / Par 3 / Paz C

PP* Response XPO Alt. Path ressage/Prompt
9 9 X X It X X A . K

A 1 C Go To Par C

Condition 2, Paragraph B is within a path.

Figure 2-2. Two Path Structures

It is often the case, however, that the structure between paragraphs expands
into several next paragraphs becoming linked to a previous paragrz.ph. When
this occurs, the prev:ous paragraph is considered a menu paragraph. There
must be entered in the structure of the menu paragraph a separate linkage
between each next paragraph and the menu paragraph. Typically, authors of
HELP text create a list of numerical (as opposed to alphabetical) choices.
each of which, if selected, displays a different next paragraph. An example
of this may be found at the beginning of Section Z.1. Press T to view this
example; press 5 to return to this discussion.)

A paragraph without a next paragraph is considered to be at the end of a
branch in that path. Authors of HELP text frequently find themselves
creating a menu paragraph which is accessed via multiple previous paragraphs
and branches out to multiple next paragraphs. All previous and next para-
graphs to a given paragraph may be referred to as neighbor paragraphs. When
this occurs it is desirable to create linkages from all the neighbor para-
graphs back to the menu paragraph so that the user may access any one of the
other neighbor paragraphs. The structure of the menu paragraph must reflect
the fact that, in this case, every next paragraph is also a previous paragraph
to the menu paragraph. in Figure 2-3, below, a model of the logical rea-
tionship between a menu and several neighbor paragraphs within a path is
presented. (ENTER F to continue with this discussion.)

.---- > PAR H < -----

................. IT ]

PAR 3 PAR C

V
PAR A-ENU

1-" 2'' <----------------------

" .. ... .............. ...................[ r
"'V __; ___ '1_;_

PAP. PAR E FAR F 5
-" - (F--- 3- (F)-> _-- 3 ( > (F)-

§:jUE 2-3 Logical 2eationshirs Between Menu Far7:rarh (A) and 1:
;--bor r-rapis (B-nl0
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" . . . .() ..... The user may travel to the top level discussion

.......... parag raphs on :h:s level, across the model, are bounded
yby -he ccnrand associated with the bracket. For example, a

- co:mand uould apply to all paragraphs on the same level
bounred by r:ackets.

(F)->...The user may forward to the next paragraph discussion

(G) ...... The user may s):ip across other linkages to go directly to
a paragraph

:n the above model, the user may travel through sample path SA, beginning
at Par H as fcllows:

1) From Pars B or C the user may go to Par A below. (The user may HOT go
directly from B to C).

2) From Pars B or C the user may go to Par H above.

3) Coming from B or C into Par A the user may go from Par A to any of the
-following paragraphs: D<E<F< or G.

4) Coming from Par A into D.E,F, or G the user may go to Par A above.

5) Having entered Par D,E, or F. the user may forward through the rest of
tne Pars on the same horizontal level which follow the one entered.

6) Once in Par G, whether entered from Par A or F, the user may forward up
to Par A. This is done to enable users who have hit the F key repeated-

ly to end up at the top discussion, rather than come to a dead end branch.

7) Having entered paragraphs D,E.F or G from Par A, the user must be able to
return to Par A and still be able to access any of the subordinate para-
graphs to Par A (pars D.E.F, or G). This has the effect of treating Pars
D,E,F, and G as both next paragraphs to Par A. as well as previous para-
graphs to Par A. The structure of Par A, therefore, will reflect six
previous paragraphs oi Par A (Pars B,C,D,E,F, and G). A more detailed dis-
cussion of structure may be found in Section 3.1.3.2 Editing Paragraph
Structure. (To get to this discussion enter the following command sequence:
T,T,3, 1,32. To return to this discussion enter the following command
sequence; TT,T,2,5,)°
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8 3. 3 WORKING IN HM

Each o the five maor subsections in Section 3 addresses now to work with a
different element in Help Maintenance. This approach enacles r1ers o;
Help 1Maintenance to follow a logical sequence as -hey make local :nd-ficatlons
-o the text o te Help Zystem. The seluence of -he i',e nazcr subsections
closely parallels the actual sequence one would to through :o modify or create
HELP text in Help Naintenan:e. The order of the Mnor subsections rerlects
the order in which these available commands are presented as system prompts to
the user in Help Maintenance. It is presumed that writers of HELP text are
authozized to access at least the HM function in the Administrative Subsystem.
Thus, all detailed procedures begin at the HM command level. The five

• .major subsections are:

1. Working with Paragraphs 4. Working with Manuals
2. Working with Paths 5. Working in the Glossary
3. Wor ing with the Directory

For further information, enter the number for the appropriate discuss:on.

* . 8. 3. 3. 1 Working with Paragraphs

Proceeding from the general discussion of the nature of paragraphs in section
2.1 above, section 3.1 details the step by step procedures requ-red to create
and edit paragraphs in Help Maintenance. These procedures represent the first
logical step in the creation of HELP text in Help Maintenance. They are:

I ) Add Paragraph

2) Delete Paragraph

3) Edit Paragraph

4) Find Paragraph

5) Link Paragraph
(Enter the number corresponding

6) View Paragraph to the informat:icn You desl:e.

8.3.3.1.1 Add Paragraph

To add a paragraph in HM, the writer must supply certain information which
will uniquely identify the paragraph in the Help System. The user must also

* set two parameters, the default up path and the delete flag.

The default up path is an optional setting that can be used to create a

linkage from the top of a path to a more general discussion (in another
path) of some topic. The same effect can be achieved bhy creating a path
to path linkage be designatinp a response 7usuall' - far P1 7 n t
structure of the top paragraph in the path to tale -: ' user to anot:i-2
pararaan :n 7nqsr path. :n '.ersion 1.0 Help nance the de
up path cFtion was not used.
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.'*emnembe: Add.ng a paragraph to the database does not by itself make
tha- paragrath a:;cessble to users. It is still necessary to link it to some

path or manual to enable HELP users to access it.

Procedure

USER: Enter A P in response to the ILS prompt COMMAND: (A P means add par).

ILS: DEFAULT UP PATH>

USER: Enter any existing path name required to switch to a more general
discussion, or RETURN to bypass this option.

:LS: CAN TH:iS PARAGRAPH BE DELETED (Y/N) >

USER: Enter the appropriate response. NOTE: It is strongly recommended
that all paragraphs be deletable. A non-deletable paragraph may
only be deleted by entering a special password not contained in
,his manual.

ILS* TITLE>

USER: Enter the desired title. Version 1.0 Help Maintenance convention

has incorporated a path abbreviation-title format for paragraphs
which discuss path specific procedures, and title only format for
paragraphs which discuss procedures applicable to more than one
path. For example, a paragraph which discusses how to add a name
to the routing slip specifically in the Add Routing path would be
titled AR Add to List. Correspondingly, a paragraph which discussed
how to identify an item (independent of path) would instead be titled
Identify Item.

ILS: COPY E:.:KSTING PARAGRAPH (Y/N) K/

USER: Although the default is set to NO, if the writer of HELP text desires
to copy text from some other paragraph into the new one, a Y value
entered will direct ILS to prompt "COPY FROM PARAGRAPh # " The user
must then enter the number of the paragraph to be copied. 1LS will
dlsray the t:tle of this paragraph for confirmation. If the title
.s correct the user must enter a RETURN, thereupon initiatling the
transrer of text across paragraphs. The cursor will reposition at
the top of the text which may now be edited.

:LS: AD:NG TEXT-WHEN DONE, PRESS f2 TO STORE OR f8 TO EXIT-PRESS RETURN

UsE?.: This mesLage will appear on the screen whether the writer has copied
ext .rom another paragraph or not. After pressing a RETURN the

paragraph may be edited and the creation process is completed. At
The end of the editing session, the writer must press d2 to transmit
the text in block mode. To terminate an editing session w:thout
.ransr:tting the changes made, press the f8 key instead.

i 2f has been entered)
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TEXT NOT UPDATED (ir f8 has been entered)

(OTE: :f the wri-er tecides to cancel out this paragraph before it has been
completely created, pressing the BRZA' key or entering an un-arrow (-) will
destroy any entry made thus 4ar. !LS will ass:gn the sane paragraph number
the next time a paragraph is added.

8 .3.3. 1.Z Delete Para7,taph

To delete a deletable paragraph from the HELP system the writer, at HIM command
level, must entez 'D P'. The following sequence will result:

ILS: PARAGRAPH# >

USER: Enter the paragraph number for the item to be deleted. You may
abbreviate this step by typing 'D P P#' from Help Text Maintenance.

!LS; DELETE [PARAGRAPH P# - 'Title of the paragraph' I ARE YOU SURE? (Y/N)>

USER: Enter Y to confirm, or N to cancel the command.

:LS: DELETED III
The system confirms that it has deleted the item. The user may now
continue to work at the command level.

8.3.3.1.3 Edit Paragraph

Having added a paragraph into Help Maintenance in section 3 1. 1. 1 above, the
next logical step requires that writers of HELP text enter the text into the
paragraph and create linkages between paragraphs. The creation process will
require the writer to edit both text and structure.

Section 3.1.3 details the procedures for editing text and structure as two
two separate discussions. Section 3.1.3.1 discusses editing paragraph text
and Section 3. 1 .3.2 discusses editing paragraph structure.

Enter the number of the discussion you want.
1. Editing text 2. Editing structure

8.3.3.1.3.1 Editing Paragraph Text

To edit a paragraph in Help Maintenance the writer must first call that
paragraph by its number in Help Maintenance by entering, e.g., 'E P 41 T' in
response to the ILS Help Maintenance prompt COMMAND:. f7 the user is not
certain of thi correct paragraph number he or she may enter F P and some part
of the title in response to the Help Maintenance prompt COMMAND, and i!LS will
display the number and title of all paragraphs with that :ord or words included
in the title. Once the user enters the correct paragraph number the following
sequence will result.

ILS: 1T) :T OR 1S)TRUCT !R':
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She enters a T or text and RETURN. f desired. the writer
may cc7.blne operations by entering, 'E P 41 T' instead.

-LS: :2 TEXT-'AHEN DONE PRESS f2 TO STORE OR f8 TO EXIT-PRESS R.ETURN

USER: After pressing return, the entire text will be displayed (in sequen-
:al screens if necessary) and then the first 17 lines will appear.
The cursor will be position~d under the first character of the first
character o± the first line of the screen (the home position).

. The writer may now begin to enter text. Do not type any characters,
*i !nclud ng blank spaces in column 90, (the right most column on the

screen as this will cause an unwanted blank line to appear in the Help
Stext. Text may be modified by any one of the following means:

a) Pressing the roll up key to position the cursor at the end of the
' -text, and then appending more text.

b) inserting or deleting lines anywhere within the text.

c) :nserting or deleting characters anywhere within the text by
positioning the cursor appropriately.

NOTE: To edit text in Help Maintenance the writer must have an HP2645A
terminal or one with an equivalent capability II

-" Enter:
- C to continue back L) the Adding to the Glossary discussion

F to forward to a discussion of how to edit paragraph structure
G to co to a discussion of the 'FIND' utility for paragraphs

- : to travel to the top of ihis section (3.1.1.3).

8.3.3.1.3.2 Editing Paragraph Structure

To edit the structure of a paragraph the writer of Help Maintenance must enter,
e.g., 'Z P 122 S' in response to the HM prompt COMMAND:. The system will
display the paragraph number and its title and then list any paths and manuals
into which the paragraph is currently linked. Then the following sequence
occurs:

:1S: PATH NUMBER OR NAME >

USER: Enter the desired path name abbreviation or its number as it appears
on the screen. (To create a n w path refer to Section 3.2.1 -

ilnkng Paragraphs into Paths. To get to this discussion enter the
.oliowing command sequence: T,T,T,Z,5. To return to this discussion
enter the following command sequence: TT,1,3,2.)

DEFAULT UP PATH DELETE FLAG
* P TH P?# RESPONSE NP# ALT. PATH MESSAGE/PROMPT

UT'The abov.e 115 prompts are defined below:

a stored blok of text
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Default Up Path z A path that would be linked hierarchcal.y above the
current path, and into :hich -he current path would
extend as the user traveled ou= or the 4-rst

paragraph oi the current path.

Delete Flag A notation in the paragraph structure uhich signifies
that the paragraph may or ma not be deletea.

Pr* and XPO Previous Paragraph # and Next Paragraph 4

Alt. Path Alternate Path which might follow the current paragraph's
path, in the event that the next paragraph were an a
different path.

Response The letter or character which the user must type to access
the next paragraph.

Message/Prompt A brief message written in a paragraph's structure
which reminds the user where each choice will go.

-. . IS will display the structure of the desired path for the paragraph selected
All responses and associated previous and next paragraphs will be displayed.

.- The model in Figure 3-1 below illustrates the structure of par 100 In path SA.

----------> PAR 97

• /
/ . . . . . . . . . . . . . . . . . . . .

. PAR 98 PAR 99 Figure 3-1. :l1ust.-tion
• ____ 1 _ 2 of structure for par 100

(G) ............ ...... in the SA path.

V
. PAP. 100 :< --------------------

.. .. ................ ................. T

V - V/

PAR 101 : PAR 102 PAR 103 : ] _
.- : I :-(F - 2 - - -: - 3 - : ]

PARAGRAPH 100 DZFAULT UP PATH = DELETE FLAG Y

PATH PP# RESPONSE NP# ALT. PATH MESSAGE/PROM
SA ?8 G 97 To The Top
SA 98 1 101 To Par 101
SSA 98 2 102 To Par 102
'A i 3 103 To ?ar IC3

SA 99 G 97 -o The Top
101 r '.0

,A 99 2 102 To^4
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SA 99 3 103 To Par 103
SA 1CI
SA 102 (same as 98-99 above)
SA 103

Note: Each response, NP#, and message must be entered for the structure of rar
10 0; this abbzeviated version is only offered as a user aid for the doscus Lon.I
ENTER:

F To continue this discussion, and receive step by step instructions on how to

edit the structure of paragraphs as shown above

To go to a discussion of the 'FIND' utility for paragraphs

8.3.3.1.3.3 Editing Paragraph Structure (cont.)

When editing the structure of a paragraph ILS will display it in the format
shown above, and the following sequence of prompts and responses will occur:

ilS: CHANSE DEFAULT UP PATH OR DELETE FLAG (Y/N) N/
USER: 'Y' to change either of these, 'N' ot RETURN to leave them alone and

go on. if you answered 'Y', then the following will occur.

ILS: DEFAULT UP PATH = /
USER: Znter a new default up path or press RETURN to keep the existing one.

To delete the existing default up path without entering a new one,
t~pe '4' or '*KILL'. Any changes are effective immediately, even so
you press '-' (or f2) to quit right after changing this data element.

ILS: rEISTE FA = 'Y' or 'N' l
You may change 'Y' (yes, paragraph is deletable) to 'N' (no, not
deletable). If you try to change an 'N' to a 'Y' the system will
ask fo: a special password. Any changes to the delete flag are also
effectsve immediately, even if you press '-' (or f2) right after
changins the flag.

.. crV:Ous PA"A# >
USER: Enter any one oi the following as appropriate:

o The number of in existing previous paragraph for which you wish to
change the response or other information, or for which you wish to
add a new response, or

o The number of a new previous paragraph in this path, or
o 'ANY' - meaning any previous paragraph other than ones specifically

nor-e., cr
o '*;.::;space PP#' where PP# is a previous paragraph you wish to

cee rom ths path e -. 'K:iLL '421' ). The system will then ask:

E1,TE ... ES WITH PF# (7/N) >
E r ...'.' to conflrm.
:1 you have several responses coming from one PP# and only uLsh to

Iof then, do N^'T kll the PFP. Eill the spec:fic re srnre
ns-ead '1-l an entry ends the sess;cn ond r_

tc of the Paragraph 7dit Module.
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p..TLS: RESPONSE >
USER: Enter any one oif -he foliwing as appropriate:

An exsigresponse f4or the previously ~dn~idPp" i4 you w-sh

to change its next paragraph, alternate path, or nessage, or

o A new response which you wish to add to the previous paragraph, or
o v i<L -s pace IRe spnons e' whe re Re sponse is an ex is zing ze sponse v a~

whi ch you1 wi sh to de lere. The system will then ask:
DELETE RESPONSE ' CY/Ni >
Enter 'Y' to confirm. Killing a response ends the session and
returns you to the top of the Paragraph E-diJt m1odule.

ILS: FULL REFERENCE ESTABLISHED
The system now knows what specific previous paragraph4,'response pair
you are editing. and continues with:

NEXT PARAf __

USER: If you have identified an existing PP#/response pair, the system
shows the next paragraph Help users will branch to when they have
come from that PP# and now enter that response. Type a new NP* or
press RETURN to leave it alone. If no number -is displayed, enter
one.

ILs: SWITCH TO ALTERNATE PATH
USER: Type any new path name you wish the Help users to switch to upon

leaving this paragraph when they have come from the indicated PP#
and enter the indicated response. Press RdETURN to keep the existing
alternate path. To delete an existing alternate path without

replacing it with anything, type '*KILL'.

ILS: PROMIPT ___________

USEn: The prompt appears when the Help user answers '>' with pin the
Help system. it is an explanation of what the above created response
does. Enter a new prompt or press RETURN to keep an existing one.

ILS: SAVE THESE CHANGES (YIN) >
USER: 'Y' to confirm.

*ILS: CONTINUE ADDING AT R(esponses), P(PP#), or - to EXIT >
USER: Continue editing or return to the top of the Paragraph Edit Module.

Note: If you modify the structure of one aragraph, e.;. to create
a new 'next paragraph' in a particular path, then you may also need
to modify the structure of that HP, by editing the ?P# to create a
new 'Previous Par.' ni a particular path.

8.3.3.1.4 Find Paragraph

When working in Help Maintenance authors may leave paragraphs in a draft
state. A draft state could include only partial text having been entered, or
no structure having been entered. A paragraph nay not be accessbe in "he
Help System f 1) its structure has not yet been completed (see Section 2.1.5)
2) if the paragraph has not yet boen linked to a path (see Section 3.2.1) or
3) even if it !,.as Leen to a :)ath, -f . .,.;: nct yet benadled to
the paratranh Jire cr erp whctin 3.3.1 Di A ome to threctory. To get to
ect ancn 2.' enter th 7 ii-ce r n enisnr 7.

3-e.1 phnter 7e -at. 0 'l. 3n 3itg e ter

replcin it ithanyting type -*IL



, T,3,1 To return enter T,T, , )

To access such a zaragraph in Help Iaintenance one must employ the F:XD (F)
comman Tc and is a utility command which searches Help Mnantenance
for a paragraph based upon characters found in the title of that paragraph.
This command is particularly useful when one does not remember the number of
the des:red paragraph or if one wishes to know the name or number of all para-
iraphs withan a given path.

To optimi=e retrieval of paragraphs in Help Maintenance it is essential that
authors of HELP text adhere to a convention in the assignment of paragraph
titles. The following convention has generally been followed in the Version
1.0 ULS release, and at strongly recommended that local ILS sites adopt this
procedure.

Convention Notation for Paragraph Titles

0 All paragraph titles in Help Maintenance should reflect the central topic
of discussion within the paragraph, e.g., Adding Paragraphs into Paths.

All paragraphs which discuss material relevant to only one ILS activity
should have -he abbreviated name of that activity (which should also be
the path name) precede the title of the paragraph. For example, a dis-
cussion of -he procedure for completing a Check Out transaction should be
labelled 'CO Complete the Transaction'.

o All paragraphs which discuss material relevant to a multitude of ILS
activities should have only the topic reflected in the title. For example,
a discussion of the procedure for identifying an item should be labelled
identify item.

o All paragraph titles in Help Maintenance should be entered in full upper
case.

Having established these conventions, the power of the FIND command may be
en .hanced. To execute this cQimapd the user must enter F P in response to the
Help .antenance prompt COMMAND:. The following sequence will result:

ILS: CHAP.ACTER STRING TO FIND >

USER: Type in any characters or words known to be in the title. They must be
in the exact same order as they would appear in the title. An entry of
CI identify Item would not retrieve the Identify the :tem paragraph
because the title entered did not include the word "the". Although
urper/lower case distinctions are ignored, consistency in title format
is desirable when it appears as HELP text.

The above 3teps may be combined by typing in the string immediately after
nvohing the FIND command, (e.g. F P CI Identify). If one or more title

matches are found, the system will display the paragraph number and title of
all mntc;'e retrieved as follows;

TITLE
32 C1 identily item

C1 1ientify Patron
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3.3.3.1.3 .inking Paragraphs Together

Linking two or more paragraphs in Heilp "ainenan;e -" , hat
structure be created between all the partra!:3 -'-rn'-'s are a-l
within the same path, the creation or szr'ct-re - - nsoiar as
the author does not have to account ior a s-:-z. the para-
graphs are both in two or more paths (one .ht .!ea5 paragrapn o
path A and the other could be the first paragrap1 z pa , 3) authors must
create, in addition to the usual linkages, an additionai entry uh:ch notes
that a switch in paths has occurred.

Any given paragraph may be a part of one or more paths, as -nscuss.ons :n
those paths may warrant. For example, the paragraph 'dent:fy item" pertains
to many separate ILS functions (e.g. Cheok in. :he*- ec t, item Status, and
Reserve) and would, t-erefore, be found in the, e.g., C!, C:. :S, and RV
paths. it must be emphasized that the identical paragraph, incorporated into
a variety of paths, is very likely to have a different prevlous paragraph and

next paragraph in each path. Using sample paths SA and ZX, Finure 2-2 below
illustrates this point.

PATH SA PATH SA PATHI
PAR B PAR C PAR I

. V V

PATH SA PATH EX
PAR A PAR A <-

v _ v_ V - -v -- v _ _ V[T]

PATH SA PATH SA PATH SA FAT!) • HiTH -,
PA PAR E PAR F PA.R G PAR H /

__ 3 __ _

Figure 3-2 illustration of one paragraph A) in multiple paths.

Note: It is also entirely possible that par A in path EX could branch to

paragraph D,E, or F in path EX as well.

The creation of one physical paragraph which, j be linked to several paths
minimizes the overhead associate L with keepi the text current in all places.
The versatility of one paragraph being linkee nto multiple paths represents a
key concept of the Help System.

7o effect these linkages the author must create ap'ropriate structure in Help
Maintenanoe for the affected paragraphs. To create such structure the author
must enter E P par# S in response to the Help ,aintenance prompt CC 1AND:

The system will respond by displaying the paragraph number, paragraph title,
and a 11st of all paths for which structure has a!ready teen entered. The
author miy either zhoose from the list of a' lable " Faths or create linkages
in a new path. n Figures 3-3 and 3-4 below, a display cf the sructure or
par A (-odeed in Fig. 3-2) is -presented -n the SA and pa7.. s : espeztvely
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it should be noted that whereas in the SA path the user cannot go back- up to
.aragzarh A fro. pars D, 7, and F via the T command, in path -Y the user ca:.
instead return to Par A irom both Pars G and H. Consequently in Figure 3-4
one will observe pars G and H serving as both next and prevaous paragraphs to

* - Par A. it is essential that authors of Help Text enter in the structure of
paragraphs G and H an entry to enable the user to get all the responses of
Par A again. once the T command has returned the user to par A. If this
zeciprocal entry is not made (see Note in Fig. 3-4) , the user will only get the
text of car A without the response choices that were there when the paragraph

. .as initially .ccessed from par I. Te matrices displayed in Figures 3-3 and
3-q both follow a common scenario which is presented below for the user.

USER: Z P (rar A) S
: S: PAR A: A - T:TLE:

PATHS : SA 2 . EX

P P'U. E R OR NAME > 1 (see Figure 3-3)
2 (see Figure 3-4)

PATH PP# RESPONSE XP# MESSAGE/PROMPT
B D GOTO D

A 2 E GO TO E
SA B 3 F GO TO F

C I D GO TO D

SA C 2 E GO TO E
* C 3 F GO TO F

Figure 3-3 Display of4 Structure for Paragraph A in Path SA.

Enter C to continue this discussion.

Enter F to co to a discussion of View Paragraph.

PATH PP# RESPONSE NP# MESSAGE/PROMPT
G.. G GO TO G

G 2 H GO TO H
H G GO TO G
H 2 H GO TO H

I 1 G GO TO G

- 2 H GO TO H

.ote: -n the structure of pars G and H a corresponding entry would have to be
"-. ace to comete the ability of entering a T to get to par A. it would be:

PATH P? RESPONSE XP# MESSAGE/PROMPT
;I T A TO THE TOP

e - Display o-: Structure for Paragraph A in Path EX

icu ~..- nube o- previous paragraphs and next paragraphs used! an Famures
a n- z een ,nimzed for ease of display, experac-nCes l:h the

.!,ave .eIded satuuztons where man' preva;.c paragraphs

T deal wath the e.-tensave nutuer c i 7nt es wa-c::

-71/.- 7 . f'1iran~e an- respoinses tor E 1.

Wou".! ailow the rempc:.s ,
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any previous paragraph. In this way, the structure any paragraph would show
the responses crom that paragraph only once. it is recommended -ha- the "ANY"

subs~t'l on b ".:ed nenever the lines o:E structure --om-2 cloe o z 4 1 ,n one

screen osructure i.e. 17 lines). The convenience of "ANY can be apprecI-
ated uhen there a:2 either many prev-ous paragraphs :ch a few responses each,
a cew previous paragtaphs wt nany responses each, or u-nen ::ere are aany
previous paragraphs ut many responses each.

veruse of the 'AX." feature, however, will result in authors losing a sense
or what previous paragraphs relate to the given paragraph, since the actual
numbers will nau be shown in the structure. By creating logic Ilow diagrams

wnich chart the progzession of an entire path from paragraph to paragraph will,
however, serve in part to offset this loss.

8. 3. 3. 1. Viewing P ragraphs

Occasionally, authors in Help Maintenance may want to look at text in a para-
graph without on''ohlng the edit capability of the system. If the structure
has cean ccmpleted for that paragraph this may be done in the Help System by
calling up the path and stepping through it until the author gets to the

sreed raralrazn. if the structure is not yet completed, however, or of the
author would prefer to remain within Help Maintenance (even if there is struc-
ture), the VIEW command may be used to read through the text entered in a
paragraph. Note, however, that whether there is any structure or not, the
VIEW command .n Help Maintenance will limit the author to seeing only one
paragraph in Help Maintenance. The author may not go to any other paragraphs
on Help Maintenance, as would be possible in the Help System (ii structure
has been coapleted).

To view the text o- a paragraph in Help Maintenance enter 'V P par T' on
response to the Help Maintenance prompt COMMAND:. The system will almost
Lmmeda:- ,Y eisnlay by scrolling the entire text of the selected paragraph.
Once the entire paragraph has scrolled onto the screen the text "will reapoear
wino tne title and first 17 lines of text for the author to voew. By pressing
the ro'l up or roll down keys as required, the rest of the text may be viewed.

To view the structure of a paragraph in Help Maintenance enter 'V P par# S'
-in response to the ILS-Help Maintenance prompt COMMAND:. The system will
respond .with:

PARA*: [par* ] [litle]
PATHS: ' 2 et

c.

PATH Number or Name >
Enter the number from the above list, or the name of the desired path.

.ou may abbreviate this shep by typing 'V P par# S Pathname' from the Help
Maintenance prompt CCMNAMID:. The system will display the exact same infor-
mation as would be zeen in editing paragraph text or str-cture except that
editing is not possible in this mode.

N 3.3.2.2 2 oron a Pths
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The path s the means by which paragraphs may be organized into an crder so
that they l.,.y 'e d-s daye in sequernce in the HELP system. When co n.- h
oaths, authors oc He"o ha ,t.ntenance n,,ust be careful t o remember t.a- each pa-

carries t-h it its own context of responses. Speciliically, a given raragra:n
which has two or more paths -,n its structure will have two or tore dif4orent

.* response ranges -or that parargraph (i.e., the paragraph may be both pron
and f ollowed by entirely different paragraphs in dfferent raths.

The power and rlexibility this affords must be paid for by an added work !cad
.n the creation process itself. Authors of HELP text must create each Linkage
between paragraphs and paths and this process can prove to be tediuos.
*eatures such as the C (copy) instruction and the ANY instruction help to
min.imize the tedium. The followang subsections discuss Iow To link paragraphs
into paths and how to lank a paragraph an one path to a paragraph in anoth*r
path. For mun--ther anrormation select the number of the appropriate option:

-. Li, nking Paragraphs into Paths 2. Linking Paths to Paths

Linking Paragraphs into Paths

Linkinv paragraphs into paths, in effect, organires paragraphs into an ordered
array of previous and next paragraphs, each of which may also branch to other
paragraphs. To link paragraphs into paths, the author of HELP text must follow
these steps:

1. Edit the structuze of the first paragraph:
in response to the Help Maintenance prompt COMMAND:
the author must enter E P par# S.

:.S ui I then prompt for PATH NUMBER OR NAME>
The user must ente- two letters (e.g. CO for CHECK OUT). This will desagnate
t at zathna7e in the heading of 'he paragraph's structure. 1TS will verafy
.har by s rc-ptang e.g. LINE TO NE'.J PATH CO (Y/N) . Should the author enter

an abbrevia-ion which has already been used as another pathna7ne o-cr that
- - atah, :LS will display the structure nf that path instead. 1IL wil
not let th- same pathname be used for two paths an the same paragraph.

:LS wll then prompt for PREVIOUS PARAGRAPH #:
RP.ener -that L:ith the T command, next paragraphs with a T command in their
-s truc-:re must aLso be treated as previous paragraphs in the paragraph they
-op" into, so that the user may again reach any of the below paragraphs

9i ater having opted for the top paragraph. ANY may be used as a previous
paracraph number, in the top paragraph's structure, to eliminate the tedaum
of typng an all of the responses for all previous paragraphs.

SZ w-L. then -rompt f r REZJNSE:
The author oust enter a . .ae . enable users to get to the next paragraph.
Fr e:-:anoe, a response of T will take users to a top discussaon, a F Wall

O iorwar - . us,-r In-o another aspect of the overall discussion, a G walL get
,he user no a discussion of an entirely dilfrent function.

_- C u l t r ME:'T F;,3;PH:
a . 7 ,.. .e nuob c next paragrach to e 7asLaad -n

:O - a: -
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w15 ill then prompt for SWITCH TO ALTERNATE PATH:
: his instruction is used to link paths to paths. For further :n.o:maton

toRA2 t.-,e next discussion.

::z Ul then Prompt for MESSAGE/PROMPT:
This :s a rquired field, whic' may be used to prompt users tor'e response
ranie. e.g.. 'F)orwari to step by step, (T)o the top, (1) go to overvleu.

3.3.3. .2 linking Paths to Paths

Linking diffeient paths together results in the user being taken from one dis-
cuss ion to another. in the structure of the two paragraphs, cne being the last
"aragraph of the old path and the other being the first paragraph of the new
?ath, cn interface is constructed in the Alternate Path column which directs

the flow of the discuss_,on out of one context and into another. For example,
in the discussion of the Circulation Subsystem, the user is traveling in the
CS path. At the interface paragraph, CS Options, each of the next paragraph
responses are in different paths, e.g., CO for CHECK OUT, C: for CHEC: IN. In
the CS Options paragraph structure there is an Alternate Path entry for every
next paragraph. in the first paragraph of, e.g., CHECK OUT there is an Alter-
nate Path entry only for the T response which would take the user outside of
the CO path and back into the CS path.

To link two paths together we must assume that the individual paragraphs have
already been created (see Adding Paragraphs), and linked into their respective
paths (see Linking Paragraphs into Paths, above).

To link two paths together the author must first edit the structure of the
first paragraph. In response to the HM prompt COMMAND: the author must enter
E P par# S. When the structure is displayed, the author must enter a response
value and a next paragraph number for that response. If the author enters a
resnonse which has already been entered, ILS will display the next paragraph
also already entered as a default entry. The author may continue to press

.. TU3?N until the prompt SWITCH TO ALTERNATE PATH appears.

This feature enables authors to bridge from a paragraph in one path to another
paragraph in another path. It is possible to have one response lead the user to
a paragraph in a NEW path, while the other responses for that paragraph may

lead to other paragraphs :n the SAME path.

The author must enter the two letter path abbreviation for the new path.
This instruct-on will mean that ILS will display, in HELP, the next paragraph
entered WITHIN THE CONTEXT OF THE NEW PATHNAME. HELP users will be able to
continue IX THE NEW PATH for the rest of that path's structure.

Authors must keep in mind what the impact to the -. eral flow of discussion
* '4i11 be as a result of one path linking into another path. It may be necessary
* at some point to link back to the original path or to go on to link to a third

path. In either case,the procedure would be the same as the one just outlined.

8.3.3.3 Working with the Directory

The Directory stores the following infornation for eazh path nhe HELP syste::
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o -- e narne of the path

0 s nc~ym '-y wiicn tha pa ,-,may also he nown
o .. e: c zr net the rnth is deletable
o hether the path ser'ves as an alternate entry po-nt r

an3er aLready established path
o t.ho starinc paragraFh of the path
o ._ previcus paragraph of the path
o a br: definition of the topic of the path

This section is divided into five subsections, each of which details how to
perform a different function in the Directory. For further inforoation, select
by number the desared discussion below:

. Add to the Tirectory 3. Ed-t the Directory 5 ;aew tne Direct:ry
2. ele:e from the Directcry 4. Find entries in the Directory

8.3.3.1.1 Add to the Directory

To add a ne. path to the Directory, in response to the HM prompt COMMAND,
enter the instruction A D. ILS will then prompt the author for:

NEW PATH NAME >
"ype the new path to be entered into the directory. The term must be all
upper case, 10 characters or less in length, and include no spaces. The
,rst character must be alphabetic (A-Z).

-ou may abbreviate this step by typing 'A D Pathname' from the HM prompt

Y- SNON-YM FC= PATH >

:f this path is a synonym for an existing path, type the name of the
e ,irtn'raz ; rf not press RETURN. NOTE: If you do enter a path name, no
oti1r iorn a 2.aon is required. ILS will insert the new pathname in the

r e t as a synonym for the existing path named here, and
return : the 22 AND level of Help Maintenance.

:S PATH :EIETA.31 (Y/N) >
* ' all:us authors to subsequently delete this path from the Directory.

'' proects the path from deletion unless a special password is entered.

ALTERNATE ENTR'Y FOR PATH >
this new path is to be an alternate entry point for an existing path,

enter the nare cf the existing path here; if not press RETURN.

STA TR7 P' A *

Enter '- n-mber of the first paragraph to be displayed whenever the HELP
iser as-s HELP for this path activity.

- ,. , rw addd is an entirely new path, which is to be acccssed
,izhtut havtno to go through other paragraphs farst) enter

Sara rA-:h umber.
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If this path is an alternate entry point for an existing path, enter the
K-. number of the previous paragraph which precedes the paragraph which beg:ns

the alternate entry. For example:

Assume that OLD is an existing path and NEW is to be an alternative
entry point for OLD. Assume also that NE4 path w:wi beoin at parat
100, and that in OLD path, para 99 is the prev:ous paragraph to
parat 100. The author would have to make paza# 99 the Previous
paragraph to para# 100. the starting paragraph of N4' 7acn, so that
no change to the structure of para# 100 would have to be made.

25 CHARACTER DEFINITION >
Enter a short description which details what the path is about, e.g.,
for CHECK IN - erase item loan to patron.

SAVE THIS ENTRY (Y/N) >
Y keeps the entry in the Directory and sends the author to HM COMMAND.

The new path name is now in the directory and may be used by Help users.

If this is a new path name (not a synonym or an alternative entry point
for an existing path) and if not already done, authors of Help Maintenance
must now create the structure which links paragraphs into the path (see
Section 3.2.1, Linking Paragraphs into Paths. To get to this discussion
enter the following command sequence: TT,2,1. To return to this discus-
sion enter the following command sequence: T,T,3,1.)

'N' erases the entry entirely and sends the author to HM COMMAND. No
record of this entry will be maintained anywhere in ILS.

NOTE: Reference to the Directory is understood to mean the display of path
data. Users should keep in mind the distinction between the path and manual
directory (i.e., a directory of manual titles and starting paragraphs)

3.3.7.3.2 Delete from the Directory

To delete a path from the Directory, in response to the HM prompt COMMAND,
enter the instruction D D. ILS will respond with PAT~name >

Enter the name of the path to be deleted from the Directory.
You may abbreviate this step by typing 'D D Pathname' directly instead.

ILS will reply: DELETE PATH LPathnamel FROM THE DIRECTORY

ARE YOU SURE (Y/N) >

ILS verifies that this is the path to be deleted. Type Y to confirm or H to
erase the entire transaction. In either case ILS reverts to H.1 COMMAND.

DELETED I I
The system confirms that it has deleted the item. NOTE: A non-deletable
path may only be deleted via a special passiord.



F8.3.3.3.3 -Edit -he i-rectory

Editing the Directory in Help Maintenance follows the same general sequen~ce
of events as Adding to -,'.e Directory. To begin the editing process, ent.er
E D in response to the :LS prompt CCorMAND. ILS will reply W--th:

PATHname >
Iype the name of the path you wish to edit.

You may abbreviate this step by typing 'E D Pathname' directly from
the HM prompt COMMtAND.

rDIT:NG PATH = [Pathname]
:'-S will v.er-,f-y the path which is to be edited.

SyX0O,%{Mr1 FR PATH _____

o ma.:e th:term a synonym for some other path, e: ter the name of that
* path here; to delete any synonyms which already exist for this path.

enter *1:LL; otherwise press RETURN.

:f you create a synonym, no other information is required. The system
will update the directory and return you to the HM prompt COMMAND.

* DELETE FLAG

Y allow.s t he path to be deleted.

x protects the path from being dele~ted un~less -a special. password is used.

RETURN leaves the existing value of the flag unchanged.

ALTERNXATE ENTRY FOP. PATH= ____/

To make thi1s term an alternative entry point for a path, add the alternate
path's name or replace the existing alternate path name.

To delete an existing alternate path entry type '~K'.

RETURN leaves the existing situation unchanged.

* ~STARTI-NG PAR.A# __

-t-a new starting paragraph number or RETURN to leave the existing one
unch~anged.

PREVIOUS PARA* __

Enter a new previous paragraph number or RETURN to leave the existing one
unchanged.

X:OTE: 3e sure that this is a valid previous paragraph number under this
path name (or the alternate path name if this is an alternate entry point)
in -!he 'starting' paragraph's structure.

25 CHA"rACTE. :rEFINOTION _______________

Dw 2

£rt e esas -Z hen Dof this path bn the directory Or ress eunr

eA~nm > i
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ILS will now display the complete record for this path in the directory
and reply:

SAVE THIS ENTRY (Y/N) >
Y t( confirm and return to the HM prompt COMMAND.

N to erase the entire transaction and return to the HM prompt COMMAND.

8.3.3.3.4 Find Entries in the Directory

To find a pdth in the Directory, enter F D in response to the ILS prompt
COMMAND. ILS will then reply:

CHARACTER STRING TO FIND >
Type in any string of letters (upper or lower case) which would appear in
the pathname. You may abbreviate this step by entering F D String directly
from the HM prompt COMMAND.

ILS will respond by displaying the following information:

o path name
o the term for which this term is a synonym (if there is one)
o delete flag
o alternate path (if there is one)
o previous paragraph number
o starting paragraph number
o path definition

8.3.3.3.5 View the Directory

To view a DIRECTORY entry, enter V D in response to the H1 pro'tpt COMMAND.
ILS will reply:

VIEW DIRECTORY FROM >
Enter any pathname or character string. The system will display the
first five directory entries alphabetically foilowing the name or string
entered. You may abbreviate this step by entering V D [PATHXAME directly
from the HM prompt COMMAND. ILS will then display:

o pathname
o path for which this term is a synonym (if any)
o delete flag
o alternate path (if any)
o previous paragraph number
o starting paragraph number
o path definition

Press return for an example of how the table actually appears:

PATH SYN FOR DEL ALT. PATH PP# S?4 DEF:N::OX
CO Y 0 4O CHEC: OUT AN IEM
CI Y 0 29 C11:Z: :N R TURN ED ITEM
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8.3.3.4 4oriking with Manuals

Manuals are hard copy print outs of the on-line HELP system. They may be

used as orientation materials for staff prior to their "hands on" experience
with the system. Just as paragraphs are linked together to form paths, manuals
must operate within their own path structure. That is, a manual path mtst be

- created for all paragraphs constituting the manual. if a paragraph in the CO
• "path were placed in a CHECK OUT manual, that paragraph would have to have a

second path to link the sequence of output when the manual was being printed.

If a paragraph were in several paths, e.g., the item identificat-on paragraphs

are a pare of CHECK OUT, CHECK IN, RESERVE, and others, and subsequently, were
a manual for CHECK OUT, CHECK IN, and RESERVE to be produced, one would have to
add to the structure of that paragraph three new paths, one for each manual.

*. Mantals are identified by number in the manual directory. Manual paths are
*- created irom the number of the manual itself. For example, if a CHECi< IN manual

we-e listed in the manual directory as manual #1, all paragraphs in the manual
would have tv have their structure amended to include the M1 path. For more
in-crmation on how to chain paragraphs into manuals see section 3.4.2 Chaining
Paragraphs into Manuals.

The following eight subsections each address a different function associated
with the creation of manuals. They are:

1. Add Manuals 5. Edit Manuals
2. Chain Paragraphs into Manuals 6. Find Manuals
3. Chain Manuals into Manuals 7. Produce Manuals in Hard Copy
4. Delete Manuals 8. View Manuals

For more information, select the number associated with each discussion.

3.3.3.L.1 Add Manuals

To add a manual into the ILS system, it is first necessary to create a record
of that manual in the manu-l directory. NOTE: The manual dir.ctory and the path
Directory are tuo entirely different entities. To clarify which directory is
being referenced, "the Directory" (initial cap) shall represent display of
all path data. and 'the manual directory" (lower case) shall represent the
display of al! manual data.

To add a manual to the manual directory, in response to the HM prompt COMMAND,
enter the instruction A M. ILS will respond with:

Erter t-.e number of the manual which you wish to add. The number must be

the dc:u M ' where '#' is an integer number, e.g., 'M99'

f:c- . . e': te th.s step by typing 'A M M' directly from the HN

N: ,a× /
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Switch to upper/lower case if desired, then enter the title of the new
manual.

DEFINITICN (25 chars max) /
Enter a brief definition. This definition will NOT t -t te
manual is printed out. It is only used in the diplay o±- the manual
d-.rectory.

STAT:XN PARA4 /
Enter the number of the paragraph which you wish to be the first one in
the printed manual.

You may type a manual number (e g. 'M5' ) instead of a paragraph number.
That will cause the entire manual you have referenced to be printed out
as the first chapter in the new manual. For more .nformation on this,
see, Section 3.4.3 Chaining Manuals to Manuals. To get to this discussion
enter the following command sequence: FF. To return to this discussion
enter the following command sequence: T, 1.

SAVE THESE CHANGES (Y/N) Y/
A RETURN or a Y will confirm that this is to be saved.
N will erase the entire transaction from the system.

8.3.3.4.1.1 Chain Paragraphs into Manuals

Chaining paragraphs into manuals closely parallels linking paragraphs into
paths. The term chaining is used to refer to the process of ordering paragraphs
for the purpose of producing hard copy. Whereas linking paragraphs allows one
to branch out responses into different directions, chaining restricts the
organization to a sequential order of paragraphs which follow each other
when they are printed out.

It is recommended that authors first add a manual Lo the manual directory
before attempting to create linkages. This will assure that the manual can
be printed out to verify that the paragraphs were chained correctly (see
Section 3.4.1 Adding Manuals above. To get to this response enter the follow-
ing command sequence:T,1. To return to this discussion enter the following
command sequence: F.)

04 Since the chaining process requires the structure of each paragraph in the
manual path to be edited, the author must begin the chaining p rocess by
editing -.he structure of the first paragraph in the manual. NOTE: it is most
commonly the case that an entire HELP system path may he transformed into a
manual; however, manual paths afford the author the same flexibilities as do
other paragraph paths, insofar as any paragraph may start a manual whether or
not it starts a path in HELP.

In response to the HM prompt COMMAND, enter the instruction E P. ILS will
reply:

PARAGRAPH$ >
Enter the number of the paragraph which you wish to !:nk into the manual.

EDIT T(ext) or S(tructure)
Enter S for structure. You may abbreviate the mhove stzps by typin3 in

- 227



I P part S directly from the ILS prompt COMMAND. ILS will display the
paragraph numberits title, and then list all paths in which the poragraph
currently part:cipates.

PATH Number or Name >
Enter the name of the manual path that you wish to create. The name of the
manual path must equal the manual number. For example, Manual *23 CHZCi IN
must be created in the MZ3 path. Manual numbers must be positive integers
only.

L:NK 0 NEW PATF 'M#' (Y/N) >
Y confirms that you wish to link this paragraph to the manual referenced.

-:'S is now ready to begin chaining the paragraph into the manual.
N wzill return you to Path Number or Name >

S(!ANUAL it)
?REV:OUS P.A 

Enter :he number of the paragraph which precedes this paragraph.
*" " if tnis will be the first paragraph in the manual, enter 0 (zero). Also,

:f tlh-s paragraph follows a manual, enter 0 as the previous paragraph.

,_ NEW PAZE V/N) /

causes the printer to start at the top of a new page when it prints
..,:s aragraph. N means that the paragraph will print out on the page

* mmediately after the paragraph before it.

CHAFT ER ('/N) /
causes the title of this paragraph to appear as a chapter heading in

the table of contents and the text of the manual.

NEW SECTION (Y/N) /
Y causes the title of this paragraph to appear as a section heading in
the table of contents and the text of the manual. If NEW CHAPTER is set
to t.hen 7_S automatically sets this response to N and the IEW SECTION
°ro:et :.l not appear.

NEW S'-,FS7E:C N~.~C/
" causes the title of this paragraph to appear as a subsection heading
un the table of contents and the text of the manual. If NEW CHAPTEP. or
NEW SECTION is Y then NEW SUBSECTION is automatically set to N and the
promrp will not appear.

N EXT PAR /
Enter the number of the paragraph which you wish to follow this one in the
Print sequente. If this is the last paragraph press RETURN.

-ou may cause an entire manual to be printed next instead of another
"- paragraph by typinq a manual number in the form 'M#' instead of a
* paragraph number. Fc- more information see section 3.4.3.1.Chaininc

Paragzaohs nf anC .anuals into Manuals.

ccn:rT- :-at the chanaes are to be saved. N will erase this entire
r ~",s t yster.

.inrA~ed rnrcran t~rrevious ac
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7:

in the previous oaragrann's structure and as a prevlous naragra~h :n
the next paragraph's s -'-tu:e 7o prnt the manual, ou M1ST also add
-nto the manual ' rect,)ry a' the re','ant manua- in~ormaon Isee
Sac-zion 3.4. Add Manuals. :o jet to this discuss-on enter the followlnq
comand sequence:T.,. to re urn to this discussion enter the :iolowing
command sequ..ence .

3. 3.3. . 1 .^  Chain rManuals to Ianuals

Manuals may be chained to each other in much the same way that paragraphs
may be chained to construct manuals. When two or more manuals are chained
together to form a third manual, the two component manuals are referred
to as mini manuals and the third manual is referred to as a major manual.

Mini manuals must each be identified in the manual directory before an
entry can be made for the major manual. Typically, a major manual may be
composed of a set of functions or routines, such as C:RCULATION or GENERAL
FUNCTION(S. Correspondingly, mini manuals will most typically consist of one
function each, e.g. , CHECK IN, CHECK OUT, ITEM STATUS. In this way, a mini
manual may be updated within a major manual, while still keeping -he rest of
the major manual intact. Mini manuals may be printed out individually, or they
may be printed out as a part of the overall major manual, depending upon which
format is more desirable at the time.

To chain two or more manuals together, the author must first enter the manual
directory by entering, in response to the H11 prompt COMMAND, the instruction:
A M. This instruction, ADD MANUAL, is used because you are in effect adding the
major manual to the directory after you have added all the mini manuals
individually. Since the instructions are almost identical between adding
manuals and chaining manuals together the reader is referred to Section 3.4. 1
Add Manuals (To get to this discussion enter the following command sequence:
T,1. To return to this discussion enter the following command sequence: F,F.)

NOTE: The only difference between chaining manuals and adding a manual in the
manual directory, is that when you are chaining manuals, the starting
paragraph ull be a manual # in the form M4 where # is a positive inte-
get. If there are multiple mini manuals involved, A1. M:111 -,ANUALS MUST
be entered in sequence, as they would print out, in the manual directory.
A chain of, e.g., four mini manuals being chained into a major manual
MUST have all four mini manuals entered in sequence in the next paragraph
column of the manual directory.

8.3. 3.4. 1 .3 Chain Paragraphs and Manuals into Manuals

Sometimes, it may be necessary to chain together bits and pieces of paths into
a manual. Although it is highly recommended that mini manuals be created and
chained together wherever possible, in those situations where this cannot be
done easily, the author may have to mix paragraphs and manuals into the chain.
When this occurs the author must enter in the next paragrmch column of the
manual directory, the manual numbers for every manual until a paragraph number
comes next in the chain.

EXA,"PLE: Major manual, M10, composed of M2, M3, par"5 and , :s to be chained.
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:n the manual directcry. M2, M3, and M6 would have to be first created indivi-
dual>' v a '-e I :ns:ruction 'see sectlon 3.4.1 Adding rIanuals).Then an entrv
M0r ma 3r zanua" N be made v-a tne A M Instruction. When :Ls prom n

0r txe rtar:tn 7 ara:ah of 0 t he author would enter M2 M3 45 In emanua"
directory.- she structure of par 45. in the M10 path, enter zero as the

reius :ararah and :6 as the nex' paragraph. The next par column od -C n
The manual directory must end with a par number so that :LS can gel c ts
instruct:cn =rm the structure of par 45.

8.3.3.4.Z 2elete Manuals

To delete a manual from the manual directory, enter D M in response to the HN
prompt COnMAND: . :-lS will reply with

.AN'AL >
Znter the manual number for the item to be deleted.

You may abbreviate this step by typing D M M# directly from COMMAND prompt.

DELETE ENTRY FOR NAXUAL 1# - [Title of the manual]

AK YOUi S U 'E k(Y /N) >

The system f:rst repeats what you have asked it to do, displaying some
inzormation to enable you to be sure that you are deleting what you tzant
to delete.

Type t -o confirm; type N to erase the entire transaction.

LET-7:;I

The system ccnrftrms that it has deleted the item.

No:e: a. item you are attempting to delete has been previously ded:ned
as non-/eletable, the system will not delete it tjtthout a srecnli
,assw :d. onsult ILS syte4a administrator for further nformat-on.

8.3.3.43 Edit Manuals

To edit a manual type E I in response to the HM prompt COrMAND.ILS will reply:

Enter the number of the manual which you wish to edit. The nurber must be
or the rorm 'M#' where '#' is an integer number, e.g., 'N99'

ou may abbreviate this step by typing E M M# directly from the HM przompt

T:TLE ct .... chars max) = : __________ /

. L /cus er case _f desirxe~ the:; res:pe tho t-tle if you
-o ret" ace . one Ctheru2.se rzess RETUFN

7 -- i. I: h e* rr i ; *-
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out. It s only for use in Help laintenance.

SARTING PA7RA*
SEnter the n ber or any paragraph which you Wash to be the fiirs one -n

the -rr:nted manual, or press TJ( t. .. to accept the a .X.st-'. oa..Tnq
paralraph.

You may type a manual number, e.g., '5' instead of a pragaph nn.ber.
That uzl2. cause the entire manual you have referenced to be pri-n.te.) o't
as the first chapter in the new manual. If you type a manua- number, or
accept one which already exists, the system wil! respond ;th:

INCLUDE MANUAL M4 (Y/N) Y/

'Y' or RETURN to confirm.

The system will prom-pt again for another

STARTING PARA' _ /
You may enter another manual number, a paragraph number, or
R E URN.

Another manual number will cause that manual to be included as
Chapter 2, and so on until you type or accept a paragraph number
or RETURN (see also Section 3.4.3.1, Chain Paragraphs and
Manuals into Ma;-.uals. To get to this discussion enter the
following command sequence: -.,3,1. To return to this discussion

enter the following command sequence: FF.)

If you type RETURN, the system will prompt with:

END OF MANUAL 1# (Y/N) Y/

'Y' or RETURN to confirm.

SAVE THESE CHANGES (Y/N) Y/
Y or RETURN confirms and teturns to the top of Help naintenanoo.
N erases the entire transaction.

3 ..3. 3. 4. 4 Find Manuals

To find a manual in the manual directory enter F i :n response to tht -ron-l
COMMAND. ILS will reply:

CHARACTER STRING TO FIND >
Type in any character string you wish to search for. The strlncr must be
the exact same order as it would appear in the manual title. To mlnimim
missing a correct entry, ILS convention does not allow the use of stars,
hyphens, or extra spaces in the formulation of the title. In this way,
authors stand the best chance of retrieving what they are lookrrna for.
Upper/lower case distinctions are ignored. TEST will retrieve TEST, Test,
and test equally well.

You may abbreviate the abo.:e steps by typlnp F N r -n !Ire2t"y -n

response to the H1 prompt CCNN..

I
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.qor.

:IL s I I r ~ :rn 1:y ' : 7 laying.

deiniticrn

star .n' paragraph number

U The actual larnat of this table would appear as follows:

to TTE DEFINITION STARTING P#
-.35 THE CIRCULATION SUBSYSTEM ALL CS FUNCTIONS "122 1 , 5 M16 136
n26 CHECK CUT LOAN ITEM TO PATRON 39

S.Z.i.4.z Produce Manuals in Hard Copy

To croiuce a manual in hard copy, the writer of Help Maintenance may combine
several instructions or proceed one by one with each instruction individually.
Each instruction will be explained individually, although the reader must keep
in mind that all of these options could be entered all at once, direct y in

Nresponse to the HN pronpt COrMAND.

Enter P n to begin printing out a manual. ILS will list or you all manuals
which have been entered in the manual directory. You must the.i enter the number
of the manual you want to print out or generate internally. CNOTE : any time you

*" update paragraphs in the HELP system, it will be necessary to regenerate all
manuals which use that paragraph. A manual which has had editing done no its
text rUST be regenerated; otherwise you will get output which will not have the
changes in it that you made since the last time the manual was generated.)
if you enter P K K# !IS will prompt for Generate, Print, or Generate and Print.

Choose G ii you wish to generate a new version of the manual without printing
;t out.

Choose P it the manual has not been edited since the last time it was
.enerated, and you want to print it out now.

Choose TP at the mznual has not been generated before, or if at has been edited
since the last time it was generated.

yiou want the manual printed out, you will then have to specaty the device
you want used. Each ILS site will have to set the device number(sO locally to
reflect the in-house configuration. The writer will have to enter an integer
corresponding to the device desired. (If there is only one in-house printer the
d':'.e number should be .

The last thing you must specify is the number of copies you wish printed cut.
aS ill automatacally continue to print out mannuals until all specified copies

are cut.

• -3 . 2 '...e. '1arucls

• .Lov .r n response to the HK crompt CO51AND. enter V n.
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V I Et AN UAL TIT S *. M >
En t entM a ManIal ct r A r ta nc ter stL~n . syzt-z a the
z ,!:: v 'e manual Z"s aph:abet c a!y fol -:ng : -a ::ie or s:rgr.g
you ente rei. h ds'_a'e 1 e'.ent: are

o title
manual. numbe r

o starting paragraph number

You may abbreviate this step by typing V M string directly irom the
HM prompt COMMAND.

Press return to view a sample of the actual dtsplay;

TITIE M4 DEFINITION STARTING P#
1AILOUT 1 THE 'IAILOUT FUNCTION
MESSAGE M6 MESSAGE FUNCTION 4 9
NE:4LY CATALOGED ITEM M18 NEWLY CATALOGED ITEM 120

8.3.3.5 Working in the Glossary

AVAILABLE INFORMATION

1. Adding to the Glossary

2. Deleting from the Glossary

3. Editing the Glossary

4. Finding words in the Glossary

5. Viewing the Glossary

6. Printing out the Glossary

8.3.3.3.1 Add to the Glossary

To ADD to the glossary, enter the instruction A G .n response to the HM
prompt COMMAND. ILS will reply: ENTER TERM TO BE ADDED >. Enter the full
word to be added to the glossary. ILS will next prompt: DO YOU WANT TO ADD
'word' TO THE GLOSSARY? Y/ Y or a RETURN lets you continue. N will cause
the last prompt to reappear.

NOTE: You may combine the above two steps into one by entering A G Word.

PRESS R:?JTU TO BE:IN DEFINITION C- word'

na'aorapr, ey t l . d n n . yof youe to cron t' -1 a
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For more inrormation on how to edit paragraphs refer to Section 3.1.3.!,
or press C to continue t-hs discussion on-lone. To get to section 3.* 3.1
ent er ton he ':n ccmnd:11 sequence :TT, 1,3. To return to ths dc
ernrez the ±ciow~ng sequence TT, 5, .

A-ter completing the definition, press 52 to transmit text on block mode, cr
|8 to close the file without implementing any revisions to the text. :LS Lo:!
return the writer to the Hr prompt COMMAND.

8.3.3.5.2 Delete Glossary

To DELETE a term from the glossary enter the instruction D G (or combine steps
by entezng D G Word) in response to the HM prompt COMMAND. ILL will reply:

ENTER TvRM TO BE DELETED > Enter either the full word or a truncation of
the word to be deleted. ILS will reply either:

SEARCHI FOR 'word'... FOUND 'word'
ARE YOU SURE YOU WANT TO DELETE TERM 'word'? N/
OPR
SEARCHENG FOR 'word'.. . NO MATCH TO 'word'
and immediately reprompt for ENTER TERM TO BE DELETED >

Assuming that one or more terms matches the query, each of them will be dis-
played by number. Enter the number of the term to be deleted. ILS will reply:

ARE YOU SURE YOU WANT TO DELETE TERM 'word'? N/.
N will cancel the transaction. Y will delete the term.

8.3.3.5.3 Edit Glossary

To EDIT in the glossary the writer of Help Maintenance must enter the
inst-r1jction F (or to ccmbine steps E G T or E G D) in response to the

. - - CUM tM . :LS will ask you to specify (T)erm or (D)efinition.
The writer of Help Maintenance may edit either the term, e.g., change plurals
to songular, or add a scope note to the terms, or the definition of the term.

ILS will respond ENTER THE TERM TO BE EDITED. After the user enters the word
or a truncation of the word ILS will reply:

SEARCH:NG FOR 'word' ... FOUND 'word'

EDIT (T)ERM OR (D)EFINITION

the writer enters T, ILS will reply: CHANGE 'word' TO: 'new word'.
and the writer may make any changes to it in exactly the same way as any other
.scrd on the H-l? system would be edited. After entering the new word, ILS

cz 'e -word' CEATE,. 'word' DELETED.

SId the wrote- r r~ '-s woil reply: PRESS RETURN TO EDIT THE DEFINITION
E 'word'. At ahois ocot ILS woll dosplay the existing deioniion of the word

I I 1 ravrarh on Help t Maintenance. Thos enables the writer to

- .. .- <sa: way a:: other HELP syster para pnz are ewoted

g - 234 -
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At any point prior to the actual editing of either the word or i:; def4inition,
the writer may cancel the editing transaction by entar-,ng --- , arrow I-) -,n
response to any of the prompts. Once inside the def-,n-,tion paragraph. howe'.er,
the writez may press d4unction key r3 to leave unchan.ged , or fZ t o uoate. -!-e
text ( assurntng that an HP 2d545A terminal is '-e-,ng -,sad

8.3.3.5.4 Fiad Glossary

To FIN(D a *'erm in the glossary, enter F G in response to the HMI prcmpt COM .AXD:

!LS will respond: ENTER TER.M TO BE FOUND >. After entering the desired word, or
truncation, ILS will reply:

SrARCH.ING FOR 'word'... FOUND 'word'
VIEW DEFINITION OF 'word'? Y/

Y will cause the word and its definition to appear on the screen. :LS -.J4: be
ready to accept the next word to be found. If the writer wishes instead to
exit from the glossary, entering an up arrow (-) will cause ILS to revert
back to the HM1 COMMAND level.

If a truncation is entered, ILS will display all words in the glossary which
match the letters entered and tell the writer how many matches were found. The
writer may select the word by its number or enter a new word instead. The below
example illustrates the scenario.

ENTER TERM TO BE FOUND > t

SEARCHING FOR 'T'... 5 MATCHES:

1. TAG 3. TERMINAL 5. TRUNCATION
2. TAPES 4. TE::T

ENTER 1-5. CR ANOTHER TERM:

8.3.3.5.5 View Glossary

NOTE: Although VIEW GLOSSARY and FIND GLOSSARY are quite similar, there is one
distinction between them. FIND GLOSSARY will tell you that the term you are
looking ior isindeed in the glossary. At that point you have the option of
viewing the definition, if you care to read it. VIEW GLOSSARY assumes that you
want to view the definition of any word entered, and will, therefore. display
the definition immediately, without asking you if you wish to view it.

To VIEW a glossary entry, enter V G in response to the ILS prompt COMMAND. ILS
4 will reply: ENTER TERM TO BE VIEWED >.After entering the term or a truncation,

ILS will reply:

SEARCHING FOR 'word'... FOUND 'word': or, if there are mu.ltiple matches
SEARCHING FOR 'word'... N MATCHES:

if you ask:ed for a unique term, ILS will immediately d;.splay th edenton
if you select a term from the list of matches, LZ- will t'Ae-n displny the term
and its daiinition. in either case, 115 will prompt d:tane-xt term to be
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displayed

This ac-ivlty is bein.g nrzgrammed. It will1 be documented as soon as the
is -- Te
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8 .4 JOB INITIATION

JOB IX{ITIATION enabl-s authorized users to generate and produze a 0.'ai::7 f
IL3 notices and listings.

AVAILABLE INFORnATION

1. Overview of Job Initiation

2. Step By Step of Job Initiation

3. Special Features of Job Initiation

For further information, select the number for the appropriate discussion.

8.4.1 JI Overview

JOB INITIATION allows authorized users to generate and produce
a variety of ILS notices and listings. E.g., users may print overdue
notices, a list of current patrons, and other ILS reports. Users
must identify the job they want to initiate and the production parameters by
which it is to be produced (i.e., number of copies, time to start running
the job, etc.).

8.4.2 JI Step By Step

JOB INITIATION currently permits authorized users to initiate 7 jobs. They are
iLen:_4ied by their mnemonic .abheviation and index # as follows:

INDEX* MNE DESCRIPTION
I CNA COURTESY NOTICE--ALTERNATIVE

2 CXE COURTESY NOTICE--EXTENDED LOAN
3 CNI COURTESY NOTICE--INITIAL
4 CNO COURTESY NOTICE--OVERDUE BORROWER
5 CNR COURTESY HOTICE--RESERVES
6 PLW PATRON4 LIST WEEKLY
7 PRI REPORT PRINTER

Users may use 4 selection options to identify the iob to be initiated.They are

ME - MNE'1ONC FOR JOB TITLE
IN:'E'X4 - NUMBER IN LIST FOR SELECTED JOB
F A R D - DISPLAY NEXT SET OF JOB TITLES
3ACI - DISPLAY PREVIOUS SET OF JOB TTLES

'OTE: since the step by step prccedures or this acti.vty ho1d true -cr all
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7 Dobs, they are discussed generically.

"CB !NITIATION reauires the user to do two things:

- ) Generate a most cuzrent version of the records to be used for this job.
- Z) croduce the ;ob by having it print out on some output device.

iFr more information, select the number for the desired discussion.

8.4.3 J: Special Features

'USE F THE I

In ;CB BR{T-A::7o the user may enter I whenever all the default settings are
set correctl, :'S will immediately move the cursor past all the prompts and
de;aut se:tir.;s on the screen and will immediately call up the second screen
into '.eu. only sore settings are correctly set, press return until the
cursor reaches -he incorrect value, and then enter the correction. 1f there are
in:ermoien: correct and incorrect values, the user must press return and enter
=he correcc.ins unuil the last incorrect value has been corrected. At this
point, the user ma/ now enter I to quickly move through the rest of the prompts.

UCE CF THo '? ARROW (-) :Fy
he up arrow key (-) ray be used in JOB INITIATIOM to travel backwards through

the sequence o prompts. to return to and correct an entry. The user will have
to re-erter -he dcta ror the prompts through which the up arrow key has past,
as tnese iata have zeen erased in the process of moving back up.

E 7 7 -- a only be identified by their index number, after they
Sa ee ei. - ist 1L. cn only recognize the index number after it

.e screen

1, ::rFTIcATIO'N

1;,y be :dentified by either a full or partial mnemonic
dea... . ..... .... . a user enters e g. CH, the system will list all -obs

-hich e-:n -.zh a CN rnmonic From there, the user may then select the Dob
-ts :..i 7.ro:., e or its index number.

NCTE . . .0. aI wl. l immediately begin initiating a job is _,f the user
enters an e 7-a: ncronlc title.

Report is used to print out jobs on an output device. Typ:cally, a
user ------ an,: 7c cenerate a newest version of the ,ob and then creduce
o 1rin -.. t :i - .. oue.'c[, if the user lishes a second copy c a o without
--------------- :-e '.ersacn, user may -ise Penort Printer directly. £electini

zeour rr~zer t:-rot i . will cause :1S to print out the ]oh exac-_V as uas
---- -2' e .she job was run
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3.5 ..OB QUEUE

JOB QUEUE allows authorized users tocheck an the status o- Daz obs
submittedt to the system -,or processin~g. :,q :LS thlese batc, n :ohs primaiy
produ&ce prinsced reports such as overtue (,;our.esV) no, iz es Znd pa:r. lists.

AVA : ZABLE IN4FO RMAT:0CN

1. J2 Overview

2. J2 Step by Step

For more information, enter one of the numbers above.

3.3. 1 J2 Overview

JOB QUEUE enables the authorized user to see the "line up" of lobs which are
-in some stage of being processed. By identifying a job with a unique title,
the user can find out where his or her job stands in relation t.o other jobs
which are also "in the works".

8.5.2 J2 Step by Step

To view obs in JOB QUEUE, enter /J2 in response to the ILS prompt COMMiAND.
ILS will respond with the following sample display:

J;OB NAM1E/ USER MNE STATUS PR/ SUBMIITTED/ STAPRTED/ PRINTER./
DESCRIPTION INT START AFTER STOPPED FORM

j03B1 SES CHI C 5 11/20/80 9:32 Am 9;34 AM
COUn1 TESY NOTICE--NTA I 11/20/80 9:32 AN 9:34 AM

2 J002 SYS PP1 C 5 11/20/80 9:35 03,j 1

REPORT PRINTER 11/20/80 9:35 1vm 9:33 Am UWLi
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8.6 SYST1 A:

SYS= ACTI' r.'. nt rs the status of all ILS terminals and the volume of
zuarion az:z.y.

AVAILABLE INFORMATION

1. Overview of System Activity

2. Step by Step of System Activity

3. Special Features of System Activity

For further information select the number for the appropriate discussion.

8.6.1 SA Overview

SYSTEM ACT:V:TY provides statistics on the cumulative number of check ins and
check outs which have occurred on the current day. It also displays the number
of both administrative and circulation terminals which are currently logged in,
as wel! as -he number of inactive terminals which are not currently logged in.

8.6.2 SA Step By Step

,. To view SYSTEM ACTIVITY, enter /SA in response to the ILS prompt COMMAND.
:LS will respond by displaying the following:

"ATE: (the current date) TIME: (the current time)
e.g., 11/14/80 e.g.. 9:50

AD*!NTSTPATIVETERMINALS: 12* CIRCULATION TERMINALS: 6*
N:CTI, !: t:ALS: 6 NOTE: * Refers to only those terminals

currently logged on.

C 'EC. OUT: 23 CHECK IN: 12 RENEW: 1
:",L: MAIL OUT: 3

ILS will display the total number of transactions for each of the above
ac vt._es uhch have occurred thus far on the current day.

8.6.3 SA Special Features

Alo~ur- V~~. ACTIVITY can provide the user with current statistics with
zePect to czculntion activity and the number o± terminals currently logged
. .to the , h user should still refer to JOB QUEUE for fulicr p:.cture

-o :rr ngerl w ithin :LS.
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8.7 SYSTEM PARAMETERS

SYSTEM ?ARAMETERS is used to edit various settings whica contzol some od the
processing functions of the 1IS.

AVAILABLE INFORMATION

1 . Overview of System Parameters

2. Step By Step of System Parameters

3. peclal Features of System Parameters

For further information, select the number for the appropriate discussion.

8.7.1 SP Overview

In SYSTEM PARAMETERS, authorized users may either activate or inhibit
the operation of certain ILS features, such as the Cart System and the Verify
option. This function also permits authorized users to change the priority of
certain background filer programs so that they will process data at either a
faster or slower rate, thus providing the user with a way of modulating
the background load on the system, which in turns affects overall response
time. This function also sets the maximum number of citations which
can be printed at a public printer.

S. 8.7.2 SP Step By Step

To edit in SYSTEM PARAMETERS, enter /SP in response to the :LS prompt CCMtnAXD:

,. .LS will respond by displaying a screen of prompts, each of which is explained
below

SEARCH PRINT LIMIT: 25/ This parameter limits the number of a hits which may be
printed on a public use line printer, when searching
the on-line catalog.

. VERIFY ON/OFF: ON This parameter activates the Verify opt. so that the
name of both items and patrons may be displ ayed for the
user to read during each transaction.

" PRIORITY HANG AMOUNT: 2 This parameter specifies the minimum number of seconds
which must elapse before the high priority background

filer will "look" to see if there is something to do.

NON-PRIORITY HANG AMOUNT: I This parameter specifies the minimum number of
seconds which must elapse ,zr the low priority
Laciround ±iler w,11 oo:- t see ,±f there Is
something to do.

J0, 2'U E HANG AMOl- IT: This parameer seci1:es -Ie tn: muM n_-.7-a of Seconds
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which Must elapse before the high priority background
liUer " 2 .' oc: in the ,cb q.eue to see t here Is a
-b a to be grocessed.

NUS: 7- -.'D :CBS: Ths Parameter specifies the maximum number of
:cs uhich are alloued to run at the same -,n -1
T!e system administrator may wish to change this
parameter at the end of the business day to permit
a greater volume of overnight processing.

S...-' .. , '_ This parameter either permits or inhibits the operation
tf the Cart System, so that users may keep track o-

Lens which are in the library, but not on the sh.ves.

YES CART SYSTEM will operate in conjunction with
CHECV IN.

No CART SYSTEM will not operate in conjunction with
CECK IN.

8.7.3 SP ..e i Features

There are no spezial reatures ror SYSTEM PARAMETERS as of November 24, 1980.
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8.8 USER DELETE

jS-R D7LETS ieletes the user irom the :Ls system.

A!/AILA3LE XN70R.IATION

1. Overview of User Lelete

2. Step By Step of User Delete

3. Special Features of User Delete

For further information, select the number for the appropriate discussion.

8.8. UD Overvie'

USER DELETE is used whenever a user is to be denied access to the 1:S system.
The system administrator, or some other authorized user, must make the deletion

8.8.2 UD Step By Step

To delete a user in USER DELETE, enter UD in response to the ILS prompt
COMMAND:

ILS will reply:

USER ID: A ? will cause the following message to appear:

E(TER THE 1D OF THE USER TO BE DELETED.

.he user id which is used in response to the system prompt ENTER "fOUR USER 1.D.
should be entered. If ILS does not recognize the id it will reply NO SUCH USER.
The user will be given another chance to enter the correct id.

If LS does recognize the id it will reply ARE YOU SURE? To cancel the deletion!
enter N and 1LS will respond NO DELETION. To complete the deletion enter Y and
ILS will respond DELETED1 I

8.8.3 UD Special Features

There are no special features for USER DELETE as of November 24, 1980.
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.. ; - - - : ee.er a Ose-r -s r,= dJ access
1.osetu:e S e uiser to D S atee d eE: c-:, s what area s t

ss -to access. Tis procedr e also sets -he
ex erot.e n 'l zo Z z Q.-r s Pay or 'ot i sp]y 2,e a aY e a 0: e 0 C0s
ava'li-le ao user at a-y po nt !n the system.

AVAILABLE INFORrATION

O'erview of User Add/Edit

- S:ep by Step Procedures of User Add/Edit

3. Special Features of User Add/Edit

7or more inr=cmation, enter the number for that discussion, or
- press - to trzavel to the top of this discusslon.

-- 8. 9. 1 US Overview

USER. AD/S_- is used whenever a new user is granted access to !1S. This
procedure ----- -- es' the user to iLS and determines what areas of the
system the user is allowed to access. This procedure also sets the user's
excerlenze 'eve! to either display or not display the range of options
availahle tc the user at any point in ILS.

8.9, 2 US Step By Step

-o admit a new user to the ILS system, the authorized'user must set the
:arameters or the User Profil. a-s tollows :

SYSTI,5 73: -entoies a user of ILS uniquely from all other users, and as
* .typically the user's initials (e.g., SES)

N • E: :he full name of the new user is entered, last name, first name.
(e.g. Selander. Sandy E.)

PASSWORD: The new user should select a short word or set of initials that are
meaningful to be remembered each time they access iLS. Nick names,
or spouse initials are perhaps most easily remembered.

E):. ER:-).ZE £-ner either ON or OFF. ON will cause NO selection options to
"E'-L! anl.1ear; OFF WILL cause them to al pear after each ILE rrompt.

A ... -.,E current authorization levels are: S'S AD1:N( fcr a
I " to" . A-nistrator or OTHE for all other staft use2s.

L.- -. racter abbre'.iac-on for eac"
rI user rLl r . tted to access
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GENERAL FUNCT:ONS: Enter the Z-character abbreviation Zor each GE? AL
FUNCT::O the ne" user will be pernited to access.

AD INIST.A::VE FS Enter the 2-character abbreviation cor each
ADK:){:ZTRATI;E JNCTICN the ne user 2epermitted to access.

C.:RcULAT:i FU?(CTIONS: Enter the 2-character abbreviation for each
C:RCULATION FUNCTION the new user will be
permitted to access.

REPORTS: Fnter the 3- or 4-character abbreviation for each report (either
video or printout) that the new user will be permitted to view.

8. .3 US Special Features

Using the - Key in USER ADD/EDIT

In USER ADD/EDIT. users may forward through parameters that they do not wish
to edit by pressing the carriage return successively. If the cursor should
pass a desired parameter, however, the user may return up to that parameter

by using the - key.

The - key will make the cursor return up the screen line by line until the
cursor is placed beside the desired ILS prompt. The user may then enter any
appropriate value at that point, and then either enter a / to get out o4 the
activlty (I:.S will return to the Administrative Subsystem command level), or

continue to press cazrage return to travel down the screen.

I
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i 8. !0 VIEWZ.,?IT

.s ' t '.ew on-Iz:ne activity reports for var:ous activ -ties

Overview of View Reports

2. Step By Step of View Reports

S. Snecial Features of View Reports

For -:urther inrormation select the number for the appropriate discussion.

8. . V e '-e

h :EW REORTS function allows authorized users to view online
activity repcr-.s lor various activities within ILS. Users may obtain
an on-line display of circulation and database activities for a variety of
time perLods.

8.10.2 VR Step By Step

Enter /'R an resnonse to COMMAND: to view an activity report. ILS will reply:

R.PORT: (user enter ?)

', 77C 7.FOT SEL1ECTION OPTIONS

-- 7EY, :C FOR JOB TITLE

7-" U' ER IN LIST FOR SELECTED JOB
FORWARD - Z?"SPLAY NEXT SET OF JOB TITLES
BACi: - DISPLY PREVIOUS SET OF JOB TITLES

I -N -:1 NE DESCRIPTION

CAD CIRCULATIO7N ACTIVITIES -- DAILY
2 :f, ATABASE ACTIVITIES -- DAILY

Itr t learn ho, to select a report, or
to .. earn now to select the date

PCT requ-ires the user -o opec th reoart tc
. - if . 3 ' -_:-.-. . .-. .user shoculd enter a ? to 'a,!e the e r s

,- - - - ._ . -. :-t -t cle report:. t>,e Jser >ta' once a

-.'t . . . -
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r •1' then ask the user to sneciy the date :iesor-d.

to r-e a w to specafy he da te for th report.

3. %.z.2 2 SELECT AE

-"s n an 'VZE2 REPORTS requares the user to sec,:' the sate th the

I resort. The system sall compile dates ror uh-ch there is data
and then prompt DATE:. The user will be able to scroll the dates
I.1 and down, by pressing either B or carriage return, to browse for the corre,
date.

After the user has selected the desired date, :7LS will immediately display tho
report on-line. To dasplay the same report for a different day enter F followe

*-: by the anteri. of days you wash to see next. Fr eample, to see :ncnthly
rzce -r %r 3months an advance of the current month, enter- 3. ::z wal then
dasslay the resort for the third month after the current month £or . 4c

are dasa.

8.10.3 VR Special Features

W PM.N ,DAYS
in SPEC REPORTS, users should keep in mind that all reports axe generated
only for those days for which there are any data. If a user looks at

a Frilday resort, and wants to go n;r.ard one more day, 1L wall display the
statastacs for ,Ionday if the library was closed for the weekend. Users who
rely uptn these statastacs should realice that statastics are provided on
-he basis o_= ,orkan7 days, not caiendar days, an: take this into consideration
whe -- - the s-atistacs.

i USE T TH-E .7- :!:STZt'CT:IO.

"V 7 T a!/o,-,s users to display activity reports for spaced intervals of
- u T ,r m ay ' enter F and some numher to forward to the next nth day for

<h a eo r t -: xsts. :or eamne, arI a user b egan lookang a dalIy report
-or :arclh a d entered F1 and a return, ILS would next dsplay the same
daily iaic y report for '!arch 20. Correspondngly, if a user was looklng at
a u0e0 ky art _lty r2port dated 'larch 1, and entered F3, :LS would then display
a rsot -or tlie thad week past 'larch 1 for which there were data.

,G; i DOWN SY S EII

8.11.1 , D Cverview

5CMW S'fTEE po,'ajes a way for an authorized user to shut sown the :15 system
;n a ontrol I:il manner uhon t:he cmnputer harduare ne eds to o tur.ne d off or

er " :ed1 That fn:c-, n ends th e transactaon srsano ro ns 7-.d sets the
7: -. Cn a a s a!....l fles s . y sall h e uts-atasjly r-otarted shen

t t ;.An a ld a -a 1, 0 rn as a

; 7 -
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8.12 PATRON FILE DEFINITION

I--. p. A:RoCH F:LE DEFINITION

The pAT.CX FILE DEFINITICK processes allow the library ai-nstrator to
-i.ne - .- anormation to be collected when r=egstering library patrons

The following information is available for PATRON FILE DEFIN:T:ON:

1 . P2 OVERVIEW

2. P2 STEP-BY-STEP

3. P2 OPTIONS

For further information, select the appropriate number above.

8.12.2 P2 Overview

The library administrator uses PATRON FILE DEFINITION to identi-y the infor-
mation to be recorded for each library patron. Certain patron data elements or
questions are required for 1LS operation, but the staff may add additional
questions to properly describe the library's own patrons. Using PATRON FILE

DEFINITION features, the library staff may define sets of questions which
describe particular patron types, and may indicate the order in which those
questions are to be asked during patron registration.

8.12.3 P2 Step-by-Step

The PATRON FILE DEFINITION process occurs at the time :,S is :nstalled, and
consi~ts of 4 steps. These steps require analysis of the ILS library's needs

S." followed by definition of the patron data elements using the PATRON FILE

DEFINITION procedures.

4 1. DETERMINE PATRON CATEGORIES - decide what kinds of patrons make Up
the library's clientele.

2. DETERMINE DATA ELEMENTS FOR EACH CATEGORY - decide what iniormation
is needed to describe patrons in each category.

3. ADD PATRON DATA ELEMENT - use this option to define the categories and
data elements in ILS. (For more information, enter 3 below.)

4. EDIT 2UESTION LIST - use this option to verify or change the order of
questions asked for a given patron category. (For nore inf orma~t-on,

enter -4 2elow.)
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[. 12.4 ?2 Crtions

There ace 'our options in PATRON FILE DEFINITION:

1. ADD PATRO7N DATA ELEMENT to define an additional data element for
a particular patron category.

2 ED:T PATRON DATA ELEMENT - to change the definition of an existing
"- " data element.

3E=T 2UESTION LIST - to change the order or delete data element(s)
r Eor a particular patron category.

:SFLAY 2UESTICN LIST - to show the data elements or questions
-zy defined 4cr a patron category, in the order in which

they zll be asked during patron registration.

For more inlormation on any option, select the number above.

8. 12 1 . P2 Add patron data element

""* Adding a patron data element requires these steps:

1. -DETIFY PATRON CATEGORY - enter the patron category to which this

data element will belong. If the patron category has not previously
been defined, it will be entered as a new category. A '?' will show
-the list of current categories.

TE. DATA L =N' , NANE - enter the name of the patron question as it
ZL-a Ptear durlng patron registration. If that data element has
ready been detined for another category, you will ne given a chance

_ copy its deflnition. A '?' will show the list of data elements
Salready defined zor this patron category.

3. DEFINE DATA ELEMENT CHARACTERISTICS - answer a series of questions
tr-at tell how the element should be treated during patron registration.

Enter 3 for a detailed description of data element characteristics.

8. 12.1,. P2 Data element characteristics

:he :o-o_.,i cuestons will be asked after the data element name is entered:

: LUSER SHOULD RESPOND

r 1, 1' 7r=- 'Y'es if this data element rust be zrcr' i6
.or ech patren reg:rtE-Lec in t:s cate:cy
Carriage return or 'N'o -i the data elemen-

may be sliippe durin revs tra7:.n
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LIST OF VALUES Y/N? N/ 'Y'es if there is a defined set of answers
to this question (for example, a list of
university departments)
Carriage return or N'o :f a ra!.d answer
to this question canno: be identified in
advance.

The next 2 questi-ns are asked only if the answer to LIST OF VALUES is YES

USE IN BAR CODE Y/N? N/ 'Y'es if this information is to be
part of each patron's bar code :D

Carriage return or 'N' if not

USE EXISTING DICTIONARY Y/N? Y/ Carriage return or 'Y'es if a set of
values has already been defined which
is appropriate for this data element
'N'o to define a new set of values

SYNTAX CHECK Y/N? 'Y'es if the data element has a required
format or minimum/maximum length

ILS ASKS USER SHOULD RESPOND

DEFAULT ANSWER: Z nter the answer which will be true for
most patrons in this category (if any)
or Carriage Return if there is none

ERROR MESSAGE: Enter the message to be displayed if
an invalid answer is given to this
question during patron reglsttation

8.12.4.2 P2 Edit patron data element

To edit a patron data element, the user will follow these steps:

I. IDENTIFY PATRON CATEGORY - Enter the category to be edited.

2. IDENTIFY DATA ELEMENT - Enter the name of the spec:fic data element
to be edited.

3. VERIFY OR CHANGE DATA ELEMENT CHARACTERISTICS - ILS will display the
current definition of the data element (required, list of values, etc)

and the user may accept the definition displayed by entering carriage
return or provide new information. Enter 3 to see a description of
data element characteristics that may be added or edzted.

8.12.4.3 P2 Edit question list

[ - 251 -
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The user ma,. edit the question list for a particular patron category in order
to chance th. order if ruestions or to delete a given data element from the
-st. To use ED2 QUESTIC LIST the user follows these steps

1. :.'ENTIFY PATRCN 7ATEGORY - Enter the patron category whose list
o questicns is to be edited.

2. V:E-4 'jrS.O LIST - ILS will display the current question list
-or that category.

3. CHANGE ORDER - The question list will be shown in the order in which
the data elements were defined. If the questions should be asked in
a different order during patron registration, the user may alter order.

DELETE DATA ELEIENT - If a question does not belong in the list at
all, it nay be deleted from this patron category.

8. 1.2.4.3.1 P Display question list

:LS will display the data elements currently defined for a given category.

QUESTION # DATA ELEMENT NEXT ON NO RESPONSE

NAME REQ
2 STREETADDRESS3

3 CITY 4
4 STATE 5
5 ZIP CODE 6
6 HOME PHONE END

The data elements are listed in the order in which they will be asked during
patron registration. NEXT ON NO RESPONSE shows which question will be asked
next during patron registration if the answer to the current question is blank,

" or no response. If the current data element is required (an answer must be
crovided Ecr eac. patron), this column shows REQ.

8. 1Z.4.3.2 P2 Change question order

Alter the current question list has been displayed, the user may verily the
-ist. chance te order, or delete data elements.

:LS AUSER SHOULD RESPOND

CORRECT /N? L/ Carriage return or Y'es if the list is correct
qI as displayed.

'N'o if it needs to be changed

................. . "* {/ 'Yes :f the basi' let or I;E:.:T I-N NC
needs to be changed
Carriae return or ' i'o : th erde:s c:ay
elements need to be deleted
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DELETE DATA ELEMENTS Y/N? '?'es -f one or more elements mus: be dele ed from
this category. NOTE Deleotng e enos may require
a subsequent change in :iestion order.

8. 12.4 4 P2 Display question list

1L will display the data elements currenzly deftned -or a given category.

QUESTION * DATA ELEMENT NEXT ON NO RESPONSE

I NAME RE2
2 STREET ADDRESS 3
3 CITY 4
4 STATE 5
5 ZIP CODE 6
6 HOME PHONE END

The data elements are listed in the order in which they will be asked during
patron registration. NEXT ON NO RESPON(SE shows which quest-on "-l be asked
next during patron registration if the answer to the current question is blank,
or no response. If the current data element is required (an answer must be
provided for each patron), this column shows REQ.

@15
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9 G-rXERAL :YXFCtATION a

9. 1 GENERAL CCN~CETS

The follouing GENERAL CONCEPTS are those which the user needs to know to
wcrk in the integrated Library System. They are:

1. the D:SPL7Y ID) command - displaying the full record of an entry

2. the FORP4ARD (F) command - forwarding through Item and Patron Lists

3. the BACK UP (B) command - backing up through tem and Patron Lists

4. the COMB?{ ( :) command - combining two instructions into one step

5. the TPA'%EL (/) command - exiting out of a subsystem and into another or
going to another activity within a subsystem

6. item and Patron __sts - viewing item and patron records in :LS

7. V:PS statement - vol/issue/part/suppl item characteristics

9. 1 .1 The DISPLAY Command

BACKGROUND

All indces in :LS are organized into a list-like structure. To access any
patron or -tem record un ILS the user must first do a search and have ILS
display all known entries which match the search request. !LS will display up
to 5 entries at a tine. If there are more than 5 entries (which will mean
some entries will be on the next screen) users may scan all entries using the
. or 3 coaoi. CA- this point users may, if they desire, press F once to read
about FhA?.D, and press F again to read about BACKUP. From there, you can
return to o-.s paragraph by pressing B once or twice).

-le DZS2.A () command is used to display the full record of an entry so that

the user can be sure that it is the desired entry.

Examnle: A natron search for J. Jones might yield 6 matches.
wLS would display:

:D

S .N 5, JACK2 JS E , J C

J- oxzs, JIr-

and on 'he second screen:

.- - -, JZ { P.

7e r. oresr F to ,ieu the eo-tries on the -t scree to t e
sure L1.0 I;e csooe<o entry .s chosen. -o ,ake certain that the cCrrect F0:0c0
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is chosen the user must view the full patron record to v e . JiOh s
the r ght patron. By pressing D followed by the entry s :D nber. ::S u:Ll
d:splay der the user the full patron record of the entry. The sane procedure :s
followel if the user wants to display a full _-en recor: in the -3F. hi the

above example, the user would have to view the full patron record ror all 6
JONES entroes, since the correct patron could have been any one or the -
entries =etrieved.

9. 1 .2 The FORWARD Command

The FORWARD (F) command is used whenever ILS finds more than 5 entries while
searching any ILS index. It displays for the user the next set of 5 entries,
and can be pressed repeatedly for as many groups of 5 entries as there are.
The user need only press F to have the next set of entries displayed. !ISwill reply "NO MORE ITEM MATCHES" or "NO MORE NAME MATCHES' when the last

set of entries is displayed on the screen.

FOR EXAMPLE: In the previous discussion of the DISPLAY command (press B to
view that discussion if you desire), the user would have to press 7 to have
displayed the 6th JONES entry.

If you desire, press G to get to a discussion of the F key. To return to this
current discussion press G again.

9.1.3 The BACKUP Command

The BACKUP (B) command is used whenever users want to return to a
previous screen of entries which has already been displayed once.
If users scan through a list of matches using the FORWARD command,
the BAC:UP command may subsequently be used to get back through the
list in reverse order. The user may press B as many times as necessary
to get back up to the top of the list of found entries.

FOP. EA.PLE: In the previous discussion of the DISPLAY command (press
B twice if you want to see that text) the user would have to press
B once to get from the second screen back to the first. Users should
keep in mind that they can only choose, or display the full record
of, those entries which currently appear on the screen. They can only, for
example, select from items 1 through 5 if the first screen is displayed.
They must use either the F or the B command to get to the screen of entries
that contains the exact entry whose record they wish to display or choose.

Press G if you want a discussion of the B key. Press G again to get back here.

9. 1.4 The COMBINE Command

The COMBINE (:) key links commands and the searrh key used to retrieve entries.
It combines two separate steps into one by linking the first and second parts
of an instruction together. Users will save t2me b'.c ths c-ion.
FOP. ZX,%PLE: If a user wanted to CHECY OUT an item, ether one o: these two

*,pr:ocedures could be followed:
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. ITHOUT = '* " WITH COMBINE:
:tS asks for CCM11 A N: ILS asks for COMMAND!
User enters t e:u.rn) User enters CO:SmiTH (return)
:LS asks ?ATPCN: ItS begins displaying Smith entries
User enters SM:ITH

S- :LS begins displaying 2mit i entries

NTE*The :key :s used to retrieve item or patron entries faster, by typing the
id option, =, and tnen the first few search key characters (e.g. for Anderson
Ps an author or as a patron type AU=AXD or PA=AXD). The = key is used only to
link id options and search keys; the key links commands and search keys.

9.1.5 The TRAVEL Command

The TRAVE! command (/) is used to get from one area to another within TS. t
can take the user to either different activities within a given subsystem,
'epg from CHECE IN to PATRON STATUS) or across subsystems (e.g. from
CHT CUT to HLP for C"CK OUT). It can also be used to take users back
to unerever ut was they were before they traveled to where they are now.
The following scenarios illustrate the use of the TRAVEL command:

CASE I TRAVEL:NG FORWARD CONTINUOUSLY
A user logs onto ILS and wants to go to CHECK OUT. The user enters CO in
response to the tLS prompt COMMAND. ItS takes the user to CHECK OUT and
Prompts ±or PATRON:. After the user has completed CHECK OUT, a patron asks
for the correct time. The user enters /TD and ILS takes the user to TIME AND
DATE. Next the user receives a returned item and wants to go to CHECK IN. The
user then types in /CI and ILS begins the CHECK IN process by prompting foz

C.-"AS ' ET.. BACK TO WHERE YOU JUST WERE
A user is .n one middle of a CHECK OUT and becomes confused over what to do

Be., enter.n7 a /HE, ItS will take the user to HELP for the activity that
uas n process at the time. After the user reads HELP for CHECK OUT, entering
a / will tak:e the user back to CHECK OUT to continue in that activity.

"CTE: Snce the complete transaction key was not pressed when the user went
to HElP for CHECIK CUT. once the user returns back to CHECK OUT the transaction
must be started over from the beginn-.ng since it was never entered into ILS.

9. 1.6 Working with Item and Patron Lists

Al indices in 1LS are organized into a list-like structure. To access any
patron or item record in ILS the user must first do a search and have ILS
d-splay all hnou- entr:es which match the search request. ILS will dsplay up
to S entries at a time. Cf there are more than 5 entries (which will mean some
sor cr L on the next screen) users may scan all en-ries using the

S...C cA- l r B command. The DISPLA' D) comman m7ay alo be usaL
r c c oI an entry to 'erify hat i os the z one.

-- ~ may Tre s and select a hetooled dosc-.cicr: of :hec

n mae then FORWARD back into this Iscussion.
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"xv ?IE: The user has as :ed to see all patron matches to the searzh key ?A=J^

-IS would respond by d:splay:ng :

"D EX TZPE N AM E 7 The use! may select an Entry
I Cl L .1 ,',(IA Jo;S ,3HN DR. by typing _n either :ts

2 C.ACULTY JOCA'ATH' {, :AiI '-. or 1nde:x nunberon the left)

4 TAFF _CXES. BETTY iS.

5 MILITARY JONES, ROGER DR.

and on the second screen:

6 CIVILIAh JONES, THOMAS Mr.

REMEMBER: The user must press F to view the entries on the next screen to be
sure that the correct entry is chosen. To make certain that the correct patro
is chosen the user must view the full patron record to verify which J.JONES is
the right patron. By pressing D followed by the entry's number, ILS will
display for the user the full patron record of the entry. The same procedure
-followed if the user wants to display a full item record in the Master
•iblioraphic File (12F). In the above example, the user would have to view
the full patron record for all 6 JONES entries, snce the correct patron coul

have been any one of the 6 entries retrieved.

9.1.7 VIPS (Vol/Issue/Part/Supplement)

The VIPS statement is essential for properly identifying a specific item which
is part oi a larger group o items (e.g. one issue of a serial or one volume
of a set of volumes). Any :LS activity which calls for a specific item to be
identified (e.g. CHECK OUT, RENEW, ITEM STATUS etc.) will require that the VI
-n'ormatron about the :tem be specified before ILS can act upon the user's

U toques:.

6.

S.
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lei 9. 2 FUTNCTN KE1,S

Some terminals are equipped with what is known as function keys. These keys
provide for guick entry of frequently used ILS commands. For example, a user
could use a func.ion k ey to display all the options available at any point
by cressinc the fi key. This would be faster than having to enter a ? and a
carriage return.

Other special function keys may be set to substitute for several characters
* having to be typed, thereby minimizing the chance of keying errors as well as

saving time. All instructions which can be entered by special function keys,
may also be entered usng the REGULAR KEYBOARD of a CRT terminal. There are, :n

.* effec two ways to enter any instruction; one with the special function key

and one without. Function keys for ILS are currently set up as listed below.
For more information about each, enter the number for that key:

1. ? key=option display 4. B key=go BACKWARDS 7. PREVIOUS ITEM
2. key~go up 5. HELP key:HELP text 8. / key=exit a function
3. F key=go FOPWARD 6. PREVIOUS PATRON

9.2.1 The ? Function Key

The ? function key displays all possible options that a user may select at
any point in !LS it is used instead of pressing a ? and then pressing a
carriage return. The ? function saves a little time by eliminating the need
to press return, and is offered primarily as a convenience key. On a Hewlett-
Packard 2645A terminal the ? function key is marked fl.

EIAMPLE: A user is trying to identify a patron. ILS prompts with PATRON:
However, the user does not know what to do next. Pressing fI or ? and a
return wll! cause ILS to display:

*** * * X'I* I* *** * ***I ****

FATPCN IDENTIFICATION OPTIONS *
* the user is shown what the

p-d" - FITRON ID# ' options are and may proceed ±

name - PATRON NAME FOR FIND * from this point forward.
DP - FIND LIBRARY DEPARTMENT ID *
P. - EGIN PEGSTRATION*

9.2.2 The - Function Key

The - (circumflex or up arrow) is generally used in ILS to mean GO UP to the
ne:t level within a function, or to the top of the function the user is in
currently 07 a hewlett Packard 265A terminal this is the 12 key.

E 1n:asple: A user, searchlng for a natron in PATRON S7,rUs, types in the wrong
c : -o e patron's last name (e.a. the user typed in N instead of M).

7. o and a return or press f2 to G3 UP to the prorpt PATRCN:

tion k:ey tat'- s ci a' otional mean n:, -..

cr - :ey is used to onstric L to comlete the transactoon
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by "f-!ng away" the information 3ust entered. 1LS w -1henI disay n td'a he
• ~~prompt ?ATRCN: . The user may now enter the next CHZ:OUT :nac=nor travel
. :o a-IV other ac-ivity in !IS.

9 2.3 T.e F Function Key

When scannng entries retrieved in :LS (see Lists in eneral C-ncepts) or when
proceeding through HELP text, users may need to search : rough the ist or
branch to additional HELP discussion. The F or FORWARD command was designed to
enable the user to go on to view the next set of 5 entries or -he next HELP
discussion. On a Hewlett-Packard 2645A terminal this is set as -he ;3 key.

EXAMPLE: A user, searching for patron John Jones, has retrieved the folloung
entries by entering PA = JONES;

1) Jones, Alfred E.
2) Jones, Edward J. * The user should enter F and return or i3
3) Jones, J. RP. to see the second set if charles ,in al7
4) Jones, Jim * cases where it soems the toorect entry
5) Jones, John R. * is the last one d-spl',ei, ise FO?'ARD Z

• to display the next screen to be sure *
and on the second screen: * the correct entry is chosen *

6) Jones. John T.

9.2.4 The B Function Key

The BACK UP (B) key or f4 key is used to bring back on the screen data which
was already seen once, which the user wishes to see again. When viewing entrie
during an ILS search. the user may have to go back and look over again an entr
which might be the correct one. Entering a B and a return, or pressing the f4
key enables the user to back up through a list of entries cr tnrough a HLP
discussion. (At this point the user may press G to go to a further discussion
of the B command in CS General Concepts. Pressing G at that point will get the
user bazk to this discussion.)

_.2.5 THE HELP FUNCTION KEY

The HELP (/HE) key has been designed to provide the user with a rapid means of
obtaining assistance while performing any activity in :LS. 1f the user is in
any Circulation Subsystem activity and becomes confused as to what to do next,
typing a /HE and a return or the f5 key will cause :LS to immediately take the
the user to the HELP discussion for that activity.

SEXAMPLE: A user in CHECK OUT tries to identify an item in !LS, and forgets wha
options can be used to c'-t to the item record. When ILS prompts with ITEM1 the
user may at this point t,pe either /HE and return, or press the ? key. 11S
will take the user to HELP text of Check Out, where he
can find information on how to check out an item (incud,!n informaticn
on how to ide-nlify 4n item).

.For hewle.t-Packard 2645A terminals, the /HE :nco~on ke', - -o



For more -7icraz-co cn the specaal functions keys and chear locations,
F " see Z-" S-e'_ F _ -- Cns Ce s v 5

2. : TP P.2:o PATO FUNd IO KE Y

7 n "'_-'_ct key as the PREIOUS PATRON key. 'At any time when you have
a--ienta el a natcrr. t.o t:e system, the patron's name is stored and may be

eetr ae'ed w.t th e £6 key.

For example, af yc- have been checking out items to a patron and s/he wants
tc h eck has/her ,T' ST'AUS, you enter /PS to move to Patron Status. ILS

- . . ' 'V Hee you may cress the £6 key instead or usang the
' z! 1- d C: en : v ='Y t:, PaI , on.

'ress .. ---- - the PREVIOUS 7TEN (f7) function key.

Pre-s -r m-re cenerae ancormation on function keys.

9 . 2 . 7 THE PREV IOUS :T ET FUNCTION KEY

The -7 --- nction key :s the PREVIOUS ITEM key. At any time when you have
.nted an item to system, the item's name is stored and may be
rerieved with te fT7 key.

7o: exampl, you have been checking the ITEM STATUS and would now like
-OREZR.E the intem, enter /RV to move to RESERVE and at the prompt ITEI,:
you may press the £7 key instead of using the barcode to identif, the item.

Pres5s 7 _or nlor wzith the EXIT A FUNCTICN (. ) function key.

Press 7 tar penera anformation on FUNCTION KEYS.

9.2.8 The / Function Key

The / key as used to m-et back to the place in the ILS system where you were
; BEFORE V*u arrived where you are now. If, for example . a user begins

wcrkan7 inL by loang ci,--o the system and goes to CHECK OUT, and then
a : '-S will take the user back to the subsystem COMNAND

a user aces rom (e.. r occing onto the Fstem. to

0 CHE:. . . - -- CH IN, enterano the / key wal_ L tak e the user back to
: ' . - . .- useIr was just prior to >-tn? to CHECk N.

7. C U t;u t , t e r" o cre

... . . ... .... . .. .. .. . ... . if ti,: '.: -r Ast 
' , .= 

, to ho ack t - ; TVC E> r : 'IU

S.- 6



-ohms is aoir,7 bn k one2 ±unc:on. hou te use: used te /2ao
reun not to CHEC 7U, 's te

*. : c 5o-2 on rre .E.t:n uc -

~u~s~ni. as LZ to reet1c:0 :esdvtaono



1.3 N:1T-- :?FY

9. Z.1 OIen:f Item

D7NT_::N3 TTE-'S 0TH THE BARCODE SCANNER
S cannn 1 i . e I a::rd is -he fzastest way to complete any transaction in ILS.
Using !,e Iarco e band elo,-..nates the need for having to type on lengthy

patron data, ite-m data and tie transaction symbols (e.g. /CO or /CI). By
wanding over a coded version of these same data, ILS users will not experience
the problesss associated with miskeying this important information.
Toentory an item -sing the barcode scanner, the user must first be sure
that 1 os prongtong the user with ITEM. At this point the user must put the
point of the wand on the barcode label, and move the point of the wand
over the tatters-. of black vertical lines. It does not matter of the wand moves
-rom the left to rigsn side or vice versa. Sometimes it helps if the wand is
held doreclv ser t.he otem, onstead of at a slant the way one would hold a
pen, It os not necessary to scratch the barcode label. A light smooth stroke
is all that is needed Once 11S has recognored the item, it will respond by
bec-son- once. Th-s is to say, "I recognise this oteml"

rDENTIYING ITEMS WITHOUT A BARCODE SCANNER
it is somes hes the case that users either cannot or do not want to use the
barcode wand. Under these circumstances users may instead ascess the LS
Master Booloograohc File through alternate options. In response to the prompt
ITE,, enter ? and a carriase return. ILS will display 8 access options and an
additoonal option whoch affixes short messages to an item record. They are:

(NOTE: ONCE YCU'RE DONE READING AN ITEM IDENTIFICATION OPTION
E;TE.R A '' AND A RETURN TO GET BACN TO THIS DISCUSSION)

1. -!D- =  - otem :dentification 4 6. TK = Title Key
- . :,uthor 7. AT = Author/Totle K[ey
3 CA C a uMbe 2. SE Series

.E 5N/ISBN 9. MI Message (for item lust entered)
. "S lobrary of Congress *

.3 ccess by Item _Identifiction Number

6 1 e y-ng items by their ITEM IDENTIFICATION NUMBER is one way to access
r in zer i-n the ILS system. The IID* is the alpha-numeric equivalent to the
.trn of vertical black lines which make up the bar code and Ls found on

ha:rcode label. It can be up to 10 characters long.

7c access by th - _ie identification number, enter "he key "IID*" in response
to e --L. prompt TEI. 1LS will then ask for the I1D# and the user hc.ld'

te heycnols as o ,ey a rpear on the item's barcode label. If a user chooses
2-!, on-.., -n. o.o esenoal th'at the characters be entered exactly as they

.. r.a. . . .. .scrna, ces _n thE spacing of the characters or ty'pcs wL1
• - a ":?; .sc, .. - 'iao-;. Tn- us.' r roy. cenl inF, the'se stars onto- _n

T u s*' r" r- S' .. s a, 1c co to onc,

SM,,L 11. ?-o;Tts P LLl pro- T pt ITE

I



USER types ::D* OR USER replies ::* I ?0
iLS asks for the :Ic#
.SER enters 0 34 1 93 4

9.3.3 Access by Author

Accessing an item by the AUTH1OR is a popular access oa_,Cn. Thie system
. ll accept either a full author surname or a partzal surname. This is done
to afford the user the greatest amount o rlexibili:y to view eather an
individual or range of entries:

SAMPLE: AU=ANDERSEN ILS will display all entries wLth ANDERSEN as
author, without regard to whcn ANDERSEN. The
user may select the desired item by a:s tem
number. If there are more than 5 entries the
user may scan through them by pressing 7 to
FORWARD through the list or B zo 3ACK<UP.

ID TITLE AND AUTHOR
1 Th Silver Skates by Andersen, Hans Christian
2 The Biography of by Andersen, Sandy E.

DISPLAYING THE FULL ENTRY

If the user is unsure about an entry being the correct entry the D command
(DISPLA'f) can be invoked to display the full record of this item, to verify
that it is the correct entry. The D command is particularly useful when the
truncated title string gives either little or ambiguous information or is
otherise not fully meaningful to the user. T4 the correct record cannot be
round using this access option, the user may select another search key or

.2 ' Access by Call Number

Loca:2d in most instances on the spine or some other visible part of an item,
the CALL NUMBER is perhaps the most efficient, and popular .ay of gaining
access to the record of a specific atem. Although various call numbering
schemes are used by libraries all over the world, (Dewey, Labrary of Congress,
and the National Library of Medicine's being commonly used schemes), they
each require that a unique number be assigned to each -iece in the collection.
The call number can be as long as the collection requires.

To access by call number the user must type in CA in response to the :LS
prompt ITEM. ILS will reply with ENTER THE FULL OR PARTIAL CALL NUMBER. Then
the user can enter the call number desired. If instead the user wishes to
combane these two steps the user may enter, e.g., CA: A 3.15 in response to the

7S ntrampt 'T5m. This may sav;e so:ne time I the user uaaaec to se a ranze of
en _ eanning .. wth the same ca'! number ILS ll d" a:'-a v 5 entriEs at a
7:'- r-, t.. croen T hI e r m.;y press F to 7C 7 .'PD or to o '.>::0.' _ h___

t. .o see ite u" recst C : an item ent r D dny :iem's nu uer.
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. 3-5 Access i' :SS\ or ISBN

;Te ICSN and _BN are numeric conventions which have been established to
standardize t-e idenc:t-es of both serials and monographs respectively.
They are heav:>, used ,n the acqulsitions process by publishers and
'ib~ar;es aiil-e as they afford a succinct means of specifying a desired
item. The numbers are a code which identifies both the publisher and
t-e specific item.

To access by either the ISSN or ISBN enter IS in response to the ILS prompt
ITEri. :LS w1ll respond with ENTER THE FULL OR PARTIAL :SSN/ISBN. The user
must then en-er in the value. The user may instead combine these two steps
into ne by typing, e.g., IS=0700223738 in response to the IS prompt ITEM. ILS
': " retrieve and then display on the screen all items which match. If the user
wants a specific item, care must be exercised to enter the value exactly.

,f the user wishes to see a range of entries beginning with the same
numbers then only a partial SSN or ISBN need be entered.

SAPLE: :LS prompts ITEM ILS prompts ITEM
USER replies IS OR USER replies IS=0700223738
ILS says ENTER THE FULL ...
USER enters 0700223738

:LS will then search the ISSN/ISBX index to find all possible matches, and will
display them on the screen. If there are more than 5 matches ILS will display

the first 5 and say THERE'S MORE. The user may browse through the matches by
typing F for FORWARD or B for BACKWARDS. If the correct entry is found, the
user must type the ID # of the correct match. If the user wants to see the full
record for any entry. enter D and that entry's ID #.

5.3.6 Access by LC Card Number

A LIBRARY OF CONGRESS CARD NUMBER is assigned to each item cataloged by the
Library of Congress. This number is used by libraries to order printed
catalog cards from the Library of Congress. The number is usually one of the
cataloging elements included in publishers' Cataloging In Publication (CIP)
data. It is typically composed of 2 characters followed by a hyphen and
3 to 6 additional numbers.

To access by the LC 4 the user must type in LC in esponse to the ILS prompt
ITE. ILS will then respond with ENTER THE FULL OR PARTIAL LC V The user
must ther type in the 1C #. It is possible to combine these 2 steps into one
by entering, e.g., LC=7r-123456 in response to the ZLS prompt ITEM. ILS w:ll
then search the LC # index to find appropriate matches. (If the entire LC t was
~etere there ;tl'l be only one match; if a partial tC # was entered there may
* I, t.. hps . )J 7.the ucer may browse through thc matches by pressin7 F to

.. if the correct entry is found, enter he ID it 0- that
en . f :?. er .s not sure that :t is the cotreut reccr] t e full reccr
ay e c d F-, by pressing D and the entry's ID
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SAMPLE: ILS prc.npts ITEM :LS prompts :7EM
USER replies LC# OR USER enters LC=71-1234E6
ILS says EN'T R THE FULL...
USER enters 79-12I456

9.3.7 Access by Title Key

U Title access in the ILS system is almost the same as in the OCLC
system. Users may type in a truncated search key composed of the first few
characters of the first few significant words in the title. Articles and
other stop listed words (e.g. a, an, the, and, United States) are ignored. Th
key 3.2,2.1 is used to match the first 3 charz:cters of the firs: word, the
first 2 characters of the second word, the first 2 characters of the third
word, and the first character of the fourth word in the title.

To access by title key, the user must enter TK in response to the ILS prompt
ITEM. ILS will respond with ENTER THE TITLE KEY IN FORMAT 3,2,2, 1. (NOTE: you

• do not need to enter a complete 3,2,2,1 key and you need not enter the commas
These 2 steps may be combined by typing, e.g., TK=DORILMED. ILS will reply
by searching for and displaying all entries which match the search key. If
there are more than 5 matches the system will say THERE'S MORE and the user m
browse through the entries by typing F for FORWARD or B for BACKWARDS. To be
sure that you have the correct record, type D and the entry's ID #.

9.3.8 Access by Author/Title Key

The A'JHOR/TITLE key is a combination key used to sort out more quickly a
desired record . Although the .farre w.ords may be found n the t-cles of d-ffere
w works, it is likely that different authors may be assocated with each title.

In this case a 4,4 combination key of both author and title would yield a mor
precise retrieval than a 3.2,21 title key.

To access by author/title key the user must enter AT in response to the -LS
prompt ITEM. ILS will respond with ENTER IST 4 CHARS CF AUTHOR'S LAST NAME £
IST 4 CHARS OF TITLE IN FORMAT 4,4. The user must then enter the characters
as prescribed. It -s possible to combine these 2 steps by typing (e.g.)
AT=ALLRBODY for the entry Body Functions by Jon Allied. ILS will respond by
searching for all author title combinations with these characters and display
them in groups of 5 on the screen. If there are more than 5 entries ILS will
say THERE'S MORE and the user can press RETURN to view them. To scan through
the list press F for FORWARD and B for BACKWARD. To be sure that an entry is
for the correct record the user may press D for DISPLAY and the ID number of
the entry to see the full record of the entry.

9.3.9 Access by Series

* Under the ILS system it is possible to access records in the Master
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- Bibliograph-c F:le by the SERES heading. Catalogers and other lihtary stafi
, .may find this access Loint par:icularly convenient if they have series Lhich

ccmprise many iszvs . .ase are r.st notable in the biomedical and physcal
* sciences and in special "iLraries that contain the reports of their agency or

corporation.

To access ILS via the series option the user must enter SE in response to the
proml.t ITEM (N0TE: Ths item opt on. should not be confused with the /IE command
4or Serials Check in which is anotner feature of the Circulation Subsystem
and uses the SE command. Remember that the Serials Check In command requires
a /SE to get out to that transaction activity, whereas accessing a record by
series heading requires only SE in response to the ILS prompt ITEM.) ILS will
reply with ENTER THE FULL OR PARTIAL SERIES. The user may then enter any or all
words of the series heading that are known and ILS will search the series index
to find a match. ILS will display all matches and if there are more than 5. tne

- * user may view them by entering F for FORWARD or B for BACKUP.

- 9.3.10 Message (Item Just Entered)

Immediately after a user has identified an item in the Circulation
Subsystem, ItS allows for a short message to be entered.
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9.4 IDENTIFY PATRON

Any and all !IS f-unctions inv'oluing pat:ron data require that the patron be
accurately identifiied in the 1LS. A patron may be identi- -- d b.Y either w4anding
the barcode on his libzarv card, or entaring the equivalent barcode number
or the natron's lnst name. (IfE the wand is noz -ised, enter the patron's last

name instead or the barcode number to av~oid typing saps.

PATRON IDENTIFICATION OPTIONS

NAME-This is the most common way to enter the patron data. Enter the full last
name or enough characters of the last name to narrow the list down sufficiently
to display the desired patron entry. 1-f there are more than 5 matches, ILS will
say (THERE'S MlORE) and the user may then press F or B to view additional
e.itries that match. If the 5th entry seems to be the correct one, press F to be
sure that the 5th or 7th ones are not identical names. To see more information

-* for a patron in the list, enter D followed by the index number beside the
patron's name. For example, if you had a list like:

1 JONES, JOHN B.
2 JONES, JOHN D.

3 JONES, JOHN D.
4 JONES, JOHN F.
5 JONES, JOHN R.

and you wanted to display more information from John D. Jones' record to select
the correct entry, you could enter D2 or D3 to view further information from
the patron record to accurately identify the patron fErom the list.

once you're sure that you've found the correct entry, enter the index # which
appears in the firs, column in response to the prompt PATRON:.

PA.RO ID 4- The Patron ID # is equivalent to the bar coele con i guration which
appears on each patron's library card. It is made up of numbErs and other
characters which are transformed into a patt:ern of thick and thi~n I"-nes and
spaces which together make a code to identify both itEms and patrons. A patron
may be identiEied by this code; however, it is suggested that the staff use the
wand or type in the patron name whenever possible, thereby bin ithe the
chance of a typing error.

PATRON REGISTRATION - If the patron is not already registered in the patron
list, it will be necessary to enter his or her patron data into the system
before any transaction can be recorded into LS. Local IS sites may devise

their own procedures for gathering patron information, putting it into the

system at some later time. For a fuller discussion of patron registration
refer to the path PATRON REGISTRATION. Enter /PR to get to this discussion.
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9.5 :LS SYSTEM GLOSSAP.Y

The :LS System Glossary functions to provide users with an on line dictionary
of key concepts and ter:nology used :n :LS discussions. This glossary is
accessible :rom any subsystem within -he HELP System. Local ILS sites may wish
to add additional vocabulary into the glossary, or redefine some of the
definitions given. This may be done in Help Maint2nance using the instructions
-. G (edit glousary) or A G (add to glossary). For a more detailed discussion
of how to wor.-: with the glossary see section 3.5 of the Help Maintenance Manual
Working in -he Glossary.

To look up a term in the glossary, enter GL in response to the HELP prompt
CHOICE >. :LS will reply ENTER THE TERM TO BE DEFINED. The glossary will accept
either a -ull or truncated word. If there should be a match to more than one
word, ILS will display all the words that match. The user may then select by
id 'I the desired term. :LS will then display the definition for that term, and
will ask the user ~or the next term to be defined. To return to HELP, enter a

- up arrow) ani a return. :LS will redisplay the exact screen where you were.
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9.6 PRINT BARCODE

The PRINT BARCODE procedure permits authorized users to prnt barcodes -for
items or ratrona. Patrons may loG? thli card, ,ich O:i nI:2 ;O'c 0a :
the barcode on an item may have been removed or become unreadabe. The user may
use PRINT BARCODE to produce barcode labels for items -hic. have records in the
Master Bibliographic File (MBF) or patrons already registered in zhe system.

AVAILABLE INFORMATION

1. Overview of Print Barcode

2. Step by Step Procedures for Print Barcode

3. Special Features for Print Barcode

Please enter the number of the type of information you desire:

9.6.1 PB Overview

The PRINT BARCODE procedure permits authorized users to print barcodes for
items or patrons. Usually a barcode label will be produced for an item during
the NEWLY CATALOGED ITEM procedure and a label will be produced for a patron
during PATRON REGISTRATION. If a duplicate label is needed, PRINT BARCODE will
produce it for items which have records in the Master Bibliographic File (MBF)
or patrons already registered in the system.

PRINT BARCODE gives the user 3 alternatives:

I - Will print a defined item.

P - Will print a defined patron.

E - Will start batch printing.

For HELP n these choices enter 'F' and a RETURN.

9.6.2 PB Step by Step

The PRINT BARCODE option enables the user to:

1. Print Barcode Label for an Item (I) - Identify the item for which a
barcode label is to be printed and store the data. These data may
be stored for any length of time as determined locally.

2. Print Barcode Label for a Patron (P) - Identify the patron for whom a
barcode label is to be printed and store the data. These data may
be stored for any length of time as determined locally.

3. Batch Print Barcode Labels (B) - Using the stored _data, orcuce barcode

<.
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9.6.2. 1 PS :det: fy .tu .-

To print a barcode label sc an -em. the user Tmus ~.tit;y that item
in the master Blb~og~ahim File -B) The -ser ay seeat any of the 8

access or:ions zelou (or -he messa e onticn z-, alojs ti.e -ser to a4ffx
a short messaae to the item recr d FCr exapre-

:Is will propnt; User enters:

:Tzri TI: = title cf the item (see number 6 below) ]

OR

i TEZ:1 CA:1 call number of the item (see number 3 below)

!LS will display the title chosen and the message, DATA IS STORED IN QUEUE.
When the user asks ILS to print (alternative 3 of PRINT BARCODE), data stored
in the queue wilI be printed on labels.

These are the options available for identifying an item in ILS:

I . IID item Identofication # 6. TK = Title Key
2. AU Author 7. AT = Author/Title Key
3. C A Call I Number 8. SE = Series

i. 9, MI = Message (for item 3ust entered)
C. L0 #: Librury of Congress #

For more HELP enter the number of the desired option.

.2.2 identify item

items may be identzfied :n various ways, including:
* using a Larcode reader * by Library of Congres number
* by item ident:i:cation number * by title key
* by author * by author/title key

b ca ! :"u uer * by series

Fr a deta"led desori-tizr, of procedlures and options for identfync an
S E.. . S ne. ................er. I em, _n the chapter G7NEPA I iYOR ATC.
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9.6.2.3 PB Identify Patron

7f the user enters (P)ATRON in response to CHOICE>

ILS will display: User enters:

(B)ATCH OR (S)INGLE PATRON? S/ 'S' or RETURN - !LS will prompt for PATRON:
The user must then use the PATRON
IDENTIFICATION opzions discussed below.

SOP.

'B' - ILS will print a list of names from

the print queue in alphabetical order.
The user may specify the -irst and final
names on the list. ILS will print all

,z names which fall between and include
those names. If 'B' is chosen, ILS will
follow the sequence on the next screen.

ILS will display: User enters:

PRINT PATRON LABEL
FROM NAME: The first name to be printed, for example - Blair.

THROUGH NAME: The final name to be printed, for example - Cohn.

(U)NPRINTED NAMES ONLY OR 'U' - Prints only the labels which have never been
(A)LL NAMES: printed before in the alphabetic sequence from

Blair through Cohn.

'A' - Prints all labels in the alphabetic sequence
from Blair through Cohn.

For more HELP with PATRON IDENTIFICATION OPTIONS press RETURN.

To produce a Barcode Label a patron must be accurately identified in the ILS.
A patron may be identified with one of the three options discussed below.

PATRON IDENTIFICATION OPTONS

NAME-This is the most common way to enter the patron data. Enter the full last
name or enough characters of the last name to narrow the list down sufficiently
to display the desired patron entry. If there are more than 5 matches, ILS will

.q • say (THERE'S MORE) and the user may then press F or B to view additional
entries that match. If the 5th entry seems to be the correct one, press F to be
sure that the 6th or 7th ones are not identical names. To see more information
for a patron in the list, enter D followed by the index number beside the
patron's name. For example, if you had a list !ike:

I
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and you wanted to display more information from John D. Jones' record to select
the correct entry, you could enter D2 or D3 to view further information from
the patron record to accurately identify the patron from the list.

Once you're sure that you've found the correct entry, enter the # which
appears in the first column in response to the prompt PATRON:.

PATRON :D #- The Patron ID * is equivalent to the bar code configuration which
C,[ appears on each patron's library card. It is made up of numbers and other

characters which are transformed into a pattern of thick and thin lines and
spaces uwlch together make a code to identify both items and patrons. A patron
may be identified by this code; however, it is suggested that the staff type in
the patron NAME whenever possible, thereby minimizing the chance of an error.

*'" PATRCN REGISTRATION - If the patron is not already registered in the patron
list, it will be necessary to enter patron data into the system before
any transaction can be recorded into ILS. Local ILS sites may devise their own
procedures for gathering patron information and putting it into the system at
a later time. ror a fuller discussion of patron registration refer to the
path PATRON REGISTRATION.

9.6.2.4 PB Batch Print

The Eatch Print choice of PRINT -AP-ODE allows the user to print Barcode
Labe- s using data stored in the print queue. Printing may be done days or

. even waehs ater cata we.2 stored. The data stored in the queue will remain
there until removed by the local system administrator.

Batch Print has 3 options:

1 WILL PRINT ALL UNPRINTED LABELS - This option will cause the printer
to produce harcodes from data stored in the print queue. The printer
w1ll only produce labels which HAVE NOT been printed before.

P WILL PRINT ALL PRINTED LABELS - This option will cause the printer
to produce barcodes from data stored in the piint queue. Ti.e printer

only produce labels which HAVE been printed before.

A 4LL 7 .7{T ALL ENTRIES - This option wj!l cause the barcodoE printer

to lrduc aLels -mom all data stored in the print queue whether
r no- i"Cy have been rined before. I
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Mow press 'T' to go back to STEP BY STEP PROCEDURES dor P.IN- BAZC0DE or
press 'F' once and a RETURN twice to get to SPECIAL FEATURES.

9.6.3 PB Special Features

1. The print queue is a very important concept for an understanding of the
PRINT BARCODE procedure. ANY INFORMATION entered using the Patron or :tem
alternatives will be stored in the print queue WHETHER OR NOT it is printed.
When the user enters an item or patron in response to an !lS prompt for :TEM:
or PATRON: the label information will be stored in the print queue. The label
nay be printed immediately but the information will remain in the print queue
un l! removed by the local system administrator.

In addition, each piece of label information in the print queue will be
marked to indicate whether or not a label has been printed. It is this feature
which allows the user to 'print all unprinted labels', 'print all nrinted
labels' or 'print all entries' when using the BATCH PRINT alternative.

The barcode label printer must be turned ON before the user begins to print
labels from the data stored in the queue. If it is OFF, ILS will prompt the
user to CHECK PRINTER POWER, but there is a chance that data could be lost if
.'e user attempts to pro :ce labels with the printer OFF.
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9 ?.IN Z..-R-R- ABELS

PP.h'T -T- . . LABpELS permits authorized users to produce temporary
harccc2 •aue" s using t 0arcode printer.

mR ~~~A',VAliL LE TN{F ORr A T iCHl

Overview oz Print Temporary Labels

2. Step by Stem Procedures for Print Temporary Labels

3. Specal Features for Print Temporary Labels

Please enter the number cf the type of information you desire!

97.1 verui'e,

PR.:IT OP R .Y LABELS permits authorized users to produce temporary barcode
•.abes using the harcode printer. Temporary labels would normall, be used

*- wu'en a library is first converting its records to machine-rea ale 'crm or
i- the library wishes to circulate an item before it is processed. A
temporary label maght also be used on a book obtained through inter-library
- can

A tennorary label is a barcode label that contains only an identification
number. Tne barcode printer li 1 produce two copies o± each label, one
tor the atem and one for the item card.

Press 'F' and a RETUN to net to Step By Step procedures for PRIXT
TEZPSP.RY LABELS.

9.7.2 9T Itemc by <toa

P . : T- P~.'-,Y LABEL shoulid foliow these steps:

- - _ p tUser enters.

Nothing

71_7HE L.,' - F ;. R C' ;. 1 lst the numberm b tec
.mE tcpor ar. lacd mrd'" -<

- -_.7"? l- ?Z ' L,- L { , TA.'': ILU- B ross ,'-PT(R:4 :1 m!,on ",
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HOW MANY LABELS: Enter the number o _ labels you
want.

... PRINTING ... The requested labels will be
produced.

-- 9.7.3 PT Special Features

As of June 27, 1980 the are no Special Features for PRINT TEMPORARY LABELS.
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9.8 DETAIL

DETAIL serves as a temporary override to the EXPERIENCE setting by reversing
a user's experience level for the current cession only. Although experienced

-. users may prefer that ILS not display all the available options, other users
may find the displays helpful. DETAIL permits users to reverse the EXPERIENCE
setting for the current session only.

AVAILABLE INFORMATION

1. Overview of Detail

*Z. Step by Step Procedures for Deail

Please enter the number of the type of information you desire:

9.8.1 DE Overview

DETAIL requires users to choose between the ON and the OFF setting, each of
which is explained below.

If you choose ON - ILS will display all options at each point in the session.
If users are experienced (they usually DO NOT have
the options displayed for them), choosing ON will mean that
ILS WILL DISPLAY ALL options for the current session. The
next time these users use ILS, the options will not be shown

If you choose OFF - ILS will not display options for each point in the session.
If a user is an inexperienced user, (they usually DO have
the options displayed for them) choosing OFF will mean that
ILS WILL NOT DISPLAY ALL options for the current session.
The next time these users use ILS the options will be shown.

NOTE: To permanently reverse a user's experience level see EXPERIENCE.

* 9.8.2 DE Step by Step

To temporarily change experience level the user may enter

/DEzON OR /DEzOFF

" in response to any ILS prompt. ILS will change the experience level for
this session only and return the user to the prompt where he or she had 3ust
been.

It is also possible to change the experience setting in a two step process.
The user enters DE in response to the ILS prompt COMMAND: and then enters

* either ON or OFF as desired.
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9.9 EXPERIENCE

EXPERIENCE identifies a user as either an experienced or inexperienced user.
A user's experience level will determine whether or not all ZLS options are
displayed on the screen.

AVAILABLE INFORMATION

1. Overview of Experience

2. Step by Step Procedures for Experience

Please enter the number of the type of information you desire:

9.9.1 EX Overview

EXPERIENCE records each user's experience level using ILS. It is linked to the
user's password and can only be set by the system administrator. There are two
EXPERIENCE settings:

l.EXPERIEHCE=OFF - This option is for users who are not experienced with ILS.
With EXPERIENCE=OFF ILS will automatically list the
selection options available at every point in ILS.

2.EXPERIENCE=OH - This option is for users who are experienced with ILS.
With EXPERIENCE=OK ILS will not automatically list the
selection options available at every point in ILS.

NOTE: Experienced users may still view ILS options at any point by entering a
? followed by a return. Should it ever become necessary to temporarily reverse
a user's experience level, DETAIL can be used. For more information on DETAIL
enter /DE.

9.9.2 EX Step by Step

To set a user's experience level the authorz=ed user may enter

/EXXON OR /EX*OFF

in response to any ILS prompt. ILS will change the experience level and
return the user to the previous prompt.

It is also possible to change the experience setting in a two step process.
The user enters EX in response to the ILS prompt COMMAND: and then enters
either ON or OFF as appropriate.
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9.10 TIME AND DATE

THE TIME & DATE option tells the user the correct time and current date
* as it is known within the :LS computer. The computer has a built in clock

and calendar, and it can supply users with the correct time and date
very easily.

'* To find out either the correct time or date, the user must enter TD or /TD
(the / is only necessary if you are in the middle of some other function)
ILS will respond by displaying the current date and time. The display will
remain on the screen for several seconds; then ILS will take the user back
to the last transaction before going to TIME C DATE.

4

*U.S. GOVERNMENT? PRINTING OmFCEs 1981-0-341-132/3680

. . . .-

.° . -



FILMED'

1=8

DTIC


