AD-A135 922

UNCUASSIFIED

THE INTEGRATED LIBRARY SYSTEM USER MANUALS -

CIRCULATION SUBSYSTEMS AND G..(U) LISTER HIL
CENTER FOR BIOMEDICAL COMMUNICATIONS BET.

LHNCBC-80-08 NLM/DF-80/001C

75
L NATIONAL ‘-
21 JUuL 80
F/G 5/2




=y S




50372 -1
REPORT DOCUMENTATION 1_#UPORT ~G. s
PAGE LHNCBC 80-08\;‘_\{/:5'_—30/_01._;

« Tie ons Subtitie

i 1 8

| & Nogert Oste

The [ntegrated Library System [ Suly 21, 1980
User Manuals s
Circulation Subsystems and Gereral Functions !

7. Authorte)

i
8. Pertervung Orgamzstron Rept Ne.
t

9. Portermeng Organesiven Nome sne Address 10, Presert/Tesas/Wern Unt Ne.
I

AO-A’35 72

]
Sox # 2 | 11, ConraqiiC) or GramiG) e
©
l
| Gy
12. Spemenng O;lrliuotm Mame sng Addrey;

X . T Coveres
Lister H Nationral Center for Siomedical Communications, 13- Tros of Resen & Peried

National Library of Medicine, National Institutes of Health
Department of Health and Human Services :
t

IS

15 Sussiementary Notes

This document is also available in machine readable form within tie HELP Subsystem
\. of the Integrated Library System, Version 1.0, available through NTIS, P8 80-202538

18 Abstract (Lt 200 werse) Tt T

AN
This document is a hardcopy listing of two online user manuals fcr the Integrated
Library System (ILS) developed at the Lister Hill National Center for Biomedical

Communications of the National Library of Medicine. The two secticns comprising
this document are: -

'
Section [. The Circulation Subsystem - o *
Section II.”General Functfons, - -~

The ILS is an ongoing effort of the Lister Hill Center directed toward the
development of a totally integrated, minicomputer-based, library automation
system. [LS, Version 1.0 includes modules for creation and maintenance of the
Master Bibliographic File (MBF), Circulation (Inventory) Control, Serials
Check-in, and online Catalog Access. The MBF is fully MARC compatible and the
Bibliographic Control Subsystem includes OCLC MARC tape processing.

Library Automation

Information Storage and Retrieval e ]
8. COSATI Fiela/Grave

Subsystems

in process or planned include Patron [nterface to the online cataleg, Acquisitions,
Cataloging, Serials Control, and Network Access. ‘
- |
17. Decumaent Ansiysis . Oestristors ‘
|
Libraries - Information Systems L i
3
!
& 1eentifers/Onen-Ended Teerms l
Online Circulation Systems Automated Circulation Control - '
Machine Readable Cataloging Systems Users Manual i N

1
SR Aveisninty Siztement 19, Seeunty Class (Thrs Repert) . 21, Ne. o Poges
ces :
Unclassified - Unlimited Unclassified
20. Secunty Claas (This Paged . Prae
Unclassifieq ,
1300 ANSI=239.18) OPTIONAL FORM 272 am!Ty :

Formarty NT1S-)31
Deperiment of Commorce

g3 12 16 061




NOTICE

THIS DOCUMENT EAS BEEN REPRODUCED
FROM THE BEST COPY FURNISHED US BY
THE SPONSORING AGENCY. ALTHOUGH IT
IS RECOGNIZED THAT CERTAIN PORTIONS
ARE ILLEGIBLE, IT IS BEING RELEASED
IN THE INTEREST OF MAKING AVAILABLE
AS MUCH INFORMATION AS POSSIBLE.




INTEGRATED LIBRARY SYSTEM

USER MANUAL

THE CIRCULATION SYSTEM

July 21, 1980




Integzrated library Systen

Usax Manual

THE CIRCULATION SUBSYSTENM

JUL 21. 1980




z

3

1

1

TABLE OF CONTENTS

CS INTRODUCTION........ .. ' nnnn et ettt i s e e e
CIRCULATION SUBSYSTEM............. et e SN
! CIRCULATION SUBSYSTEM OPTIONS.......... ... it iieiiinnennn. Cevo
2 CIRCULATION SUBSYSTEM OVERVIEW................... e
3 CIRCULATION SUBSYSTEM SPECIAL FEATURES . ... ... ...ttt ennnnnns
1 CS General Concepts........... e r e i e te et i e,

2 <the DISPLAY command........... O, e

3 the FORWARD command........... e e e et e e

% the BACKUP command....... et s [P

§ tha COMBINE comBARd. . ... ... v, iteetncrnrennennronnnas SRS

6 the TRAVEL command. ........c.oiiiivrvnnsnecnenns e Ceween

7 Working with Item and Patzon Lists..............c0nv.- e e

8 VIPS (Vol/Issue/Pext/Supplement)............couieuunns [N
9 €S Introduction To Special Function Keys............. e
10 THE ? FUNCTION KEf. ... ..ot iinnnennns C e e e e
11 THE = FUNCTIOK KEY........ Ceeee e e e m e et e
12 THE P FUNCTION REY. ... .. ittt iinintettastsannenananss ..
13 THE B3 FUNCTION KEY........ N et i e st e e PRSI S
14 THEZ /HE FUNCTION KIXY...... e PP et
1S THE F6 FPUNCTION KEY............... Ve et et
16 THE F7 FUNCTION KEY............ t ettt et e et
17 THE 7 FUNCTION KEY................ s [N Cer e

B SYSTEM GLOSSARY . .. ittt enieecnrocnrossnsassasssonsnssossnnn
CHECK IN. ... it tieeionerisonaasosensaaoannnesnnes DN .
INTRODUCTION....... cee e L Ce et
1 CI OvervieM...... ... ittt erneeiennannnnansas
2 CI Step By SteP. ... rennnnn
3 Identify Item............. et
1 Access by Item Id-ntxixcution Nunhcz. ettt asseare et et

2 Access by Author............. Cienens Ct e vt
3 Accass by Call Numbez........... e esra s e
4 Access by ISSN oz ISBN............... Chear e et

S5 Access by LC Card Number........ e Ce e
6 Access by Title Key............. ittt e i

7 Access by Authozr Titla Key...........cciuvuran. Ceereea e

8 Access by Sexies............. Checensscnosanenens
9 Message (Item Just EIntered)............ . .
10 CI Complets Transaction..... e ieea e e i ieenreea PR

4 CI Special Treatures...... PPN s e
CHECKX QUT......... e et e e e n e Ce et e
INTRODUCTION. ... ........... L
1 CO Overvieu. C et et B ee s ettt e ceee
2 CO Step By stnp onc.duz.s. ...... o re et e Cere e
1 Identifying the Patron...... C v e et e e as et

2 Identify Item.............c..iniiran B et
3 Access by Itenm Idcntiiicatxon )(unb.: et et e

4 Access by Author....... e e Ceee [ Ceeene

S Access by Call Nuabexz.................. [N fe e e

6 Access by ISSN Or ISBN. .. ... ... i iieenonannornnsnnonenenns

7 Access by LC Card Nuaber..... e te et e e e e e




9

1

!

1

1

1

3 Accass by Totla Key. . ... e e i e e e e e e
9 Accass by Author Title Key........... ... ... . ..
10 ACCEIS DY S@XL@S . .. . . e e e
11 Message (Item Just Entared)....... ... ... .. ... ... i,
12 Complote TranNSABCTIOM. . v .ttt ittt it st en et et saaenseaan
3 CO SpPec1al FRBLUZES . .. ..ot n e iv ittt e e s
INTER-LIBRARY LOAN. . ... it i ie i ittt st cnnann P
IRTRODUCTION. . . . ittt et i i e e O
1 IL OVREVIBW. . ... ittt i it e i e e e e
2 IL StAP By SEeD. ... e e e e e
3 IL Special FTaatuUReS. .. ... ... et e e e
M S S AGE . . i i e e r et et e e e e e e e
b8 & - Lo o e o o N
R B o LT 3 T 1
2 ME STRP BY StBP. ...ttt i e e e e
3 ME Special Festures............. et e r e
b B3 S A«
INTRODUC T ION . o .ttt ittt e it ettt st ians s e e anes o aaseasenansen
1 MO Overview.............. et s et r e e e e e e
2 MO STAP By SERDP. . ...t e e e e e e
3 MO Spacial Features...............¢c0000.. e e et e
2 0 et e e,
INTRODUC T ION . . . ... ittt ettt staaser e aasanosaensnannnens
1 PU OVRZVIBMW. ... .. ittt it s it o ia it et toeeentonsannes e
2 PU Step By SEeD. .. ... e e e e e et e e
3 PU Specilal FaBtUZeS. . ... ...ttt it e et e
RECALL. . ..ttt it it it s et e i a i e e
INTRODUCTION. ... ........ ... bt e ettt et e e e
1 RC Overview....... PR S h et e et ettt it e PN
2 RC Step 3y Step.......... ettt b ee e P N
1 Identify Tt@m......... .0 ittt inreniaeronanonaasanns
2 Access by Iteam Identification Numbar.................... Ceee
3 Access by Author....... Ch s aea e v e e Cesee
4 Access by Call XNumberx........ f ettt e e
5 Access by ISSN or ISBN..........ciiveneeeannanns e e
6 Access by LC Card Numbex............... e et e
7 Access by Title Keay............ C ettt re e e e
8 Accass by Author Title Keay............. et e e e e
9 Access by Saries........
10 Message (Item Just Ente
3 RC Special TeGLUZ@S. ... ... . ...t einnaeeennneasensnonesoanans
RENEW. . .. it e e,
INTRODUCTION. . .ttt ittt ittt i nsaanctsnnnas
1T RE Overvieuw............cneuunnu.
2 RE Step By Step............... ... ...,
1 Tdentifying the Patron.............. e
2 Identify IC@M. .. ... ... et e i i e
3 Access by Item Identification Number................c..e.0...
4 deccess By AUthOXZ. ... ..., ... it TN
S Access by Call NUBB@E. ... ... ...ttt mroanatnnroranoanesnonn
6 Access by ISSN ox ISBN.. ... ... .. ... ittt it innoaranas




10

AR

1

1

7 Access by LC Card Nusmber...................... . N 42

8 Accass Dy Title Key.... ..ot aninrinenannannsnonnan . 43

9 Access by Author Title Key.......... ...ttt eineineanennnsas 43
10 Access by Sezies...... e aaae . e ceee et . Uy
1! Message (Itsm Just tnto:.d) ........... et re e . P LT
12 RE Completse Transaction............ et it i e L1}

3 RE Special Featuzes.............. PR e f et us5
RECEIPT CHECK=IN. ... ..ttt teeninnnerosononsnanansans I 46
INTRODUCTION. . . i i it ittt i it nanonns P ce e G w6
1 RI QvezvieM.........co.ocuoua- et e e st it e e 46
2 RI Step By StepP-...... .. innnanan PRP P e et e e 46
1 Identify Itex...... C e et S e e e et et 47

2 Access by Itenm Id.ntxt;catxon Nuab ......... e st 47

3 Access by Author....................... P . 48

4 Accass by Call Xumber...... i, ettt 48

S Acceass by ISSN oz ISBN..........coveivnennnn Ce et e, 49

6 Access by LC Card Numbex................. N e u9

7 Access by Title Key..... e it e e et e 50

8 Access by Author Title Key.............iiirineruieotennnons 50

9 Access by Series................ e [ e .. 51
10 Message (Item Just !nt.z.d) ..... e sh e Cee e e 51
11 RI Create Recaipt.............. [ s ece st 51

3 2RI Special Features............... S eensaaease et 51
RESERVE. . .......... Ceiesas e e Che e it et i et e sat e e 52
INTRODUCTION..... e Ceeea e N .o 52
1 RV OvervieWw..........cc.0. St eeeesssentae s aaeans Ceaeeeaa - 52
2 RV Step By Step. . T 52
1 RV Add a lnsozv‘ . Ceree e PR 53

2 RY Editing an Item o Pntzon qu.u feeetesrareasaaisnensaases 53

3 RY Deleting an Item or Patzon Que Cheseeasaat it e naan 54

4 Tdentifying tha Patron.........c.ciiiinieianrerocteonsoasnonan 55

S Access by Item Identification Numbexr....... Ch et 1

6 Accass by Author..... Cee et i st e iacaca et 56

7 Acocess by Call NumbeZ...........ciiituiinenereceranocaneesa 87

8 Access by ISSN or ISBN.......... C et et e s ece ettt s e 57

9 Access by LC Card Mumber.......... C et trereas et e 58
10 Access by Title Key..........imiirinrnennnvnnnonnean [ 58
11 Access Dy Author Title Key............. BN e 59
12 ACCESS DY S@Zi@8. . ... ... ..ttt erieennerranensnanaseonns 59
13 Meassage (Iteam Just Entezad)......... B e et e e 60

3 RV Special Featuzes........ Ceiset et e N ... 60
SHELF............. chee e Cee e .. cer e, S e 61
INTRODUCTION......... e C et ce e e . .. f e 61
1 SK Ovezview.......... [N Ch e et e e e, f e 61
2 SH Step By Step............ e ie e e s Ve 61
1 Identify Itea......... et et e sttt e, 62

2 Access by Itam Idontxiicltion Numbe@xr........ .ot iiiiiiennann 62

3 Access by AUtROE........-c.iiteiinen. PPN 63

4 Access by Call Nuaber....... e h e et e 63

S Access by ISSN ox ISBK................... e e 64

6 Access by LC Caxd Mumber............. e 64

7 Accass by Title KRey....... ... it iiinitinnn i ininnnnnas 65

8 Access by Author Title Key.................... S et 558

9 Access Dy S@Ti@S.......... ...t i e e e 56




10 Message (Item Just Entexred)............. ... .ciiuiivnennnnnns 66 :
3 SH Spaecaal FeatuUZeS. ... . . ... ittt it i et e e 66
R T3 €8 S 67
T INTRODUCTION. . . it ittt it et it e aeanscrannaennan e 67
T SN OvezrvieMW..........¢i..ivriunennan P T T T T T T 67
2 SN Step By StepP..........c00uuenen e et e 7
1 Accass by Itea Identification Numbezr................ .00 68
2 Access by Authorz.................. C et e e i e i, 68
3 Access by Call Number.................. e a et e 69
4 Access By ISSN 0Z ISBN. .. ittt ittt naeraaoronneenn 59
5 Access by LC Card Number............... et e et 70
6 Access by Title Kay................... ot i i 70
7 Accass by Author Title Kay......... i nnnnnnnenonnnnns .71 }
8 Access by Series............... PPN bt et .M
9 Message (Item Just EnTered) . .......c.vrimvreresnnorennnnnns 71
3 SN Special Features...............c0vuu0n e e et 71
18 SET STATUS . . . ittt ittt et s s eeanaas Gt e, b st ceee. 72
1 INTRODUCTION...... ... ...t i e e et e e e e, s 72
1 SS Overview........... vttt e et 72
2 S5 StEP BY SEBP. ...t et i et e et e e 72
1 SS Lost....... .. iiinenenan e it e it st e e 73
23 T T X O 73
3 Ss Patzon Claias Retuzned............ C et ettt e 73
4 SS Patronr Lost......... i ta s eean fh e e e [ L)
S SS Identify Ihem. . ........itivtinraniarnennnn e te e 74
6 Access by Ttem Identification Numbez....... ettt et e Tu
7 Access by Author.............. e Ciicens et aeaeaes 18
8 Access by Call Mumber..............cciiiiinnnne e 75
9 Access by ISSN or ISBN.......... t ittt Ceeeeneseenn 76
10 Access by LC Card Numbez............vnvun st ne et e 76
11 Accass by Title Key........ e [P P 77
12 Accass by Author Title Key..... e PP chiveeaeas. 17
13 Accass by Sexies.............. Ceei e G et e st . 78
14 Message (Item Just Entexed)........... ... it iiaeriiianann 78
AR L83 3 8 - S Ve s et e 79
T IMTRODUCTION........ ... .iciuevnenn. e ce e N . 79
D 2 I L T L P Ce e 79
2 VE Step By SteP. ... .. ... ..t et et e it 79
3 VE Special Features.................. v e .. 80

Vi




L At e T —————— xS e s - g i

! CS INTRODUCTION

1.1 CIRCULATION SUBSYSTENM

The CIRCULATION SUBSYSTIM is the part of ILS which maintains the location
and disposition (inforaation relatsd to the status and patron responsibility)
of all items or piecas in the collection.

INFORMATION AVAILABLE
(1) Options of the Cizculation Subsysten
(2) Overview of the Cixculation Subsystea
(3} Special Features of the Circulation Subsystea

(4) Glossary of tearms used in the ILS Systenm

Seleact the numbexr of the option desired:

t.1.1 CIRCULATION SUDSYSTEM OPTIONS

Theze sre 15 different options in the CIRCULATION SUBSYSTEM (CS).

They aze:

1.»CX = CHECK IH ITENS 9. RI = RECEIPT FOR ITEMS CHECKEID IX

2. CO s CHFRCKX ITENMS OUT 0. RV = RESERVE (HOLD) ITEMS FOR PATRONS

3. IL = INTERLIBRARY LOANM 11, SH = SHELF (ITEMS USED WITHIN LIBRARY)

4. ME = MESSAGES (PATRONS/ITEIMS) 12. SN = SNAG (TRY LOCATING MISSING ITENS)

5. MO0 = MAIL OUT ITEMS 13. 88§ = SET STATUS roOR ITENS

6. PU = PULL ITEMS FROM SHELF 14. VE = VERIFY PATRON/ITEM INFORMATION ]
7. RC = RECALL ITENMS PREMATURELY 15. GF = GENERAL TFUNCTIONS '
8. RE = REINEZW ITIMS OUT ON LOAN

For more information about any of these options select the number of the option
dasired or press T to FORWARD to CS OQOVERVIEMW.

1.1.2 CIRCULATION SUBSYSTEM OVERVIEW

“The CIRCULATION SUBSYSTEM is couposed of 15 circulation related options and
15 generxal funotion options which may be used i1n other subsystems as well.
All of thewe options are organized within the HELP systams in the same gjeneral
tormat as follous:

(1) an overvieuw of that opt.-n
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(2) step by stap procedures Zor that option
(3) a spacial features section for that option
For more information on any specific option:
Prass 3 %to go 3ACKWARDS %o CS OJPTIONS, or

F to go FORWARDS to CS SPETIAL FEATURES, or
T to return to the top of this discussion

1.1.3 CIRCULATION SUBSYSTEM SPECIAL FZIATURES

ILS has several special featuzes which the user needs to Rnouw in order %o use
the system effectively. Spec:al Features used in the Circulation Subsysten
hava bheen divided intoc tuwo separate discussions. They are:

(1) Ganezral Concepts

(2) Special Function Keys

Usars should bte awaze of these genarsl concepts and special function Xeys
since they are used throughout ILS.

Eater the number of the discussion you wish to read amacre about, or
Press F to FORWARD to the Glossaxy, or

3 *o BACKYP to C$ Overvieu, or

T to TRAVEL ¢o5 the top paragraph.

1.1.3.1 CS General Concepts

The following GENERAL CONCEPTS are those which the user needs %o know %o

wortk in the Circulation Subsystam. They are:
1. the DISPLAY (D) command - displaying the full rzecord of an entry
2. the FORWARD (F) command -~ forwarding thzough Item and Patron Lists
3. tha BACK UP (3) command - backing up through Item and Patron Lists
4. *he ZOMBINE (:) command - combining two instructions into one step

5. the TRAVEL (/) command - Axiting out of a subsystem and into another or
going to another activity uwithin a subsysterm

§. Iltem and Patron lists - viewing item and patron recoxds in ILS

~&

7IPS s“atament - volsissuespazrt/suppl item chazracteristacs
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1.1.3.2 the DISPLAY coamand

BACKGROUND

All indicies in ILS azra organized into a list like structura. To access any
patron or i1tes record in ILS the user aust first do a search and have ILS
display all known entries which match the search request. ILS will display up
to S antzies at a time. If thera aze more than 5 entries (uwhich will mean sone
soma entries will be on the next screen) users may scan all entries using the
F or 3 command. (At this point usezrs zay, i1f they desirxe, press I once to read
about FORWARD, and press F again %to read about BACKUP. From theze. you can
retuzn to this pazagzaph by pressing B once or tuice).

The DISPLAY (D) command is used to display the full record of an entzy so that
tha user can be sure that it is the desired antxy.

Exaaple: A patron search for J. Jones ajight yield 6 matches.
ILS uwould display:

10

1 JONES, J.

2 vONES, JACK
3 JONZS, JAMES
4 JONES, JIN
L] JONES. JOHN

and on the sacond screan:
] JOMES, JOHX R.

REMENMBER: The user must prexs ¥ to view the entries on the next screen to be
sure that the correct entzy is chosen. To sake cextain that the correct patgon
is chosen the user aust view the full patron recczd to verify which J.JONEIS is
the right patron. By pressing D follouwed by the entry's ID number, ILS uwill
display fox the user the full patzon rzacord of the entry. The same procedure is
followed if the user wants to display a full item record in the NBF. In the
above example, the user would have to vieu the full patron zecord for all 6
JONEZS entzies, since the correct patron could have been any one of the 6
entrias retrieved.

1.1.3.3 the FORWARD comaand

The FORWARD (r) command is used whenever ILS finds more than 5 entries while
sesxching any ILS index. It displays for the user the next set of 5 entrias.
and can be pressed repestedly £for as many groups of 5 antries as theze sre.
The user need only pzess F to have the next set of entries displayed. ILS
will zeply “NO MORE ITEM MATCHES" or “NO MORE NAME MATCHES™ when the last
set of entries 1s displayed on the sczeen.

FOR EZXAMPLE: 1n the previous discussion of the BISPLAY comaand (prass B8 %o
viauw that discussion if you desize), the user would have to press F %o have

<3isplayed the 6th JONES entry.

Page 3




3 %o get
again.

If you des:ze, prass <o a discu

discussion press

3.4 tha 3ACKUP command

The 3ACKXUP (3) command 23 used whenever
Pzavious screen of entries which have al
If users scan through a l.st of matches
the BACKUP command ®may subsequently bSe u
list i1n reversa order. The user may pres
to get back uv to the top of the list of

FOR EXAMPLE: In the previous discussion
3 twicea 1f you want o see “hat tax<%)

3 once to get from the second screen bac
Xeep in 3ind that they can only choose,

vf, those entrias which currently appear
example, select from i1tems ! through 5 1
They must use eirther <ha F or <he 3

+

that contains the exact entry whose reco
?rass 3 1f you want a discussion of the
1.1.3.58 the COMBINE command

{3
coubines tvo seperute steps i1nte ons
vf an instzuction togetier. Userxrs uill s
TOR ELXAMPLE:
proceduras could be

“he COMBIME

followad:

WITHOUT COMBINE:

ILS asks for COMMAND:

User enters CO (return)

TLS asks PATRON:

User entexs SMITH

ILS begxns displasing Smith entries

MOTETThe
1d option,

* Key i3 used to

. and <hen <ha

retrieve 1tem

: first few sea

s an author or as a patron type AU=AND
LxrK 1d optiuns and search kays; %ha R
1.1.3.% the TRAVEL command

“he TRAVEL command (/) is usad %o get
chil take the user to eirther d4:ffevent ac
(a.g. €rom CHECK IN %*o PATRON STATUS) or
CHECK QUT to HELP for CHECK OQOUY). It can

%0 uwheraver it uas tiiey ueze defore they

coamand to get

key linke commands 2nd the seaxch Xay used to retrieve entries.

If a user wanted to CHECK OUT an itena,

£rom one area to another withan IlS.

ssio0n

want to rewurn JacK tco
ready teen displayed once.
using *he FORWARD command,
sed %o get back <through <the
$ B as many %*i1mes as necessary

found entr:es.

ugers 2

of the DJISPLAY command (press
he user would have <o press
K *o the £f.rst. Users should
or drsplay the £full record
on the screen. They can only. £for
£ the first screen .s displayed.
to the screen o%f entries
rd they &ish %o display oi choose.

3 Xey. Press G agarn to gec back here.

by linking the Zirst end second parts
ave a lot of time by using this option.
ei1ther one of these tuo

WITH COMBINE:

ILS ASKS FOR COMMAND:

Usezr enters CO:SMITH ( etuzrn)

ILS begins displaying Smith entries

or patron entries faster, by typing the
rch Xey characters (e.g. for Anderson
or PA=AND!). The key 1s used only to
@Y links commands and search keys.

Tt
tivities wi1thin a given subsysten,
across subsystems {(e.g. from
also be used ¢o take users back
traveled to uwhere they arxe now.
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The following scenarios -llustrate the use 2% the TRAVEL cozmand:

CASE | TRAVELING FORWARD CONTINUQUSLY

A user logs onto ILS and 4an%s *o jo %o CTHECK <UT. The usexr enters 7T .n
response %o the ILS prompt CCHMMAND. Il “axes <he user %o THECK 2UT and
prompts for PATRON:. After the user has completed THECK OUT, a patron asks
for the correct %ima. The user enzers /7D and IlS taxes the user =5 TIME AND
DATE. Mext the user raceiveas a raturned :%em and wants %o 30 %o CHECK IN. The
user then types in /CI and ILS begins the CHECK IN process by prompting £for
IVEM: .

TASZ 2 TRAVEILING BACK 7O WGNERE YQU JUST WJIRE

A user s 1n the middle of a CHECK 0OUT and becomes coniused over what to do
next. 3y entering a /HE, ILS will take the user <o HEL? for =he ac=iv:it that
WURS 1n process at the time. After the user reads HEL? for CHECK QUT. en%ter:.ng
a 7/ ®Will <take the user back to CHICK JUT to continue i1n “hat activity. NCTE
that since %the completa %transaction Xev wWas not pressed when the usezr went <o
HELP f£or CHECK OUT. once %the user returns back to CHECK OUT the transaction

- a
PRI

aust be started over froms the beginning since 1%t was never eantered :nto

Wozking with I%tem and Patron Lists

All indicies in ILS are orjanized :nto a list liKe stzucture. To ascess any
patzon or :tem record in IlS <he user sust f.r3t do a search and have ILS
display all Known entries which match the search reques%. ILS will display up
0 5 entries at a time. If there are more than 5 entries (which will mean sone
soma entries will be on the next screen) users may scan all entries using the
FORWARD (F) or BACKWARD (3) command. The DJISPLAY (3 command may also be used
to display the full record of an entzy %o verify that 1%t 1s the correct one.
(A% this point the user aey press 2nd select 2 datailed discussion cf these
commands. The ussr may then FORWARD bamck i1nto this discussion.)

-

EXANPLE: The user has asked to sec all patron metches %to the sesrch Key FA=JOX
ILS would respond by displaying:
12223222202 FR SR PSR ERSRPRRRRRBR]
INDEXS TYPE NANE TITL ® The user may select an entxy *
1 CIVILIAN JONAS. JOHN JR. % by ¢yping in exther .*s name %
2 FACULTY JONATHAN, SaAM "R. * or index number{on the leit) X
3 STUD!N’ JONES, XRTHUR ‘-iR. SR N EEXEEREISSSESEXEERSINIRSRNLY
v STAFY vONMES, BETTY ns.
3 MILITARY JONES, RCGER JR.
and on the second screen:
5 CIVILIAN JONES. THOMAS Mx .
REMEMBER: The user aust prass F to view the ent:les on the nex:t screen to bde

sure that the correct entry i3 chosen. To make cerzain
the user aust view the full patron record <o
the tigzht patron. By pressing D £followed by the entzy's
display for the user the full patron record of the an=:z
folloued 1£f the user wants to display a £full 1%em record i1in <he M8F. In the
above example, the user uwould have to view the Zull pa%tzron record £2r all 3
JONES entr.es. since the cozrrect patron could have been any one of the 5
antries retrieved.

that <the zorrect patzon
ver:fy which J JONES :is
ID aumber. ILS will

The same procedure .s
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The 7IPS sta%“ement s ass=ntii
i1s par%t of a larger gzoup of

itea which
ina volume

of a sst of volumes!). iAny TL3G ~o te
identified f(e.g. CHECK 2UT. R the VIPS
inforaation akout <he iTam he user's
request.

1.1.3.9 S Tntreductian THo Tgeczial Funasticsn Kers

Soae terminals are ejuipped with whst 1s knoun as special functicn Xeys or
siaply function Keys These spec:iil fynction veys provide f£2r juicd eatry of
frequently used TLS so=mmanis For eraaple. a user could use a2 function Xey <o
have displayed all the :p-ions avarladle a% any pcint :n I125. This would be
fas%ey =han %han having <5 en*er a ? and hen a tarriaga retuzn

~aracters

“"c%t1on <eys nay
: as well as

ta )
e *yred., %here

inst .00 W i>n keys.,
ey elso e aentered “he 3B ncre are. In
effac>. %uo ways %3 any “ion Key

and 2one 4ivhour TFuncsion 2ays
A% lis<ed del>w For

H > Reyso,tion lisplav w3 Rzywio 3ATNL T, undefined
1. ~ Xey:=g90 up %o ths *-p 8 FME ReysHFLT B son = 2 functaion
3. F key>32 FTRWARD L Y [

1.9.3 '3 THE Y FTUNCTINN KEY

The ? function ey iisplavs all prs33ble »sp4roans %hat 1 uyser =ay selact at
any point in LS 1% 15 use2d insred oF ~rassing 3 0 and then pressing a
carriage return. The ? function saves a li4tle %ide by eliminat:ing the need
to press teturn. and 13 2ffered primivrily 18 3 Convenlience X3y 2n a HEWLETY-
PACKARD 2548572 tex3z1nal *he * funevisn Zay 18 narked £1.

EXAMPLE: a user s “rying %o i1den<.fy a sa%tran. IL3 prompts uxrh PATRON:
houwaver. *he user 1oe@s aAnt Xn2w nyt %o 3o next. Prassing €' or and &
zeturn will cause ILS %o drsplay-
EEFrF AR ERLCFTELEENILSSVESINIRNNXTRZEIRTE
PATRON IDENTIFICA 2PTIONS * b
£ 4he usaer 1is shoun what the z
P1d4® - PRTRON I2e * sptions arze and may proceed z
name - PATRAINN MAME F2R FINC £ o35 this goant forzwarxd. x
P - FIND LIBRARY CZEPARTMTD s - *
PR - PATION ALFISTANTION 3 x
L IiEX L AR CP XL L LTI NEXLTRRLNLENERNEX




1.1.3. 1 THE =~ FUNCTION KEY

The - (circumflex o0r up arrow) 1s generally used in ILS %o aean GO UP %o ¢*he
next lavel withain a function. or %o the top of the function the user i3 :ina
currently. On a HEWLZITT PACKARD 264SA tarminal this 13 the £2 kay.

ILxamnple: X usez. saarching for a patron i1n PATRON STATUS. types i1n the urong
£1z3t letter of the patron's last name fe.g. the user typed in N ins+tend of ™).
The user 3ay entar a -~ and a return or press £2 to GO UP to the prompt PATRON: .

NOTE: This special function Key takes on additionsl meaning in CHECK OUT. In
CHECX OUT the £2 or - Key 13 usad to instruct ILS to complete the Zransaction
by “$iling away“ the information Jlust entered. ILS uwill %then display the

prompt PATRON:. The user maiy now enter the naxt CHECK OUT transaction or ¢ravel
to any other activaity in ILS.

1.1.3.12 THE ¥ FUNCTION KEIY

When scanning entries tetrieved in ILS (see Lists in General Concapts) or when
procesding through HELP text., users may need to search through the list or
branch to additional HELP discussion. The F or FORWARD commsnd was designed %o
senable the user to go on to view the naxt set of 5 entries or the naxt HELP
discussion. On a HEWLETT PACKARD 2645A terminal this 1s set as the £3 kay.

EXAMPLE: A user., searching for patron John Jones, has retrisved the following
entries:

1 Jonaes, Alfred €. ERNREREIRNEULUIIIEIRERERECXLEEERASREABITAIFEILET
2) Jones., Eduwarzd J. £ The user should enter F and return or £3 @
3) Jones, J. R. ¥ to see the second sat of entries. In all =
4) Jonas, Jin £ cases uhere it seems the correct ent:y ®
S) Jones. John R. ® 35 the last one displayed. use FORWARD s

T ¢to display the next scraen to be sure *
E 4 .
L t

the cozrect entry 1s chosen.
(222222 2RSSR RSS2SR RRR SRR RRRRRSRR R

and on the second screen:
§) Jones, John. T.

1.1.3.13 THE B FUNCTION KEY

The BACK UP (B) kay or £4 key 1s used to bring back on the screen data uhich
was already seen once. which the user vishes ¢to see again. When viewing sntries
during an ILS search., the user mzay have to 3o back and look over again an entry
which aight be the correct one. Entering a 3 and a retuzn, or pressing the £4
key enablaes the user to back up through a list of entries or through a HELP
_discussgion. (At this point the user day press G to go to a further discuss:zon
of the B coamand in CS General Concepts. Prassing & at that point will gst the
user back to this discussion.)
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t.1.3.04 THE /HE FUNCTIOM KEY

The HELP (/NE) Xey has bean designed to provide the user with a rapid aeans of
obtaining assistance uwhile performing any activity in ILS. If the user .5 in
any Circulation Subsystea activity and hecomes confused as to what to do next,
typing & /HE and & retuzn or the 25 key will cause ILS to immediately take the
the user to the HELP discussion for that actaivity.

CXAMPLEZ: A usaz 1n CHECK OUT tries to identify an item in ILS, and forgets what
options can be used to gyet to the item zecord. When ILS prompts with ITELMN: the
usez may at this point type eilther /HE and retuzn, or press the Key. ILS
will take the user to HELP text of Check Out, where he
can find information on how to check out an i1tem {(including i1nforaation
on how to i1dentify an i1tem).

for HEZWLETT-PACKARD 264SA tarainals, the /HE function key is FS.

(Poz moze information on the spscial functions keys and theiz locations
sae CS5 Special Functions Kays.)

1.1.3.18 THEZ F6 FUNCTION KEY

AT THE PRESENT TINME TRE F 6 KEY IS UNDEFINED

PRESS 7 TO COMTINUE FORWARD
oR

PRESS T TO GET TO THE TOP DISCUSSION

1 1.3.18 THE r7 FUNCYION KEY

AT TME PRESENT TIMEZ THE Fr 7 KEY IS UNDEFINED

PREXS T TO GO FORMARD

oR

PRESS T TO GET TO THE TOF JISCUSSION




1.1.3.17 THE 7 FUNCTION KEY

The 7 key is used to get back to the place 1n the ILS system Whers you uere
JUST BEFORE you arrived uhera you are now. If, for example, a user begins
woxking in ILS by logging onto *he systea and goes *o CHECK OQUT, and then
anters a 7/ and a return. ILS will take the user back to “he subsystem CCMMNAND
level. If, howavaer. the user goes from (i.e.) logging onto the Systam, %o
CHECK OUT., and then to CHECK IN, entering the - kay will take the user back to
CHECKX OUT, which 13 whexe the user Wwas just prior %to going to CHECK IN.

REMEMBER: ILS remembars only one previous function. If the user goes £from
CHECK OUT to RENEW and then froa RENEW 1nto CHECK IN., the user has psssed
through 3 functions. I£f the user uses the / to go back %o RENEW CHECK INXN

this is going back one function. Now 1f the user used the / again.

ILS will return not to CHECK OUT, but will go to the subsystem COMMAND

leavel instead. ILS only reameabers one previous function; using the 7/ tuwice in
succession will cause ILS to revert bnck_to the subsysteas command level.

1.1.4% SYSTEM GLOSSARY

The following is a glossary of terms that should aid the user in pearforming
functions in any subsystea:

item ......... ..., Any individual piece that can be cizculated oxr used
Within the libraxy is zeferzed %o as an i1tem. Itenms a2y
range £fxom a copy of » book to an anatomical model or a
piece of hardware or equipment such as a calculator. The
IlS Bibliographic structure is sufficiently £flexible to
“catalog anything that the library may wish to oun and
circulate.

USBE .. ... onvvennn A user 15 a staff member of the librazy such as a clerk
at the circulation desk, or a reference librarian oz
a cataloger.




2 CHECK IN

2.1 INTRODUCTION

The CHECK IN procedure permits authorized users to absolve patrons of any
fuzther responsibility for i1tems. It breaks the established link betueen the

patron and the iteam, so that the pastron 13 no longer responsible for the i1tan.

AVAILABLE INFORMATION
1. Overview of Chack In
2. Step by Step Procedures For Check In

3. Special Features of Chack In
?lease enter the number of the typre of information you desire:
2.1t CI Querviaw

CHECK IN is the process by which 2 patron is absolved £zom the responsibility
of having checked out a given item. Items nay be chackad in immediately

upen being zaeatuzned, or *hay may be checked in at some later time uhen

the circulation desk is not very busy. Aftaz an ites has been checkad

in the patron is no longez responsible for the iten.

2.1.2 CI Step By Step
CHECKX IX requirzes the user to do 2 things:

1. IDENTIFY THE ITEMI{S) TO BE CHECKED IN
Seazch ILS for this item's zecord or
if the itam is bar coded
Wand the bar code label on *the i1ten.

2. EXIT FROM CHECK IN
Tezminate CHECK IN by entering a /.

For more HELP concerxning either of thesa steps enter the number of %hat
stap and prass RETURN.

Page 10

S—



2.1.3 Identify Item

IDENTIFYING ITENMS WITH THE BARCODE SCANNER

The bdarcode scanner is the fastest way to completa any transaction in ILS.
Using the barcode wand eliminates the need for having to type in lengthy
patzon data, item data and the transaction symbols (e.g. /CO oxr /CI). B8y
wanding ovez a ¢oded version of this same data, ILS users will not experience
the problems associatad with miskeying this important information.

To identify an item using the barcode scanner, the user aust first be sure
that ILS is prompting the user with ITEM. At this point the user amust put the
point of the wand on the bazrcode label. and move the point of the wand

over the pattezn of black vertical lines. It does not matter if the wand noves
£zom the left to right side or vice versa. Sometimes it helps if “he wand 1s
held directly over the item, instead of at a slant the way one would hold a
pen. It is not necessary to scratch the barcode label. A little smcoth s<roke
is all that is needed. Once ILS has recognised the item., i1t will respond by
beeping once. This is to say., “I recognize this item|“ Aftexr a little practice
with the wand users will feel more comfortable using it.

IDENTIFYING ITEMS WITHOUT K BSARCOOEL SCANNER

It is sometimes the case that users either cannot or do not want to use the
barcode wand. Under these circumstances users aay instead sccess the ILS
Master Bibliographic File thzough alternate options. In response to the prompt
ITEM, entez ? and & cazziage return. ILS will display 8 access options and an
sdditional option which affixes short messages to an item recoxd. They arxe:

(XOTZ: OMCE YOU'RE DOME READING AN ITEM IDENTIFICATION OPTION
ENTER A T’ AND A RETURNK TO GET BACK TO THIS DISCUSSIONI)

1. IID#= Item Identification ¢ 6. TK = Title Key

2. AU = Rythor 7. AT ®= Author/Title Kay

3. CA = Call Numberx 8. SE = Series

4. IS = I3SSN/ISBN 9. M1 = Massage (for item just entered)
5. LC &= Library of Congress &

2.1.3.1 Access by Item Identification Number

Identifying items by their ITEM IDENTIFICATION NUMBER is one possible. yet
uncommon uJay to access an item in the ILS systea. The IID¢ is the alpha and
numeric equivalant to the pattezn of vertical black lines which agke up the darz
code and 1s found on the bar coda label. It can be up teo 10 charactars long.

To access by the item identification numbexr. enter the key “IID#“ in response
to the ILS prompt ITEM. ILS will then ask for the IID$ and the user should
entar the syambols as they appear on the item's bar code labeal.If a user chooses

<this option, it is essential that the characters be enterad exactly ss they
appear.Any discrepancies in the spacing of the characters or typos will yield a
wzong match or no match. The user may combine these staps :nto one step by
entering IID#=0 $8 1 90 4 in response to the prompt ITEM.

SAMPLE: ILS prompts ITIM: ILS prompts ITEM:
USER types IID# OR USER replies IIDS$=0 ¢ 1 30 u

.



ILS &sks for the IID$
USER enters IID¢ value

2.1.3.2 Accesys by Author

Accessing an item by the AUTHOR 13 a popular acceass option. The ILS systenm
Will accept erthar a £full author surname or a partial surname. This 1g done
to afford the user tha jreatest amount of flexibility to view erther an
individual or range of entrias:

SANPLE: AUSANDERSONXN ILS wall display all entzies with ANDERSON as
author, without regard to which ANDERSON. The
user may select the desired 1%tem Dby 1%ts 1ten
numbex. If there are more than 5 entries the
user maay scan through them by pressing F %o
FORWARD throv~h the list or 3 to BACKUP.

ID TITLE AND AUTHOR
t The Silver Skates by Andexrson, Hans Christianson
2 The Biography of by Anderson, Sandy E.

DISPLAYING THE FULL ENTRY

If the user is unsure &hout an entzy being the correct sntry *the D command
(DISPLAY) can be invoked to display the full record of this item., to verify
that it is the corzect entry. The D cormend is particularly useful when the
truncatsd title string gives exther little or wmbiguous information or is
othezuwise not fully meaningful to the usar. If the correct record cannot e
found using this access option., the user ury seleact another search Key or
quit entirely.

2.1.3.13 Access by Call Number

Located in most instances on the spine ox some other visible part of an ites.
the CALL NUMBER 1s pezhaps the a20st efficient. and popular way of gaining
access to the record of a specific item. Although various call numbering
schemes are used by librarier all over the world, (Dewey. Library of Congress.
and the National lLibrazy of Medicine's being the more ranown schemes) they
each require that a unique number ba assigned to szch piece in the collection.
The call numbexr can be as long af is the collaction requires. Sometimes thin
items have long call numbars end thick itams have short ones.

To access by cull number tha user must type 1n CA in response to the ILS

Pprompt ITEM. ILS will reply with ENTER THE FULL OR PARTIAL CALL NUMBER. Then

the user can enter the call numbar desired. If instead the user uishes to
combine these tuo steps the user may enter CAsQAT6.!S5S 1n response to the ILS
prompt ITEM. This wmay save some time. If the user wishes to see a range of
entries beginning with the same call number ILS will display S5 entries at a
time on the screen.The usar may press F to FORWARD or B %o go BACKWARDS through

~the list.To see the full record of an item enter D and the 1tem's ID number.
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2.1.3.4 Accass by ISSX oxr ISBN

The ISSN and ISBN are numeric conventions which have been established to
standardize the identitias of both serials and monographs respectively.
They are heavily used in the acquisitions process by publishers and
libraries alike as they afford a succinct means of specifying a desired
ites. The numbers are a code which 1dentifies both the publisher and

the specific 1tanm.

To access by eithexr the ISSN or ISBN enter IS in response to the ILS prompt
ITEM. ILS wall zespond waith ENTER THE FULL OR PARTIAL ISSN/ISBN. The use:r
aust then enter in the value. The user may instead combine these two steps
into one by typing IS»0700223738 in response to the ILS prompt ITEM. ILS will
retrieve and then display on the screen all i1tems which match. If the use:x
wants a specific i1teas. care aust be exercised %o enter the value exactly
corxect. If the user wishes to sea a range of entries beginning with the sama
nuabers then only a partial ISSN or ISBN need be entared.

SAMPLE: ILS prompts ITIN ILS prompts ITEM
USER replias IS oR USZR zeplies IS=0700223718
ILS says ENTER THE FULL...
USER entezrs 0700223738

ILS will then seazch the ISSN/ISBN index to find 211 possible satches. and will
display them on the screen. If thera aze more than 5 aetches ILS will display
the fizst § and say THIZRZ'S MORIZ. The user may browse through the satches by
typing F for FORKARD or B for BACKWARDS. I£f the correct entry 13 found the user
aust type the ID 8§ of the corzect match. If the user uants to see the full
zecord for any entry. entexr D and that entry's ID .

2.1.3.5% Access by LC Caxd Number

A LIBRARY OF CONGRESS TARD NUMBER 13 assigned to each 1tem cataloged by the
Library of Congress This nusber 1s used by libraries to order pranted
catalog zards fros *he .ibrary of Congress. The number 1s usually one of the
cetaloging elesents included 1n publishers’' Tataloging In Publication (CIP)
data. [t is typically zomposed of ! characters followed by a hyphen and

1 to § addi%:iona. nuaders

Yo access dy *he LC ¢ “he user aust type ::n LC :1n response to tha IL3 prompt

ITPEM  ILS 41il then tespond <“ith EINTIR THE FYLL AR PARTIAL LC ¢ user

sus® "hen “ype .n “he LC ¢ I%* .s powsibdble %o combine these I staps into one
37 entering LI*73-°1145e in response %o the ILS prompt ITIM. ILS will then

seaazch “nhe .. 8 .ndex "3 f:nd appropr.ate ast:zhes {If the entire LT ¥ uas

enteced “hare «i.. >@& Shniy »>ne setch it 8 purtial LC ¢ Jas entered there nmay

“e se/ears. ®atches ! The iser say dr-owse “hrough *he satches bdy pressing F %o

FORWARD and 8 <o AACKUP 2?2 <he zorrec- entry :s found. anter -he ID # for that

antry 14 *Ne iser .® 13% sure “nat ." 1s "Ne correc% record tae £ull recorzd
_%8y d@ :ca..a1 .ip dy jressing I and the entzry's I3 § !
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SAMPLE: I.S pzrompts ITE
YSER replies LC
ILS says ENTER THE FULL
JSER enters 79-12345%

M ppA
) JR PR 79-123u56

©~

.3.6 Access by Titlae Key

Title access :n the ILS system 13 almost *he sane as what :s done 1a the 2CLC
system. Usazs may type 1n a txruncated search Key composed of the fi:rst few
chazacters of the £irst feu significant uords in the %itle. Azrticles and
othar stop listed uwords .e.g. a, an, the, and. United States) aze i1gnored. The
kKey 3,2,2.1 1s used to match the first 3 characters of *he £first word. the
£izst 2 characters of the second word, the first 2 charac*ers of <the thaizd
wozxd, and the £izrst charactez of the fourth woxrd 1n *he title.

To access by title Key. the user aust entar TK in response *“o *he ILS proapt
ITEM. ILS will respond with ENTER THE TITLE KEY IN FORMAT 3,2,2,1. (NOTE: 1f

a title has fewer than 4 uords enter commas consecutively to f:11 in the kay.)
Thase 2 steps may bde combined by <yping {e.g.' TK=DOR.IL.ME,D. IL1S will reply
by searching for and displaying all entries which match the senrch key. IZ
there are more than 5 matches the system will say THERE'S MNMORE and ¢the user azy
brouse through the entrias by *yping F for FORWARD or 8 for 3ACKWARDS. o bhe
sure that you have the correct record type D and “he entxy's ID .

2.1.3.7 Access by Author Title Key

The AUTHOR/TITLE Key is a combination key used %o sort out aore gquickly a
desizred record. Although the same words may de found i1 the titles of differant
Jorks, 1%t is likely that differant authors may be associatad with each title.
In this case a 4,4 combination key of both author and ti*le would yield a nore
precise retrieval than a 3,2.2.1 %title Key.

To access by authors/%title kay *the user aust anter AY in response “o the ILS
prompt ITEM. ILS will respond with ENTER 1ST 4 CHARS OF AUTHOR'S LAST NAME &
1ST 4 CHARS OF TITLE IN FORMAT 4,4. The user 3zust “hen enter the charactaezs
as prescribed. I% is possible to combinas these 2 steps by typing (e.g.)
AT=ALLR,BODY for the entry Boedy Functions 3y Jon Allzed. ILS will zespond by
searching £for all author title combinations with these charactars and display
thens 1n groups of 5 on 4he screen. If there are more than S entries ILS will
s2y THERE'S MORE and ¢the user can press R'?JRN to view them. Tc scan through
the list press F for FORWARD and B £for BACKWARD. To be sure %that 2n antry :s
for the corzect record the user mnay press D for DISPLAY and *he ID number of
_the entry to see the £full record of the entry.
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2.1.3.

Access by Saries

Under the ILS system it is possibla to access records in the Master
Bibliographic File by the SERIES heading. Catalogers and other library staff
may f£ind this access point pazticularzly ceonvenient 1f they have series which
comprise many 1ssues. These are most notable in the biomedical and physical
sciences and in special libraries that contain the rzeports of their agancy or
cozrporation.

To access ILS via the saries option the user must enter SE in response to <the
proemt ITEM. (NOTE: This itam option should not be confused with the /SE command
for serials chack in which is another feature of the cizculation subsystea

and uses the SI command. Remenmber that the serials check in command requires

a /SE to get out to that transaction activity, whezeas accessing a record by
series heading requires only SE in response to the ILS proampt ITEM.) IlS wall
zeply with INTER THE FULL OR PARTIAL SERIES. The user may then enter any or all
words of the series heading that are Known and ILS will seaarch the ser:es i1ndex
to £ind a match. ILS wWill display all matches and 31£f there are more than 5, the
user may view them by entering F for FORWARD or B fox BACKUP.

2.1.3.9 Meassage (Item Just Entered)

Izmediately aftez a user has i1dentified an item in the Cixculation
Subsystem, ILS allows for & short aessage to be entered.

2.1.3.10 CI Complets Transsction

Exiting from CHECK IX is unlike exiting from any other circulation subsystem
activity. Although the / key 1i1s used to exit out of CHECK IN, 1t does not do
antirely the same thing that 1%t does when 1t 13 used to exit fros any other
cizrculation activity. In any other circulation activity the / key wWill erase
whatever transaction had just been entered just prior to entering the / and
going up to the cizculation subsystem level. IN CHECK IN, however. whila the

/ will still get you up to the circulation subsystes level, 1t will not erase
the transaction which just absolved the patron fzom responsibility over the
1tem jJust checked 1in. In othar words. the erasure betueen patzon and i1tem stil)
stands as the user is moved up to the cizculation subsystem level.

2.1.4 CI Special Tastuzes

The CHECK IN procedure has the following special features associated with 1t:

1. BEEPING TONE - I£ the user hears a beeping tone while checking in
an i1tem, 1t means that there 1s a message about
that item appearing on the CRT screen. The nessage
will tall the user what to do with the 1tem. Typical
meassages could tell the user that the book 1s needed
in banding, or that 1t 1s a temporary 1tem and mus<t
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2. TIMPORARY
LABELS
or
NOT

he sant to cataloging for processing.

As l1%tems are checked in, :t ps :mportant that the
user look closaly at 4he bar code label. If it :s
a temporarxy label the >%em must go dizectly <o the
cataloging department to ba processed. If the i%en
has NO BAR CODE LASEL on 1t., the user sus®t search
£0r 1t using any one of the 8 :<em id options (see
Trdentify Item under CI Step by Step Procedures).
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3 CHECK JUT

3.1 INTRODUCTION

The CHECK OUT procedure permits authorized uscss *o assign zresponsibilisy
for i1tems to patrons. I~ establishes a 1:nk ha!ween *he patrcn and <the ytem,
making tha patron responsible for the tem until >t s raturned to the l:brary.

AVAILABLE INFCRMATION
1. Overview of Check Qut
2. Step by S*tap Proceduras For Chack Out

3. Special Features for Check Out

Please enter *he number of the =ype of information you desirae:

3.1.1 CO Overview

CHECK OUT 1s the procedure used by the l:ibrary to maintain control of its
collection. This procedure permits patrone to use the tams ouned by the
librazy while providing the library with informstion about which patzons
hold specif:c items and when items are due to be returned to the librarxy.
CHFCK QUT requizes thaea following tuo piaces of informaZ%ion:

1. A Patron Identifier - A patron's full name registered i1n ILS
or tha bar code number £for the patron.
which 15 equal to *the number ILS uses
internally %o idantifiy the patron.

2. An Item Identifier - Any one of eight piecas of information
about an 1taeam (e.g. %*itle. author., call¥)
or the bar coda number £for the individual
item (a unique number £for each piece)
which ILS uses internally identiiy
the item.

3. 1.2 ¢O0 Step By Step Procedures

Check out should follow these steps:

1. ZIDENTIFY THE PATROX
Seazch ILS for this patron’'s record or
do patron ragistration
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_.ippeazs

For more HELP? s2nzerning any of =
S-ap and »ress RITUIAN

o
[

Any and all functions involving pa
accurately 1 tifrad 1n The IL3 A2
“ha har gnda “hexrr li>5zary cazd. 3¢
3f A2 patron’s LasT nane Ii =he aan
nama instead »f the barcode number 19

NAMNE-Th:is 1s the most zommon way %2 2n* EE-844
aame S5r ansujh chavactacs 2f ~he las® name nars
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PATRCON REGISTRATION - If <he patzsn :s not% iready rej.s*erxed .n “he sa-:r=cn
ligs, 1% 4ill -e necessary %5 enter .fhe_r pavron d1ata Lnto “he systes Cefcre
any transac*i:on can be facorded 1nts ILS Lscas ILS sites nay devise *thexr ouwn
procedures for jather:ing pazzon infsraa<isn, put=ing 1t Ln%0 “he system at some
later t:me. For a fuller d.scussion 3% patron registration refer to the pach

PATRON REGISTRATION.
3.1'.2.2 Identify Item

IDENTIFYING ITEINS WLITH THE 3ARCODE STANNER

The barcode scanner s %*ha fastes®t way %0 complete any *ransac<t:ion in IL.LS.
Using the bazrcode wand ei:minates %<he need £for having %o type in .eng<hy
patron data. 1tem data and the %<ransact:on symbols {e.3. sCO or s%I). 3y
4anding over a coded version 2f this same data, ILS usSers will nNoT exper:enca
the problems associated with miiXeying th:is :mportant informazion.

To sdentify an r*tem using the darcode scanner, the user 3ust f:rst Se sure
“hat ILS 13 prompting “he user <ith ITEM. At ¢his point %he user mus*t put %he
point of *he wand on %the barcode labhel, and acva <he point of the wand

over the pattexn of dlack vertical lines. It does not natter .Z the wand moves
f£rom the lef%t to r:ght side or vice versa. Some=imes %t he.ps _f <he wuand s
held directly over %the 1tea, instead of at a s.an%t <he uay one wou.d hold a
pan. I% i1s not necessary to scratch <he Harcode label. A Zittle smooth gstroke
1§ all that .5 needed. 2nce ILS has recogn:ced *he 1%esd, 1% will zespond by
Seeping once. This 135 to say., "I recogniza this 1temi" After a _:1%tle pract.ce
With the wand users will feel aora comfortable using 1t.

IDENTIFYING ITENS WITHOUT & BARCODE SCTANNER

It 1s sometiaes *the case that users e:rther cannot or do not want to use the
barcode wand. Undar thsse circumsizhces usezs 3ay instead accass the II

Master Bibliographic Fila thzough alterntte opticns. In tesponss o the prompt
ITIM, en%er ? and » carriage return. ILS uill display 2 access options and an
additional option which affaixes shor? messages %o an i*em record. Thay arze:

(NOTE: ONCZ YOU'REZ DCNE READING AN ITEIM IJENTIFICATICN OPTION
ENXTER A 'T' 3D A RETURN YO GET 3ACK TO THIS DISCUSSIONI)

1, IZID&%=z Z+em Identrfication # 5. TK = Title Key

2. AU s Author T.oAT = Author/Title Key

3. CA s Call Munmber 8. s5¢ = Series

4. IS 3 ISSN/IS3N ERR D = Message (for i1tem ust entered)
5. LC %3 lL:>brary of Congrass ¢
3.1.2.3 Access by Ztea Iden%*ificati.n Number

Zdentifying i1%tew®s by their ITEM IDENTIFICATION XUMBER 1s one possible. yet
uncommon Way %o access an 1tem .n *he ILS system. The IID® 1s “he alpha and
numeric equivalent %o the pattezrn 2¢ ver+ical black lines which make up =he bar

coda and 13 found on the bdar code labeli. I% can bde up %> '0 characters long.
To access by the 1tem i1dentification number. sn%tar *he Xey “IID$' 1n response
%o the ILS prompt ITEM. LS will *hen asx for *he ZIT# and the user should
enter +he <ymbols as they appear on *he :*em's bar code .abel.IZf a user chooses
_%his option, 1%t 13 essential that <he characters De entered exactly as they
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apysar.Any idiscrepancias :n *hae spacing of the charactars or typos will yiald a
4rong match or no match. The user may compine these s<egs into one sTep 5y

antaring IIJ#=0 S& ! 30 4 :n response to the proppt ITIN.
SAMPLE: ILS prompts ITEN: IL5 prompts ITEM:
USER types IID$ OR USER replies IIJ8=0 s ! 30 4

I.S asks for the IID¢
USER enters IID# value

3.1.2.4 Access by Author

Accessing an i1tew by <the AUTHOR >s a populazr access option. The ILS systen
Will accept erthar a full author surname or a partial surname. This s done
<o afford the user the jJreatest amount of flexibility %o view either an
tndividual or range of entr.es:

SANPLE: AUSANDERSOXN ZL5 wall daisplay all entries with ANDERSON as
author, Without regard to which ANDERSON. The
user may select the desired rtem by 1ts itenm
number. If thera are more <han 5 aentr:es <the
user =ay scan through them by pressing F to
FORWARD thzough the list or 3 %o BACKU?.

i3 TITLE AND AUTHOR
1 The Silver SKates by anderscn, Hans Christianscn
2 The Biography of hy Andexrson., Serdy L.

DISPLAYING THE PULL ENTRY

I£ the user is unsuze about an entry being the correct antry the D coamand
(DISPLAY) can be invoked to display “he full record of this item. to verify
that it is the correct entry. Tha D command i1s pazticularzly useful when the
tzuncated title stzing gives either little or ambiguous information or is
otheruise not fully meaningful to the user. If the correct recoxrd cannot de
found using this accass option, the usar may select another search Kay or
quit entirely.

3.1.2.5 Accesgss by Call dNumbez

lLocated in mos% 1nstances on the spine or some other visible part of an itea.
the CALL NUMBER i1s perhaps the nost affjcient, and popular way of yaining
azcess to the zecord of a spacific 1tem. although various call numbering
schemes are used by librarias all over the world., (Dewey., Library of Congrass,

—and thae National Libdrary of Medicine's being the more renown schemes) they
each raquire that a unique number be assigned to aach piece 1n the collection.
The c¢all number can be as long as 15 the collection zejulres. Sometimes thin
items have long call numbers and thick i1tams have shozt ones.

7o access by call number the user must type in CA in rasponse *¢ the ILS
_>2rompt ITEM. ILS will reply with ENTER THE FULL OR PARTIAL CALL NUNBER. Then
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the usar can enter the call number desired. If :nsteai the user uwishes *o
combine these two steps the user nay aenter CA=QATH.'!'S i1n response %o <he ILS
prompt ITIM. This aay save some time. If the user ulshes to see a range of
entries beginning Wwith the same calil number ILS will display S entrias at a
tize on the screen.The user Iay press F to FORWARD or 8 %5 30 BACKWARDS <hrough
the list.To sea the £full record o an .tez enter J and *ha 1tem's ID numbecz.

31.1.2.6 Accass by ISSN or ISBNXN

The ISSN and ISBN are numeric conventions which have been established to
standardize the 1dentities of both sarials and monographs respectively.
They are heavily used 1in the acquisitions process by publishers and
libraries alike as theay afford a succinct means of spacify:ng a desired
item. The numbers mre a code which 1dentifies both the publisher and

the spacific 1tam.

To access by either the ISSN or ISBN enter IS in response %o the ILS proapt
ITEM. ILS will respond with ENTER THE FULL OR PARTIAL ISSN/ISBN. Tha user
must then enter in the value. The user may i1nstead combine these tuo steps
into one by typing IS=0700223738 i1n response to “he ILS prompt ITEM. ILS will
rzetrieve and then display on the screen all 1i1tems which match. If the user
wants a specific 1tem, care must bes exercised to enter the value exactly
correct. If the user wishes to see a range of entries beginning with the same
numbers then only a pazrtial ISSN or ISBN naed ba entered.

SAMPLE: ILS prompts ITIM ILS prompts ITEM
USER replies IS oR USER replies IS=0700223738
ILS says EINTEIR THZ FULL...
USER enters 07002237138

ILS will then search the ISSN/ISBN index to £find all possible matches, and will
display thems on the screen. If “‘here are mote than 5 matches I1S5 will display
the £first S and say THIREL'S MORE. The user may browse through the matches by
typing F f£oz FORWARD or B for BACKWARDS. If the correct antry 1s found the user
must type the ID & of the correct match. If the usezr uants to see the full
record for any entry, entar D and that entry's ID §.

3.1.2.7 Access by LC Card Number

A LIBRARY OF CONGRESS CARD NUMBER 1s assigned to each 1tem cataloged by the

Library of Congress. This number 1s uysed by libraries %o ordezr printed

catalog cards fzom the libdra:zy of Congress. The numbur 1s usually one of the

cataloging elements included in publishezs' Cataloging In Publication (CIP)
data. It 1s typically composed of 2 characters followed by a hyphen and

31 to 6§ addaitional numbers.

To access by the LC & the user aust type in LC 1in response to the ILS prompt

ITEM. ILS wall *hen respond with ENTER THE FULL OR PARTIAL LC # user

aust then type :n the LC #. It 1s possibla to combine these 2 steps 1nto one
_by aentering LC=79-123456 in responsa to the ILS prompt ITEM. ILS will then
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seaxrch tha LC # i1ndax %o £find appropriata =nac%c

I =re 2
enzezed thera will he o one Dnatcn; £ a partiil LI ¢ Jas 4 “he
be several natcnes). The Juser may brouwsa -“hrough chaea zatches Yy pressing T %o
FORWARD and 3 %o 3JACKUP. If <ha correct antzy s found., entaz ttha ID & Z-r =hat
entzy. If the user 13 not sure that 1% 1s %“he :orze~* record <*he ull record

aay be called up by pressing 3 and the enzxy's II 3.

SAMPLEI: ILS prompts ITENM I
USER repl:.es 1LC% 3R
I.S says ENTER THE FULL...
USER enters 79-12345¢6

5 prompts
E

TER
R anzezs LI=

"2-~12335%

[

3.1.2.8 Access by Title Key

Title access 1n the ILS system 1S almost the same as what 15 done in ¢the 2CLC
system. Usars may type 1n a truncated search Key composed 0f the firsct Zeu
charactars of the first few significant words :n thae title. Articles and
other stop listad words (a.3. a, an., the, and., United Statas) are i1jnored. The
key 3.2.2,1 1s used %o match the first 3 chazacters of the £irs< word. *he
£3rst & characters of the second word, the £i1rs¢ 2 characters »f the thard
word. and the first character of *the fourth word n the *itle.

To access by title Key. the user nust anter TK in response to the ILS prompt
ITEM. ILS w2ll respond with ENTER THE TIVLE KEY IN FORMAT 3,2.2.1 (NQTE: £

a title has £fewaer than 4 words enter commas consscutively %o £:1. :1n %he Xey.!}
These 2 steaps may be coubined by typing (e.g.}) TK=DOR,IL,JE,D. IL5 uill reply
by searching £for and displaying 211 entries uwhich match the sazazch Key. If
there are more than 5 matches the systeam will say THERZ'S MOREI and the user nay
hrousa through the aentzias by typing T for FORNARD or B for BACKWAKJIS. Vo be
sure that you have the correct record type D and tha eatry’'s ID .

3.1.2.9 Access by Author Title Kay

The AUTHOR/TITLE key 13 a combination key used to sort out nore quickly a
desixed record. Although the same words mnay he found 1in the ti+les of different
works, it 1s likely that diffezent authors may be associated with each title.
In thas case a 4,4 combination Key of both author and title would yield a aaore
precise retrieval than a 3,2,2,1 title key.

To accesy by author-/title Key the user aust enter AT :n responsa %o <the ILS
prompt ITEM. ILS5 will respond with ENTER 1ST 4 CHARS COF AUTHOR'S LAST NANME &
1ST 4 CHARS OF TITLE IN FORMAT U,4. The ugser aust then enter tha zharactars
as presczribed. It 13 possible to combine these I steps by typing (a.g.)
LAT=ALLR,30DY £for the entry Body functions by Jon Allred. ILS will respond by
seazching £for all author titla combinations with *these characters and display
them 1n groups of 5 on the screen. If thera are more than 5 entzies ILS will
say THERE'S MORE and the user can press REITURN to view them. To scan through
the list press F for FORWARD and B for 3IACKWARD. To he sure *hat an entry .s
for the corzact record the user may press 0 £or DISPLAY and the ID number of
_the entry to sae the full record of the eniry
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3.1.2.10 Access by Series

Under the ILS systam 1t is possible to access records 1n the Master
Bibliographic File by the SERIZS heading. Catalogers and other library stafs
may find this access point particularly convenient 1f they have series uwhach
comprise @many 1ssuas. These are most notable :1n the biomedical and physical
sciences and in special librarzies that contain the reports of their agency or
corporation.

To access ILS via the series option the user aust anter SE :n response %o the
proat ITIM. (NOTE: This item option should not be confused with the /SK coamand
for serials cheack in which 1s another featuzre of the cizculation subsyste=m

and uses the SI coamand. Remamber that the ssrials chack i1n coamand requires

a /SL to get out to that transaction activity, wheress accessing a record by
series heading requires only SI 1in response to tha ILS prompt ITEM.) ILS wall
zeaply with ENTER THE FULL OR PARTIAL SERIES. The user msy then enter any or all
wozrds of the series heading that arxe Knouwn and ILS uwill sesrch the series index
to find a match. ILS will display all matches and 1f therm are aore than 5, the
usezr way vieuw them by entering F for FORWARD or 3B for BACKUP.

31,2 Messags (Item Juzt Enterzed)

Imsediataly after a usezr has identified an item 1n the Circulation
Subsystem. ILS allows for a short message to be entered.

3.1.2.12 Complete Transaction

Aftar the corzect patzon and the correct item(s) have been 1dentified into ths
ILS., the user must now COMPLETE THE TRANSACTION. It is not sufficient to stop
heze, because up to this point the data has not been permanently fi1led auway.
The usezr must complete the tzansaction by pressing the - and a return or by
pressing the £2 key in order to have ILS permanently %ile the transaction auay.

To complete a circulation subsystem transaction, the user must press either
specisl function key 2 or the up arrow or = Key. This will cause the data
stored in the terminel to be transmitted to the computer and rzecozrded 1n the
Master 3ibdlicgraphic File. In the event that a user does not want to complete
the transaction (ea.g. if a demo is being given, or if a patron decides at the
last minute not to check out this brok after all) PRESS ABORT or the SPECIAL
FUNCTION 8 Key or + and return and the transaction will be erased completely.
It wWill be the same as if the data had never been typed 1n in the £first place.
This also means. housver, that if the user fails to press ~ or function 2 kay
IMMEDIATELY after entering the last item, the good data could be erased toolil

3.1.3 CO Special Teatures

Theze are some special features in CHECK OUT that users should be aware
<0f which may be of help when performing CHECK OUT. They are:
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' Due Jata Ovecride

2. The Patron at the
“Bottom™ of tha
Patron List

3. Specizl Use of
tha 7/ Key to
2ult and Erase
the transaction

iue 2ate £ an %em»
shecred ou by entar:ng
Jue lacta. IL3 a21l. then
Jsers aay <hen anter an

“he
been

Jsers =may oveiiide
after has just
tWwo charac<tezs. 0D Zor
ask Zfor a neu due date.
ac+tual new due 3da%e o5r a symdolic new due date.
An actual new due dats means entaring the actual
date an 1tea i1s due (%,30,/80:. A symdolic due
date neans advancing %he due data 3 caxtain
number of days £from tnday and 1s entared as
T+*some number IZ the 1tem Jas ozig:nally due

P

T

.-
HR

4715, By typirng T+1S 1+t will now be due on 4-30.
MOTE® If the :1tem just checKed 1n i1s a ser:al
temporary :%em, type 'S’ 1nstead of T+7. ‘S’

1S equal %o ore loan period of " days.

“hen searching the ILS Patron List for *the corvect
patron, users must NOT assune *hat “he .as: pa<rsn
on the screen {(the 5th one d:splayed) :s ¢the only
patron with that name. If the last name on the

scraen seems to be the correct a2ntry. users should
still go FORWARD one screan to find out :1f there
are any more entries wi*th the same name. The
chances of this happening are especially high for
common surnawes such as Smith., Jones ox Brouwn.

The 7 key used in CHECK OUT does something MORE
than 1t does gesnerally in IlS (see CS Specazl
Featuras for a generel discussion cif the 7/ Key).
Hare, 1f you want to quit checking out an 1tam
because (2.3.) yoy amade an errer og want to go to
soma other function and 1£f you D0 NO?T want ILS to
maha wury recerd of this event (you must not have
pressad the CONPLETE TRANSACTION Kkey yet), 70u may
then entexr 7 or / and some other Zfunctioun code
(i.e. /CI or /HE) and ILS will take you there.
Note that 1f you enter only the /, ILS will take
you wherever you were before you came to CHECK
QUT. REMEMBER: the ~/ will not zecord any 1i1tems

that ware 1in the process £ being checked out %o
the last identified patron.
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4 INTER-LIBRARY LOAN

4.1 INTRODUCTION

The INTIZARLIBRARY LCOAN procedure s used when borrowing i1tems £frxom or
lending i1temss to other institutions. ~hen used :n zonjuction with CHEICK
OUT and CHECK IN i1t permits *the library to <eep an accurate racord of
all Intezlibzary Loan activaty.
AVAILABLE INFORMATION
1. Overview of IL
2. Step by Step Procedures ror IL

3. Special features for Il

Please anter the number of the type of information you daesira:

$.1.1 IL Ovezview

HELP TEXT FOR THIS ACTIVITY IS IN PROCESS. FUTURE RELEASES OF ILS
SOFTWARE WILL INCLUDE THIS MATERIAL.

LOCAL ILS SITES THAT WISH TO CREATE THEIR OWM HELP DISCUSSIONS ARE
REFERRED 70 THE ONLINE DOCUMENTATION IN ILS “HELp'.

4.1.2 IL Step By Stap

HELP TEXT FOR THIS ACTIVITY IS IM PROCISS. T[FUTUREZ RELEASES OF ILS
SOFTWARE WILL INCLUDE THIS MATERIAL.

LOCAL ILS SITES THAT WISH t0 CREATE THEIR OWN HELP DISCUSSIONS ARE
ERRED TO THE ONLIME DOCUMENTATION IN ILS “HELP“.

4.1.3 IL Special Featurass

When using the ILL zoutine, usears nust remember to first create a temporazry

record for the 1tem %0 be horrouwed from another library. ILL only serves %o
record the £act that an interlibrary loan trensact:ion has taken place, 1t
DOES NOT do anythaing to directly affect the CHECX IN or the CHECK OUT of
the iteam.
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H MESSASE

5.1 INTRODU

a
2]
te
I3}
z

The MESSAGE preocedura al.lows the l.brary s+*aff %5 actach 31 freae *ex*t zessage
to *he patron racord or the i1%am record.

AVAZILABLE INFCPMATION

t. Qvervieu of Message

~

Step by Step Procedures For “essage

3. Special Features or Message

Please antar <hae number »f <he %ype »f nformaticn you desire:

5.1.1 ME dvarviaw

MISSAGE

MESSAGE allows *the l-brary staff to 2ttach 2 free tent message tc the pa*tren
record ox the i1tem record Forx axanpla., a ressagz2 attached to the itea racord
might note torn or aissing pages. A palron mecsage codld notify the patron
that., a.g.. the reference departaent had found information which he or she

had requestasd earliez. Mes-.ages are autowat:ically displayed whenever the
zecord to which they ave are attached is called up. These wessages aay be
saved or deleted after being displayed.

w

4 ME Step By Step

MESSAGE allows %the authorized user to leave a message associated with
aither a:

1. patron record oz

2. item recorxd

If the user wants %o leave 2 message in a patron record, the necessary res-
ponse %o the guestion (P OR %) 25 ¥. 1o assign the message *o a specific
patzron, the usez has Zour options for identrniying the patzon. Type in
erther:

a. the patren’'s 1dentification number i1n *the systan

D. the patron's name {(surname £1rst) or a trunca%tion of surnane

¢, JP. *hen the identification code of a library depariment

d. PR, then a full, new patron registration (for unregistered
ones).




Mote that the patron's bar code can also be wanded for identification.

DETAILEID PROCEDURES for Patron Hassage

Enter airther the patzon’'s i1d number or his suzname or a truncatad version
of it. The id number is the numer:c version of the bar code. If the sys-
tem 13 able to locate the patrzon's racord, you will be prompted to retype
the id number based on the found record (found £frxom name).

You may also retype a truncated version of the name for the same effect.
The screen will then display !> at the laft amargin. fou may now enter %he
£izst line of the messaga., Two more lines zay be added (wren you see 2>
and 3> ). Kote that any messages already assigned to the patron are dis-
played before the 1> appears.

Provide patzon's surname, first name, etc. or a truncation. If his record
is found, the 1> will appeaz at the left margin. You aay type the first
line of the message and continue to line 2 (at 2> ) and line 3 (at 3> ).
Not currently operational.

See HELP instructions for Patron Registration. Go to the General Ffunc~-
tions module (seleaction #'6 under Cizculaticn module) and select #13
(Patzon Registrationl).

If you wish to associate a massage wWith an item in the librazy's collection,
respond to the (P OR I) question with I. To assign a message to an itesm.
there are nine options. Type in either:

The item's id nunmbaerx

AU (to identify by author's name)

CA (to locate by call numbez)

IS (to find the item by ISBM or ISSN)

LC (to identify by Library c¢f Congrass nuasbdber)

TK (to identify by suthor key)

AT (to £ind by authoz-title key)

SE (to find by sezies)

MI (to leave a msssage for the preaviously entered item).

“Xambopoups

Mote that if the item is in hand., its labal can be wanded for i1dentification.

DETAILED PROCEDURES for Item Message

Provide the itea's id numbexr. If the item's racord 1s found, the 1> will
appeazr at the left margin. You may type the first line of the and

continue to line 2 (at 2>) and line 3 (at 3>). Note that any messages
already assigned to the item appeaxr above the 1>.

Key in the author's naame, surname first, or a truncation of it. Then pro-
vide the index numbez indicated when the retrieved name is displayed.

If the number is accepted, the 1> yill appear at the laft mergin as before.
Froceed to Xey in your message.

Type in the call number or a truncetion of the item for which you uish to
leave a message. Provida the index number 23 in b, above. When the 1>
appesrs., type in your message.

Key :n the number of the :tem oz a truncation of it. If multiple options
are offered, selact the correct one and entar its index numbe. When the
the !> appeaars, Key in your message.

Provide the LC cutalog number of the item. When the 1> appears, type the
seassage.

Type the appropriate charactexs of the title Xey (the first 3 charactezs
of the fizst word, first 2 of the next, first 2 of the thizd., and first

of tha fourth, each separated by coamas). When the i1tem 1s found, type
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1ts i1ndex numberz. Xay 1n tha nessage when <thae '> appears at £% margin.
Provide <he appropriate letters for thae author-title Key (£first 4 charac-—
ters of each., separated by comma). Next XKey :in the index numoun.

Pxovide the 3essage when !> appears.

TYPe the sez.es heading or a *zuncation of :t. If a truncation, select
the appropriate index nuuber wWnen 1t appears. When tha 1> appears type

in the message.
ILS will d:isplay the 1tem you had las: entered in *he Circulation Sub-
systam. A message may be added when the 1> appears at %the left nargain.

.3 ME Special Features

Massage is a generalized form of Pull. Thus whean a patron or
1tam record is retrieved, othe: messagas nay already be assigned %to 1%t.

W4hen displaying informetion retriaved from a search of the filas based
on a truncated %erm, ILS will display five (5) retrieved entities at a
tize. There may be more than f_ve that were retrieved. To vieuw all
entities retrieved, continue to press F to advance 1in the list. When
the list i1s exhausted. theze will no longer be a prompt at the bottom
of “he screen saying THERE'S NMORE. To go backward in the list, push B.
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5 MAILOUT

5.1 INTRODUCTICN

The MAIL OQUT procedure 1s used to produce a mairling label for 1tems sent out
of the library.
AVAILABLE INFORMATION
1. Overview of Mail Out
2. Step Dy S<%ep Procedures Tor Mail Cut

3. Special Teatures for Mail OJut

lease enter the number o0f the typre of i1nformation you desirze

6§.1.1 M0 Overview

tia1l Out generates a masiling label to send an i1tem in the librazy collection
to s patron. Both the patron znd the rtem aust be :dentified Dy the systen
to ganarate the correct label. The patron mnay bde i1dent>f:ed by 1d number,
by name. as a library departaent, or by defining a new patron through patzon
registration. The item may be identifiad dy one of eight i1dentifiers or as
the previously entered item which the system will i1dentify £for you.

6.1.2 M0 Step 3y Step

PU Special Features

1. When displaying information retrieved froa a search of the filas based
on a truncated term, IlS will display five (5) retriesved entities at a
time. There may be more than five 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 botton
of the screen saying THERE'S MORE. To go backward in the list. push 5.

6.1.3 MO Special Features

As of June 23, 1980, there aze no special features for %the MAILOUT £function.
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h PULL

T INTROBUCTION

Tha PULL proceduze 215 used =o xfenc
fzom %ha shelf ‘2. .., perrodicals

A7AILABLE INFZ2RNMATICN

1. Ovexview ¢i Pull

2. Stap by Step Proceduyres For Pul}i

1. Special Taaturaes £for Pull

?leasae enter *he number £ %the <«ype 2% inf

Y Jverview

+
t

“he PULYL procedure 1s used to ide
fzon the shelf (a. g., parisdizal
Llkae Nassage 1 that boeth patron
sz2qa. In =X1s cas=2. -he oessage .
te a labrazy patzon or dezpartmanz)

1%
to
4

W03

nd 2
5 %o pull
B}

-
<

7.1.2 PU Step By Step

PULL allouws tha authorized user to identify
asscociated with 1t) so that the item can be
the 1%em must be :dentified to the systan.
fallowing:

a0 e

y r1tems
be bound;.
tem records are £lagged wi<h a aeg-

ira2 %o te cemoved

voraatisn ycu desire:

“hat axe %o a rencved
This 1odyle Yoxks

an 1tem (uhich may he vssigred

zireuiation.

an 1tem (and a patzon curraently
zemoved £rom cairculation. First
The user must antar one of the

the patzon's i1den*tification numbaear in the systen

the patron's name (surname £f:rs%t) or a *runcation of it

DP, then the i1dentification code of a library department

. PR, then full, new patron regis=ration {(£for unregis+tered snes).

Nota: tha patron’'s bar coda ¢an also be wanded “o identify the patzon

to the systenm.

Jetziled Procedures-Patron ID £foz PULL
a. Entar the patron’'s 1d number, 1£ Xnoun.
1tem 1dentification.
tion for Pull Yelow.
5., Enter the patron's surname or a right

tzuncation 9f %*he name is entared. a choice of candidates will

Played.

name and 1ty id number in parentheses will be displayed.

Selact *he corresponding index number and 4ype % in.

the next prompt will be for tha

See DETAILED PROCEDURES for Item IZdentifica-

&

truncation of :%. £ Rnoun. % a

be dis-
The sur-
The ntext pronmpt

Iy
4

Wwill be for the 1d o2£ the 1%tem to be pulled.
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¢. Mot presently operational.

d. See HELP :instructions for Patron Registration: 50 up %o <the Cizcula-
tion module and seleczt $)6 for Seneral Functions. Select $#13 of Seneral
Functions for HELP on Patron Raeagistration.

Naxt *he system will prompt you for the 1%tam :dentiZication. The follouwing

choices are available to identify an item. Enter eithacr:

the i1tem's 14 number

AU (to i1dentify by author's name)

CA (to locate by call number)

I8 (%o £:nd the 1tem by ISBN or ISSN)

Lc (to identify by Library of Congraess number)

TK (to i1dentify by author Ray)

AT (to find by author-title key!’

SE (%o £find by series)

MI (to flag the previously aentered item to be pulled).

OV B QTR

Detailed Proceduzes-Item ID £or PULL

a. Provide the 1tam’'s 1d number. If the item's record i1s found. *he date :is
needad next.
b. Kay 1n the author's name, suzname first, oz a truncation of 1t. I£ a 2zun-

cation, provide the index number indicatad when the name 1s displayad.

¢. Type 1n the call numbe - or a truncation of 1t £or the rtem to be pulled.
If a truncation, provide the index number as in b. above.

d. Key in the numbar of the item or 1ts truncation. If a truncation., Key in
the index number which corresponds to the listed item to be pulled.

a. Provide the LC catalog number of the item.

£. Type “he appropriate characzars of tha titlea kKey (the £irst 3 charzctexs
of the first word, first 2 of the next, first 2 of the thixd, and first
of the fourth, separated by commas). “Yhen the item is found, type the in-
dex nuamber of the correct 1%tem in the list.

g. Provide the appropriate lettexs for the author~%title key (first 4 charac-—
tezs of each, separated by a2 comma). Neut Key in tha index number shoun.

h. Type the series headinyg oz a truncation of i%t. If a truncation, antar
the index number of the appropriate rtem.

i. ILS will display the 1tea you hed last entered 1n the system.

7.1.3 PU Special Features

1. Pull is a specialized foram of !lessage. Thus when a patron or
item record .s retriaved, other zessages mnay already be assigned to :1t.

2. When displaying information retrieved from a search of the files
on & truncated tezm, ILS will display five (S5) ratrieved enties at a
tima. ™ @9ay ba morae %than £five that were retrieved. To view all
entities :.:rieved, continue to press F to advance in the ligt. When
the list 1s exhausted, there will nc longer h*a a prompt at the bottonm
of the screaean saying THERE'S MORE. To go bacKkuard n the l:.st, push 3.




3. INTRUDUCTIZN

XRECALL 13 used %o jenerate a "a%L:
i1%am zurren=ly crecRad duT T2 en
coulid be %Th3t anoth2r za%tIo

i 3

v 3
Kl
»
"

403 2r Ar an @xnidit

AVAILABLE INFTATATITN

Jverview 2f Recall

Please zn:er the number 0f %*he *“yre o i1nformac.sn you desize:

T RC Qverwview

NICALI 1€ useéa to janeratie a wrilten aviice to 3 patIon. asking
1ven cuwriently checikad cut to them be retuzned %o the lidrary
P2tzon Racocd Reeps track of %he fatron's address and other ida
infgowmation, and this informa:ion is, herefore, %yped out onto
nollie auvomatisally. The user 15 fequirad *o enter only i1tem
daze

32 RC Step 3y Step

REZALL requizes the user %o:

! IDENTIFY IHE ITEM: The user may ufe any one of thae wvar:
irdentrfreation optisns. For an .n de
discussion of %this, zress ' o cont:

3 Tdentify lten

IDENTTFYING 1T
The sarcoda 3
Jsing the bdaz
za%zoa taza., o

MS ALTH THE 3ARCUDE SCANNER

nner 1s the fastest 4ay %o complete any “ransact
de wand eliminates *he need £for having %o type
am da%a and %he %ransaction symbols (2.3. <CC or

<
ca
co
*

_4anding sver @ soded version of this same data. ILS usars will

that sn

The Ius
ntrliywn
the rzcall

dentificalior

ous Lteuw
pth
tue.

1on in ILS,
n liengthy
7CI). 3y

not experience
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the ‘roblemas associataed with miskeying th.s :mportant .aformacion.

To i1dentify an item using *he barcode scanner. “he iser nus. first dDe sure
that ILS 15 proapting the user W:ith ITEM. At <his poin". “he 4US@I [uUsST put the
point of the wand on the barcode labe.., and aove =ha pcint of the wand

over the patfern 3af black vertical lines. It does not sat=er £ the wand 2oves
from the lef% %o righ%t side 2r vice versa. Somet.zes 1% helps .f the wand .5
held directiy over the ._%em, :nstaad 2f a%t a slant the way one «ou.d hold a
pen. It 13 no% necessary %o scratch the barcode label. A l3it%le smoo*th 3tzaxe
1s all that :s needed. Once ILS has recogniced *the i1vem, 1%t will resgond tvy
Seeping once. This s %o say, 'I recognize th:s :temi " Aftar a littla pracc:ice
with the uwend users will feel more comfortable using 1%.

IDENTIFYING ITEMS WITHOUT A BARCODE SCANNER

1% 1s sometizes the case that users eir-har cannot or 4¢ not want %o uYse the
bYazrcode wand. Under thes slrcumstances users DAy instead access the ILS
Master 3idliographic Fila <hrough al<azna%e op%tions. In ~esponsa %o the promp*
ITEM, enter ? and a carriage return. ILS Wwill display 8 access options and an
addictional option which affixes short messages to an :tea record. They are

(NOTE: ONCI YOU'HRE DONE READING AN ITEM IDENTIYICATION OPTICN
ENTER A "T' AND A RETUYRX TO GET BACK TO THIS DISCUSSICNID

1. IXIO#= Item IZdentificatzon » 5. TX * Title Key

2. AU =3 Auther 7. 0T : Authoxr/Titla Key

3. CA = Call Number $. SE = Sazies

4, IS = ISSN-/IS3BNX 9. NI = Massage (for i1%em Just entered’
5.

LC #3 Libzary of Congress #
8.1.2.2 Access bty Item Tdentification Number

Identifying 1tems by their ITENM IDENTIFYICATION NUMBER is one possidble., yat
uncommon way to access an item in the ILS systew. The IID$ 15 the siphs and
numeric equivalent to the zattezrn of vertical black lines whic’ aake up *he bar
code and 1s found on the bar code label. It ca.. be up to 10 characters long.

To acsess bv the 1tem identifica%tion numbaer, enter the key "“IID#“ in response
to the ILS grompt ITEM. 113 will *hen ask for the IID% and the user shou’d
enter the symbols as *they appesr on the i1tem's bar code label.If a2 user chooses
this option, 1t 1s essantial that the characters be antered axactly as they
appear.Any discrepanc:.as in the spacing of ¢the characters or typos will yield a
Wwrong match or no match. The user may combine these staps into one step by
entering IIDS#30 $& 1 90 4 in response to the proapt ITEM.

S3NMPLE: ILS prompts ITEN: ILS prompts ITEM:
USER types IZD® OR USER zeplies IID$»D $3 1 90 4
ILS asks fcr the IID#
USER enters IID$% valua

8.1.2.3 Acceass by Author

Accessing an itea by the AUTHOR 1is a popular access optaon. The ILS systen
W4ill accept erthar a full author surname or a Dar<tiai surname. This s done
_to afford the user ‘he greatast amount of £lex:bility 1> vieuw either an
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the spec.fic .%anm

To access 5y erther *he IS5SSN or ISH¥N aenter IS .n responsa %o *he ILS proapt
ITEN ILS wi1ill respond wWith ENTER THE FULL OR PARTINL ISSN/ISBN. The user
aust then enterz in *the valuie The user may i1nstead combine “hese U0 steps
into ona 3y *yping IS=377002231738 :n response *o <he ILS prompt ITEM. IS Sill
retzrieve and then d1splay on *he screaen all i1%tass <hich match. If *he user
wants a specific 1tem., cCare AuUSTt Se exercirsad %o entar the value exac<tly
correct. If *he 'user uJishes %0 see a zange of entr.as Jeginning with %he sane
Rumbers then only a partial ISSM or ISBN need be entered.

SAMPLE: ILS prompts ITIEM TLS prompts ITIM
JSER repl:i:es IS R JSER repiies 1520700223738
ILS says ENTER THE FULL.
USEZR enters 37002237138

ILS w1ll then search the ISSN/IS3M index %o find all possible matches., and will
display thea osn the screen. If <here are more *han 5 macches ILS5 will d:splay
the £irst 5 and say THERE'S MCRYZ. The user may brouwse <Through %the =matches sy
typing ¥ for TCRWARD or 8 for 3ACKWARDS. If the correct entry 1s found <he usaer
must type the 1D 8 of the zorrect match If the user wants to saeae the iull
record for any entrzy. enter D and *hat entzy's ID #

8.1.2.6 Accsss by LC Card Mumbex

A LIBRARY OF COMNGRIESS CARD NUMBER 1s assigned to erch 1tem cataloged by the
Library of Congreass. This number s used by libraries to ordexr printed
catalog cards from tha library of Zongress. The number 1s usually one of the
cataloging elements included 1in publishers' Cataloging In Publication (CIP}
data. It 1 typically composed of 2 characteus followed by a hyphen and

3 to 6 additional numbars.

To access by the LC # the user must type in LC in response to the ILS prompt
ITEM. ILS will then zespond with ENTER THE FULL OR PARTIAL LC ¢.user

must then type in the LC #. It is possible to combina %“hese 2 s*taps 1nto one

by entering LC=79-123456 in responsa to tha ILS prompt ITEM. ILS will ¢then
seaxch the LC ¢ 1ndax to find appropriate asatches. (If the entire LC & was
entezed there will be only one amsatch; 1f a partiel LC # was entered there may
be soveral matches). The usez may dzrowse through the mstches by pressing F to
FORWARD and 3 to SACKUP. If the correct entry 1is found., enter “he ID 0 for that
entry. If the user 1s not sure that 1t 1s the corract record the full record
nay be czlled up by pressaing D and the entry's ID &,

—SAHPLE= ILS prompts ITEM ILS prompts ITEM
USER replies LCS$ oR USER enters LC=79-123u56
IL5 =ays ENTER THE FULL...
USZR entezrs 79-123uSs
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8.1, 2.7 Access by Ti*le ey

Title access in *ha I.S systew 1S almost “he same as wha*% s 4one in *ne TCLS
system. Users may type .n a truncatad search Aey ~composed 2F <he firgt ey
shazacters of <he fizst few signiilcant 'yords -n the =itle Azrtucles and
sthar stop l:szed words (e.3. a. an., <he, and, "“ni<ed Stata2g) are :rgncred.
ey 3,2,2.! 15 usaed %o matcn %he £first 1 chazac<ters »% *he f.rst woxd. <ne
1zt 2 characters of the second word, %the £i.3%t 2 chazac=ters oZ <he <hurid
word. and ¢he £first character of <he Zour<th uord 1.1 “he <itle

0o access by title Xey. *he user wust enter TX :n
ITEM. ILS will respond with ENTER THE 7ITLZ KEY I
a title has feuwer than 4 woris enter commas sonsacutively %o £i11 in %he
These 2 steps may be combined Sy <y2ing (e.3.) TK=DCR.IL.ME.D. ILS «wi1ll cep.y
5y seasrthing for and displaying all entries which ma=ch <he search Rey. If
there are more than £ ma<ches *he sysTtem Wilil say THERE'S MCRE arnd *he user 2ay
browse *hrough the entrzies by <=yping ¥ £or FO2WARD oz 3 faor 3JACKUWARDS. To te
sure that you have the correct record type I and the entry's I2 &.

«

8.1.2.8 Access by Author T:itle Key

the AUTHOR/
dasizad :e
worke, it
Irn thus ¢

Jrecisa

ot

'ITLE ey 1s a combirnation Xey used to sor% out more gquickly a

ord. Although the same wouds ray ba found 1n tha titles ¢f d1fferent
s lirely that drfferant auth~rs pay be associated with each title.

2 a 4,4 combination Aey of botd author ard ritle would yield a more
caval %than & 3,2,2 1 titlia ey

Yo 2eces? 0y avthorstitla Rey the usew pust enter AT w1n rcsponse to the IL
Prompt LITEM. ILS uwill respond -r1th INTER 1ST & CHARS OF BUTHNOK'S LAST MAME €
ST 4 CHARS OF TITLE IN FORNAT 4.,4%. The user uwust then en<er the chzracters
as prescrided. I% 13 poussible %o combine these 2 steps by typing (e.g.)
AT*ALLR,30DY for <he antry Body Functiuns by Jon Allzed. ILS will raspond by
seazching f£or all author %i1%tle zowmbinations with these chzracters and displa;
thaw 1n Froups of 5 on the screen. If there a.e more than 5 entries 1S will
say THERE'S MOREZ and *he use: can press RETURN to view them. To scan through
the list press F for FORMARD and 3 for BACKWARD. Yo %e sure *hat an entry s
for %“he correct record the user tay press D £or DJISPLaY and the IJ number of
the entry %to sesa the full record of the entzy.

8.1.2.9 Access by Seriaes

Undex the ILS system 1%t 1x possibie to accesy reccrds in ‘he Master
Jiblisgraphic 7ile by *he SERTIS heading. Catalogers and other libraxy staff

_%ay f:ad *his access pcint particularly convenient 1f they have series uh:ich
SOMDZIS@ W8Ny i1sSues. These are 26st notable in the bHiomedical and physical
sclences and in special l:ibraries *that contain the repor=s of <thelr agency ot
corporation.

To access ILS via th

3 es optron the user must enter SE in reasponse %o *the
_.rromt IUTIL. (NOTE: Thy

tem op*tion should not be confused uith the /SE command
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for searials chaeack 1n which is another featurea of the circulation subsysteam

and uses the SE command. Remember *hat the serlals zhacKk :1n command requizes

a /SE to et out to *hat trangsaction activity. whareas accassing a reacord By
serias heading requires only SE 1in response to the ILS prompt ITEM.) ILS will
zeply with ENTER THE FULL OR PARTIAL SERIZS. The user may then enter any or all
words of the serias heading tha¢ are Xnown and ILS will search the ser.as :ndex
to find a match. ILS will display all aatches and 1{f thers are 3sore than S5, <he
user may view them by esntering ¥ for FORWARD or 3 £for 3ACKUP.

8.1.2.10 Message (Item Just Intered)

Inmediately after a user has 1dentified an 1tem in the Cirzculation
Subsystam., ILS allows for a short message to be enteraed.

8.1.3 RC Special Featuzes

Local ILS sites :may wish to design the:rr oun forms for recall notices. as there
1s no current ILS standard for the design of thesa forms.
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3 RENEY

3.1 INTRODUCTION

RENEW 1s *he process by wnich patrons are alloued %o ex<tend
an item €for some longer pex:od. Renewal policres sre .ocally
and 1% 13 anticipated that aach Il librazry wxll ~an%t %c add
documentation Ln the HELP system, sutl:inxng leocal solizies.

AVAILABLE INFORMATICN

1. Ovarview of RENEW
H Stap by Step Procedures far RENT
3. Special Faatures

Please en*exz the number of *he type o0f :nformation you des:ra:
9.1.1 RE Querview

An item may ba zenewed Ly a patzon by ‘wleohoae or when 2oth (he pation
and the 1tem zre present atr the l:ibrary zizculation deskK. The r1tea %3 be
senertad n2y be due *hat Jay, ovarduve. oz even nave some %ise .eit on the
initral cizrculation pericd. LildTmdaYies vary 1 their policres on reneral.
i'epending on the fvpe ok paztror., ox uhecthezr *he :tew was loaned via inter
library loan oz nNot, “he 1ten way ¢z may not be Ienewable. Some policies
are:

o Items may be renewed for an addi*ticnal c:xculat:on perzod.

o Iteams nay be renewed. but only for a shor%ter period--ane
week rathezr t“han three.

o Items may he renewed only onc2 or <hey may e ~enewed in-
dafinitely a< long 2s ther2 cre no zTas5=:

o No 1tem may be renewed :1f :t has been raserved £for another
patzon.

vag

Each ILS lidrary will hava t9 incorpora<te their local pealicies 1nto RENEW.

1.1 5 NE Step 83y Steyp

.79 RENEW an 1tem +that has been checked out., the user zus<:

1. IJENTIFY THE PAT2CN
Locata the record 2% a3 registerad
patron in the IL5 Paztvon List.




2. IDENTIXY THE ITEIM
Locate the record c¢f the item to
be renawed in the ILS systam.

3. COMPLETE THE TRANSACTION
Transmit the record of this renewal
transastion into the ILS computar.

For morxe information on any of these staps enter the number of the type
of information you uwant or:
s/DIR - Directory of all available HELP wnfo,mation

9.1.2.1 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 bar code on their library card, or entering the equivalent bar code number
oxr the patron’'s last name. (If the wand 1S not used, enter the patron's last
nams instead of the barcoda number to avoid typing mistakes).

PATROM IDEMTIFICATION OPTIONS

NANE-This i1s the most common way to enter the patron data. Enter the full last
name or enough characters of the last name to narrouw the list down sufficiently
to display the desired patron entzy. If there ara more than § matches, ILS will
say (THERE'S MORE) and the user may then press F or B to vieuw additional
entzies that amatch. If the Sth entry saems to bz the cortect one, press ¥ to be
suze that the 6th or 7th c¢nes are not identical names. To see more information
foxr a patron in the list, snter [ followaed by the index number beside the
petron’'s rame. For enamplz, 1£f you had a list like:

JONES, JORN
JOKES, JOHN
JOHES, JOHX
JONES, JOHN
JONES., JOHX

F W -

o
x M C oW

and you wanted %o displey more information from :he patzon's record to select
the coxraect entry, you could enter 32 or D3 to view further information frow
the patzon record to accurstely identify the patron from the l:ist.

Once you're sure that you've found the correct entry., enter the index # which
appesrs 1n the first column in response to t.ae prompt PATRON: .

PATRON ID B~ The Patron ID & is equivalent to the bar code configuration which
appeatrs on esch patron's library card. It i1s made up of numbers and other
characters which are transformed i1into a pattern of thick and thin lines and
spaces uwhich together make a code %o identify both i1tams and patzons. A patzon
n1y be identified by this code., however, it 1s suggested that the staff use the
-and or type in the patron neme whenever possible, thereby min:mizing the

—chance of a typing erxrocz.
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PATRON AEGISTRATIIN - I£ the patron :s not already registered 1n <he patron
list, 1%t will be necessary %o 2nt:c¢ *thelir patron data 1n%0 the sys+tam befsre
any transaction can pe racorded 1ato ILS. Local ILS si<as may dev.sa thair own
Proceduras for gathering patron information, putizng 1t 1ato <he system at sonxe
later time. For 2 fuller discussion of patron registration refer =o =he path
PATRON REGISTRATION.

3.1.2.2 Zdentify Itea

IDENTIFYING ITEMS UITH THE BARCODE SCANNER

The DJarcode scanne: 18 the fastest way %o complete any %ransaction in Il

Jsiny the barcods wand eliminates the need Zfor having %o type in lengthy
patzon data, i1tem data and the %ransaction sywmbols (e.3. /CO or -CI). By
wanding ovezr a coded version of this same data, ILS users will not experience
the problems associated with uiskey:rng this important informat:ion.

To 1dentify an 1tem using the barcode scannex., the usexr must f:rst be sure
that IlS 1s prompting the usex with ITEM. At thas point the user must put %he
point of the wand on the barcode label., and movae the point of the wand

ovar tha pattern of black vwertical lines. It does not matter if the wand moves
from the left to right side or vice versa. Somatimes 1% helps 1£f “he wand s
held directly over the item, instead of at a glant the way one would hold a
pen. It is not necessary to scratch the barcode label. A little smooth stroke
13 all that 15 needed. Once I1S has recognized the i1tew, 1% will zespond by
heeping onca. This 1s to say. “I recognize <this itemi“ After a little piractice
with the usnd users will feel moxras comfortable using it.

IDENTITYING TTEMS WITHOUT R BARCODE SCANNWER

It 13 somstimes the case that useus eithex cannot or do not want to use the
Yazcoda wand. lUnder thess circumstarnces users aay instead z2ccess <he TLS
laster Bibkliograpnic Pila thiough alteznate options. In responsa to the prompt
IJEM, enter ? and a carriage return. ILS will display 8 access cvptions and an
additional option which affixes shor%t messages to zn itew record. YThay are:

(NOZF: ONCE YOU'RE DONE READIXG AN ITEM IDENTIFICATION OPTIOM
ENTER A "I' AND 2 RETURM TO GET BACK TO THIS DISCUSSIONI)

1. IID&= Item Identaification ¢ 6. TK = Title Kay

2. AV = Aythor 7. AT = Authors/Title Key

3. CA = Cail Nuaber 8. SE = Saries

4. IS = ISSN/ISBN 9. NI * Massage (for itam just entered)
5. C #= Library of Congress 2
9.1.2.3 Access by Item Identaification Munter

Identifyiny items by their IVEM IDENTIFICATION KNUNBER is one possible. yet
uncowmon way %Yo access an i1tem in the ILS system. tha IID% 15 “he alpha and
aumaric equivalenc to the pattarn of vestical black linas hich make up the ber
code 2nd 1s found on the bdar code label. It caan be up to !0 characters long.

To access by the i1tem 1dantification numbar, enter *hs Xey “IID#" 1n response
to %“he LS prompt ITEM. ILS will *hen ask for the IID¢ and ¢he user should
_2n%exr tha symbols as they appear on the 1tem's bar code label.IZf a user choosas
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this option, it is essential that the characters be entered exactly as they
appear.Any discrepancies :in the spacing of the characters or :ypos will yiald a
wzong match or no match. The user may combina these steps 1nto one Stap by
enteraing IID#20 $8 1 90 4 in raeasponse to the prompt ITEM.

SAMPLE: ILS prompts ITEM: ILS prompts ITEM:
USER types IID¢ OR USER replias IIJ#s0 s T30
ILS asks for the IID®
USER entars IID$¢ valuae

9.1.2.4 Access by Authorx

Accessing an item by the AUTHOR is a popular access option. The ILS systen
will accept eaither a full author surname or a partial surname. This 1s done
to afford the user the greatest amount of flexibility %o view either an
individual or range of entries:

SABPLE: AU=ANDERSON ILS will display all entzies w:th ANDERSON as
author, Wwithout regard *o which ANDERSON. The
user may select the desired i1tem by i1ts 1tem
numbez. If there are more than 5 entzies the
user may scan through them by pressing F %o
FORWARD through the list or 8 to BACKUP.

0 TITLE AND AUTHOR
1 The Silvexr Skates by Anderson. Hans Christianson
2 The Biogzaphy of by Anderson. Sandy E.

DISPLAYING THE FULL ENTRY

If the user is unsure about an entry being the correct entry the D command
(DISPLAY) can be invoked to display the £full record of this 1tem, to verify
that 1t is the correct entzry. The D command i35 par*ticularly useful when the
tzuncated title string gives either little or ambiguous information or is
otherwise not fully meaningful to the usexr. If the correct record cannot be
found using this access option, the user may select andother search Xey or
quit entizely.

9.1.2.5 Accass by Call Xumber

Locatad in most instances on the spine or some other visible part of an 1tem.
the CALL NUMBEIR is perhaps the most efficient, and pooular way of gaining
access to the recoxd of a speacific item. Rlthough various call nuaber:ing
schemes are used by libraries all over the world, (Dewey., Library of Congress.
and the National Librazy of Maedicine's being the more renown schemes) they
each require that a unique number be assigned to each piece 1n the collection.
The call number can ba as long as is the collection requires. Sometizas thin
items have long call numbers and thick items have short ones.

_To access by call numbez *the user aust type in CX in response to *hs ILS
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prompt ITEM. ILS will reply with EINTEQ THE FULL QR PARTIAL CALL MUM3ER. Then
“he usex can 2nter <he sall nuabex desirzred. If tns<ead <“he user wisaes <=0
combine theseé tuwo staps <he user wsay enter CA=QA75.35 1n response =5 %the ILS

prompt ITEM. This may save some timg. If *he user wWishes %0 See a range of
antzies beginn:ing with the same call number ILS will 4isplay 3 antries at a
t:in@ >n the screen.The user may press F to FORWARD or 3 %o gon BACKWARDS *hrough
the 113t .To see the £ull record »2%£ an :L<em entex 3 and the :1%tem’s I2 nunber.

.25 Accaess by ISSN or ISBN

The ISSN and IS3BN are numerxric conventions uwhich have 3een estahl:ished %o
standardize %nhe :dentities of both serzals and monographs respectivaely.
They are heavily used 1n <the acguisitions process oy publishers and
libraries alikaea as thay afford a succznct means of spacifying a desired
1*em. The numbery are a coda which 1dentifies both the publisher and

the spacific i1tan.

TIo access by either *he ISSN oz ISBN enter IS in response to *the IL3 prompt
ITEM. IUS wsll respond with ENTER THE FULL OR PARTIAL ISSK/IS3N. The user
must than anteszr 1n <he valua. The user may :nstead combine these %uo steps
M. LS will

1nto one by typing IS=0700223738 in response to %the ILS prompt IT

retrieve and then display on the screen all items which na<ch. If the user
wan%s a specif:ic 1tem. care must ba exexcised %o entar “he value exac*tly
sorrect. I£ the use2r wishes *o see a range of entries beginning with %*he sane

numsbesrs *“hen only a par%tial ISSN or ISBNX need be entered.

SAMPLE: TLS rromptis ITEM ILS prempts ITEM
USER zeplies IS QR USER replies ZS=07030223713%
ILS says ENIER THE TULL. ..
USER entars 0720223738

215 will then search the ISSN/IS3N index to find all possible matches, and will
display them on the screen. If there are more than 5 matches ILS will display
the £irst 5 and say THERE'S NMORE. The user may browse through the matches by
*yping F £for FORUARD or B £for BACKWARDS. If the correct en<ry s found <the user
zugt type the ID & of the correct match. £ the usez wants *o see the fyll
record for any entry., enter D and that entry's ID #%.

9.1.2.7 Access by LC Cazd Number

A LI3RARY OF CONGRESS CARD NUMBFER is assigned %o each item cataloged by the

Librery of Congress. This nuzber i1s vsed by libraries to order printed

catalog cards from tha library of Congress. The number 1s usually one of the
3ataloging elements :1ncluded in publishers’ Catalogang In Publication (CIP)

data. I+t is typically composad of 2 characters followed by a hyphen and

3 to ° additional numbers.

To access by *he LC % “he user must ‘ype in LC 1n zesponse %o *he ILS prompt
ITEM. ILS will <hen respond with ENTER THE FULL OR PARTIXL LT %. user
_nust then type 1in *the LC $. IL .8 possible %o combine “hese 2 staps 1into one
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by entaring LC»79-123456 1n response to *hae )

ssaxch the LC # :ndax to find appropriate =ua e 2n*tire LT ¥ uas
entered there will be only one matcn: :£ a pa $¢ uas antered “here may
be saveral matches). The user may browse through the matchas by pressing F =0
FORUARD and 3 to BACKUP. If the corract ent:zy 1s foui.d. antex tha ID & for <hat
antry. If the user 1s not sure that it i3 the corxect record the full zecord
aay be called up by pressing D and the eutry's ID §.

SAMPLE: ILS prompts ITEM ILS prompts ITEIM
USER replies LC# OR YSER enters LC=79-123u456

ILS says ENTIR THE FULL...
USER enters 79-123456

9.1.2.8 Accass by Titlae Key

Title access in the ILS system 1is almos® the same as what .s done in the OCLC
systeam. Users may type 1in a truncated search Xey composed of the £:rst feuw
chazac*aers of the £irst few significant words in the title. Articles and
other stop listed words (e.g. a, an. *he. and, United States) are ignored. The
key 3,2,2.1 is used %to match the £irst 3 characters of the Zi:rst word, the
first 2 characters of the second word, the first 2 charactexs of the thizd
word, and the first chazactar of the fouzth word in the title.

To access by title Kkey., the user must entez TK in response to the ILS prompt
ITEN. ILS will respond with ENTER THE TITLE KEY IN FORMAT 3,2,2.1. (NOTE: 1f

a title hes fewer than 4 words entar commas consecutively %o £ill in the Xey.)
These 2 steps may be coabined by typing (e.g.) TK=DOR,IL,ME,D. ILS will reply
by searching for and displaying all antries which match the search RXey. If
thexs axe more than 5 matchas the system will say THERE'S MORE and the user may
brouss through the entries by typing F for FORWARD or 3 for BACKWARDS. To be
sure that you have the correct record type D and the entry's ID &.

9.1.2.9 Accass by Author T1itle Key

The AUTHOR/TITLE Key is a combination Key used to sort out more quickly a
desired recorxd. Although the same words may be found in the titles of different
Jorks, it is liXely that different authors may be associated with each title.
In this case a 4,4 combination Xay of both author and ¢title would yield & moras
precise retrisval than a 3.2.2,1 title Xay.

To access by author/title Key the usar 2ust enter AT in response to the ILS
prompt ITEZNM. ILS will zespond with ENTER IST 4 CHARS OF AUTHOR'S LAST NAME ¢
IST 4 CHARS OF TITLE IM FORNMAT 4,4. The usar must then entar the characte:s
-39 prescribed. It 15 possible to combine thesa 2 steps by typing (e.g.)
AT*ALLR.B0DY for the entry Body Functions by Jon Allred. ILS will respond by
seazxching for all author title combinations with these chazacters and display
them in gzoups of 5 on the sczeen. If thaeare aze more “han 5 entr:res ILS will
say THERE'S MORE and the user can press RETURN to view them. To scan through
“he list press ¥ fox FORWARD and 3 zfor BACKWARD. To be suze that an entry :.s
for the correct record the user may press D for DISPLAY and *the ID number oi
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~Se en%try %to sae *he full reco:d 3£ *he encry.

9.1.2.10 Access by Series

Jnder the ILS system 1t is possible %o access records i1n %the Mastex
31dliographic Fila by the SERIZIS5S heading. Catalogers and osther lL:rbrary staff
nay £ind this access point particulaxly convenient 1£f %ney have series whicn
comprise many .ssues. These are most notable i1n the bYismed:ical and phys:sal
sciences and 11 special libraries that contain =he repor=s << the.r ajency or
coxrporation.

To access ILS via the seri:es optzon the user =must 2nter ST .n zasjponse %> “he

promt ITEM. (NOTE: This i1tem option should not e coniused wi1th the /SE commani

for serials check in which 18 another feature of %the circulation sudbsysten
and uses the SE command. Remember that the serials check in command reguizes
2 /SE %o get out %o *hat *ransaction activity, whereas accessing a recoxd oy

serves heading requixxes only SE 1n response to *he IL3 promp< ITEM.) ILS will

reply with EINTER THEZ FULL QR PARTIAL SERIES. The usez 2ay <hen antar any or all
words of the ser:as heading that are Xnown and ILS will search the serias index
to £ind a ma®ch. ILS will display all matches and £ there are more *han S5, =%ne

user may view them by entering F £or FORWARD or 3 Zfor 3ACKU?.
3.1.2.1 Massage (Itema Just IZntexed!

“mmed:ately af¢er a ussr has i1denti:ied z2n 1%em 1n the Cizxculation
Subsysteam, ILS allous Zo: 2 short zess#ge (o be entared.

3.1.2.12 RE Cowplaia Transacxicon

Aftar the corract patron und the corrvect jtem(s) have been i1dentified into
the ILS., the usezr must now CONMNPLETE THE TRAMSACTION. It 1s not sufficient
to stop here, because up %to thig point ~hs data has only been sent to the
tarminal; 1% has NOT bean transzitted into the computer. Completing the
trensaction ¥ the wvay by which tha i1nforumaztion 1s trangmit<ed Zrom the
“erarnal 1nto the computer.

To complete a circulation subsysten transaction, the user must press @ither
spac2al function Rey . wr the up arrow or - Ray. This wWill cause the data
stored n the terminzl %o be transmitted to “he cowputer and recorded in the
saster 3i1bliographic File. In the avent thrt & user does not want to compiste
*Ne txansaction (e.g. +f a dewo 13 bsing given, or f a patron decides at the
las? ainute not %o rane't tha bookis] 2£re: 211) 2RESS 53027 or “he SPECIAL
FUMCTION % Key or ~ 2nd vatuzn and the Iratsaction *1ll he erased completaly.
It will b2 the same as 1£f the data had never boen
~This also means. aowever, thal 1f the user Z2asls %o presy -~ >r Zunction I Ray
ZIMEDIATELY after entering *he last 1tam, the jyvod data could be erased tooi:
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3.1.3 RE Special Features

Thare are some sSpecial features :n CZHECK

of Which may be of halp when

1. Jue Date Override -

2. The Patzon &t the -
“Botiom'* of the
Patron list

3. Talephona vezsus
In Paerson Renewal

..

IN *hat users should e awace
perfarming 7THECK 2uUT. They ara:
Jsers may override <he iue date for an iten
aitar 1% has Just Deen checXed out by en%tering
two charac*ters., 20 for Jue Jate IL3 W&ill Twhen
ask for a neu due da%e. Users may then entar an
actual new due date o5r a symbolrc new dua dace.
An actual new due date means antering *thae actual
datae an :1%em 15 due (4,30/80). A symbolic due
date means advancing %ha due date a cer%ta.n
number of days from %oday and .3 entered as
T+soma numdar. If the 1%ea uas originally due
4715, by typing T+135 1t will now Ha due on 432
NOTE® If +the 1tew ‘ust checked 1n s a ser:ial
temporazIy L%tam., type 'S' insTead of T+" rse
1s equal %o one .ocan per:od 2% T days.

Wrhen searching +*he IL5 Patron Lis% Zor <he correc<t
patron, users must NOT assume that the Last patrcn
on the 2cieen (the S*h osne displayed) 13 the on.y
patron with that nawe. If the last name on the
screen 3eems to be the correct entry. users should
gstill 3o FCRWARD osne screen %o find out 1% *here
are any wore entries «“ith the same nama The
chances of chis happe:ing are especially high for
commolt surnames sSuch as Sm.th, Jones or 3rsun.

ILS has deen des:jned %o accomanda‘e renewa.s nade
1n person or over the phone . If <the renewsl is a
*elephone renewal the user wus<: _>Cats *the lten o
be renewad frow <he Li3% «hilith appears after ne
patron has been :r“anct: ed I *Sa renswa. .S

made 1n person., >y el I *Ne Corrouer SrY scmecne
else for thes, the .Ser may v.Ther se.ec% "he ."en
from the .List. or may wand "he bSar codes of %Ze
1tems 1nstead. 3efore Jand:ing “he :-ar coces.
howaver. thea user shoul!l re -e that *he
correct petron has been ne otherwise vou
could rTenew an 1%em <0 a person Wwho never checied
1¢ out 1n the fr1.%3% p_.ace ‘"see adove The ?atIon
at the Botlom oi *he Lis..
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. Cvarview % Receipt ThecK-In

Receip ThecL-In

i. Step by Step Proceduras For

3. Spec:ial F2actures for Recexpt Theck-In

Please enctar *he numder of

1.1 AL fSwverwview

RECEIPT CHECK IN 13 used w»henezver a patron sp=cif.as :hat a recexpt he
Jenexzated, l*temizing hat they have Just returaed = “he
has te2n des:izned %2 acconmodat2 %thosa ILS s:ites ;
nay require documentation of a clear acsoun hrefo
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ENT
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enter -he
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nd Jnder these circ.ums-ances .Se.3 1ay .nstaadi actess *the LS
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r ® and a carriage zeturn. IL3 wil. display 8 sccess optiLons and an
option which affiires shozr*t amxsseges to an .téx record. vhey re:

£ YOU'REL DONE READING AKX IT
ER A 'T' AND A RETURX "0 JET

Item Identification %
Author

Zalli Number

ISSN/IS3N

Library of Congzess *

PO R

Accass by Item Identification Humber

g items Sy Shesr TTEM IDENTIFICATION NUMBE
ay %o access an i+-em ... the ILS systen 1
uivalent to *he pattezn of wverticai
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by %the Lten
TTEM ILS will

srompt

or b

sust entered)
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JPrompt ITEM.

R | Azcess by Auther

he AUTHIR
autnhor
jrsates*
entries

Azzessing an
W4ill accep=

“o afisrd =h
inaavidual oc

SAMPLE: AUsANDERSON LS
au<h
usex

user
FORW

1lver Skates by Ande
icgzraphy 2% Sy \nde

DISPLAYING THEI FULL ENTRY

If the user 1s unsure about a2n e
SPLAY) can be invoked %o diso
t 1% 18 ‘he correct entry. Th

[SBe
“ha
runzated Litl2a string gives eyt

t

i
1
s
nunber. If =here are =ore “han
s
5

1S A 2002ULATr avcess Ot
surname 7Y 3 ~arTial 3
anount nf flemibiliey *

2
will

or, wAth

elect the desized

splay all entr.es J1%t
hout reyard <o wn:ich

Bay

tay
ARD *th

can “hrough %hea -y
ough the l:st o5z 3 ¢

"~

rson. Hans Chris<iansan
rson. Sandy I.

ntry de:xrng tha correct antry *he J cuwwand
lay thea full record of <this i1tem. to werify
e 2 coawend 15 particularly useful when tine

har litile of ubiguous 1nioarumation 22 1§

nstherwise not fully meaningful ¢o *hs usz<z. % “ne cohr-eci recors caanot be

£fyund using this access option.
Juit entirely.

10.1. 2.4 Accaess by Call Numberx

Located 1n m0s%t .ns<tances on the
“he ZALL NUMBER s perhaps the =
access <o ~he record of a specif
schemes are used Dy l.braxries al
and the Nat:ional Libdbrary of Med.:.
sdach require *“hat a 4nigque numbe

the user 4gy fel6Ci another search Xey or

Sspirne Or sowe o:ther visible part of an itz
ost afficient, and porular way of gFarning

3 ttem. Although various call nuasberzng

L over *he vorld, (Jewey, Library of Congress.
cine's being the amore renown schemes) %they
r be assigned to each p.ece in +the collect:xon.

The call number can be as long as 1s *he z9llection zajuires. Sometimes thin

items have long zall numbers and

1l numberz the use

v
5 will reply with
.

T2 access bty ¢
“he user can e
combine these tuo s%teaps *he user
2yvmpt TIM. This nay save some
entr.es beginning with the same
“i1ze on the screen.The user nay

_the li3t . To see the full record

thick 1tems havae short ones

r must type 1n CA 1in Tesponse to the IL3
ENTER THE TULL OR PARTIAL CALL NUNBER. Then

er the call numbaer desired. IZ ins:ead “he user w:shes %o

may entexr CTA=QA75.'S i1n response to the ILS

e. Zf the user wishes o sea a range of

call ausber ILS will display I entxzies at a
prass F to FORWARD or 3 to go BACKWARDS through
2f£ 2n 1%*em anter D and the rtem's 1D number.
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10.1.2.8 Accaeass by ISSN or IS3X

The ISSX and ISBN are numeric conven%ions . hich have teen es%tabl:shed <o
standardize the :den%titias of both ser.a’ls and monojrapnhs zespesvively
They are heavily used in %the acquisLtilons process Jy Dud.rsners and
libraries al:xe as they afford a succinct neans of speciiying a desized
i1tem. The numbers area a code which i1dent:fies both <ha pudl.snrer and

~he specific 1tenm.

To access by either the ISSN or ISBN enter IS i1n response “o the I.LS proampt
ITIM. ILS will respond with EMTER THE FULL OR PARTIAL IS3N/IS3N. The user
aust then entar in the value. The user may :ns*ead combine <hese *wo s<eps
into one by typing IS=0700223738 1in response to *the I.S prompt ITEM. ILS will
retrieve and then display on the screen all .%ems whick Patch. I£f ‘he use:
wants a specific item, care must he axercisad %o enter the value exactly
corxect. If the user wishes to see a range of antr:es bSeginning with <!
numbers then only a partial ISSN or IS3N need be entered.

sane

SAMPLE: ILS promptis ITEM I.5 prompts IT
JSER zeplias IS OR USER repl:ies I
ILS says ENTEIR THE FULL...
JSER snters 0700223738

I1S will then search the ISSN/ISBN index to find all possible matches., and will
display them on the screen. If -here are more than 5 matchas ILS will display
the first § and say THIRZ'S MORE. The usev may browse throush the satchas by
typing F for FORWARD or B for 3ACKWARDS. I£f the corract ent:cy 5 found the user
aust type the ID & of the correct match. I£f the user wants <o see the fyll
racord for any en*ry, enter D and that entry’'s ID ¢.

10.1.2.6 Access by LC Card Number

A LIBRARY OF CONGRESS CARD NUMBER 1s assigned *o each .tem cataloged by the
Library of Congress. This number 1s used by .::raz:ies %5 osrdar psrianted
catalog cards f£rom “he libhrary of Congress The number is usua.ily 2ne of the
sataloging elements included 1n publishers' Catalosging In Publication (CIP)
data. It :s typically composed of 2 characters followed ty a hyphen and

3 %o 5 additional numbers.

To accass by the LC & the user must type in

LC 1in response “o “he TLS promptT
ITEM. ILS will *hen respond with ENTER THE rul
]

ZR PARTIAL LC & usaer
must then type in *the LC ¢#. It 1s possible ¢ omdLne these 2 staps :nts one

Dy entaring LC279~-12345%56 1n response *> the prompt ITEM. ILS will then
smarch “he LC # index %0 £:nd appropriate nacznes I£ +he antize LC ¢ Jdas
entered there w:ll be only one match, £ a part:al LC ¢ uas entered “here may
bea several matches). Tha user may brouwse through %*he matches by pressing F %o
FORWARD and B to BACKUP. If <he zorrzect entry is Zound. anter <he ID ¥ Zfor *hat
entry. If the user 1s not sure that 1t 1s the correct record *he full record

_3ay Dbe callaed up by pzessing D and the entry's ID ¢

L
5
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SAMPLE: IS »rompts ITIN
JSIR raplres LC# TR MR-
1.5 says TIR THE FIJLL
JSER entars "I3-123436

L T S Access Sy Titla Kay

Ti%le a“cess in “he ILS sys*em 15 almost “he game .5 Lnat

e -
systam. !sSars may type In a truncated searcn <ey Io.posen LI
chazactars of the f:rst few significant words :n the “.%le a4
d red T

ather stop listed words (@.3. a. an. *he. and. Jni<ed S*ta<
Ray 3.2.2 ! 13 usad t2 match the £1rst 1 characters I “he
Sizst 2 charactezs of *he second word, %he £.xrs® & <natac*
4ord. and the f:zs% charactez of +he four%th wozd . (5T TR

To access by +1tle key. the user aust enter TX 1n rasgponse O
ITEM. IL5 will zespond with ENTER THE TITLE KEY IN

a *i*tle has fewer than 4 words enter commas -onsecutively "o I
Thase 2 staps nay e combined by %typing {@.3 ) TX¥2CRp IL.NE.T
Sy searching #2z and 2fisplaying all entr.es <hich A che ge
there are mora <than 3 matzhes <.e sSystem will say E 53 “COFE
hrowse through the en%ries by typing F for FORWARD or 3 :ior 34
sure that you have %he correct record %ype D and the entrr’'s I

10.1.2.8 Access by Author Titlae Key

TNe AUTH" i/TITLE Key 1S a combinatlon Hey used %o sort 2u% 23018 juick
desired zecord. Although the same words may be found 1n the *®itles of
works, 1t 1s lixely *hat di1fferent authors may D@ agsdcirated 4ith eac
In this case a 4,4 combinat:ion key of both author and t:tle woull y.ald
precisae zatrieval “han a 13.2.2.' Si1tle key

To access Dy authors+itle key *he aser aust enter AT .n resrtonse %z the IL
srompt TTEM. I.5 wi1ll tespond with ENTER 1ST 3 CHARS OF AUTHOR'S LAST MAME &
1ST 4 CHARS OF TITLE IN FORMAT 4.4. The uyser must then enter the character
as prescribad. I+t is possidle to combina these 2 steps by typing {(e.g.!
AT=ALLR.30DY for the entry Body Functions by Jon Allred. ILS will respond Dby
searching for all author titla combinations wi<h ‘hese characters and dispiay
them 1n groups of 5 on “he .creen. If thers are more tnan 5 entries I1S w~will
say THERE'S MORE and the user can prass RITURN %o view them. To scan through
~he lis* press 7 for FORWARD aad B <or BACKWARD. To 3e sure *that an eniry 1%
for the correct record tha user may preass 2 fozr DISPIAY and the I2 number of

_*the aentzy to see the full racord of the entry.
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10.1.2.9 Access by Serias

Undexr the ILS system 1t is possible to access racords in the Mastaz
3i1bliogzraphic File by the SERIES heading. Catalogers and other library staff
may f£ind this access point particularly convenient 1f they have series which
comprise sany lssuaes. These are most notanle in %*he biromedical and physical
sciences and in special libraries that contain the reports »f therr agency or
corporation.

To access ILS via the series option the user aust enter SE in response to the
promt ITEM. (NOTE: This 1tem option should not be confused with the /SE command
fozr serials chack in which is another £featura of the circulation subsysten

and uses the SEZ comamand. Remember that the ser:ials check i1n 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 wall
zeply with ENTER THE FULL OR PARTIAL SERIES. The user may then enter any or all
words of the series haading that are Xnown and ILS will search the series index
to £find a match. IL% will display all matches and :1f there are mora than 5, the
user may vieu them by entaring F for FORWARD or 3 £for BACKUP.

10.1.2.10 Message (Iteam Just Entezed)

Immediately after a user has identified an i1tem in the Circulation
Subsystem, ILS allows £or a short messaga to be entered.

10.1.2.11 RI Creata Receipt

HELP TEXT FOR THIS ACTIVITY IS IN PROCESS. TFUTUREX RELEASES OF ILS
SOFTWARE WILL INCLUDE THIS MATERIAL.

LOCAL ILS SITES THAT WISH TO CREATE THEIR OWN HELP DISCUSSIONS ARE
REFERRED TO THE ONLINE DJOCUMENTATION IN ILS “HELP®“.

10.1.3 RI Special Faatures

AEL? TEXT FOR THIS ACTIVITY IS IN PROCESS. FUTURE RELEZASES OF ILS
SOFTWARE WILL INCLUDE THIS MATERIAL.

LUCAL ILS SITZS THAT WISH TO CREATE THEIR OWN HEL? DISCUSSIONS ARE
REFEZRRED TO THL ONLINE DOCUMENTATION IN ILS “HEL?“.

Page S




1 RESERVE

11 INTRODUCTICN

The RESERVE procedure 15 used to identify an rtem %o bte put on reserve
and begins the process to reserve tha ltem.

AVAILABLE INFORMATION
1. Overview 0of Reserve

2. Step by Step Procedures For Reserve

Special Features £or Reserve
Plaase antar the nuaber of the type of :information you desire:
A I N | AV Qverview

RESERVE :3 used *o alert ugers that another patron would like to check out

an irten that hes just been checked in. RESERYE sets up s message in ILS,
“ITEM IS ON RESERVE...ENTER °'C’' TC CONTINUE. RETURN TO TERMINATE..." uwhich
signals Sha usar that the patron requesting the reserve be told that ths

rteam has bean zeturned. locel ILS sites may determing whether the item is %o
e checked out and sent %o “he jpatron raqueasiing the raserve. or 1%f a notice
is to be ssnt advising that the zreserve =i1ill be cancallad if the patron doas
not appeaz within (e.g.) 3 days io check out the 1%tem.

RESERVE enables usaers to either 2dd, edit, or delate raquests %o reserve Ltems.
RESERVE can modify antyies :n either an i1tem gqueue or a patron queue. The i%tenm
Jueue lists all the patrons who are w21iting to check out a given 1temn: the
patron queue lists all *ha currently checkad out :tems a given patron has asKkaed
the lidrary *o reserve.

1.1.2 RV Step By Step

In RESERVE users nay eltherx:
1. ADD 2 resarve reques..
2. EDIT a reserve request, or
3. DELETE a ieserve request.

4hen eithar delat:ing o2r edi*ing an already established reserve raquest, ILS
Wwill prompt *“he usear to specify vhether +they wish %o access the 'I'TEM QUEUE OR
‘PATRON QUEUE. Ahen cresting a reserve request for the f.rst time. ILS
_automatically prompts the user for PATAUN® since no record currently exists :n
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eirther queue.

For sore information on any of the above czhoices the user should anter the
nusber assocrated with that zhoice.

11.1.2.1 RV Add a Resarve

To add a reserve request the user must respond to the £silowing ILS promprts:

A. IDENTIFY THE PATRON - To display detailed :nstructions for pation
i1denti1fication options enter .

8. IDENTIFY THE ITEM -~ There are 8 1tem 1dentification options., and ona
other option by which a message can be rnput Zfor
+*he last i1tem entered. For more NELP on using any
one of thesa options anter the number associated
Wwith that option below:

2) ITEM ID$ 5) ISSN/ISBN 8) AUTHOR/TITLE KEY
3) AUTHOR 5) LC% 9) SERILS
4) CALLS 7) TITLE KEY 13} MESSAGE (ITEIM)

C. IDENTIFY THE COPY® - Spacify the copy® of the 1%tem to be reserved

D. SET THE PRIORITY ~ ldentity “he order in which this reserve 1is to
be handled.

£. SET DATE NOT NEEDED AFTER - Enter the last possible data the patzon
can wait. If the date entered has past.
ILS will say “YOUR TYPED DATE IS PAST,
TYPE FUTURE DATE™.

F. ROUTING INFORMATION - If desired, the user may enter a free text
message, detailing further what should happen
to the 1tem once 1t has beenh returned.

3

PRESS RETURN - The user 2aust enter a carriage return to finish.
ILS will prompt again to add the next reserve.

11,1202 RV Edi%ing an Item or Patron Rueue

ILS allows users to edit an zlready eatered zeserve request by accessing
e1ther an ITEM QUEUE (1.e. all ratzons waiting for a particular ttem) or
a PATRON QUEUE (1.e. all i1tems *hat a given patron 1S waitlng to -eceive).

-ZLS bagins bdy prompting the user:

‘Y'tem QUEUE OR 'P'ATRON QUEUE: The user must respond with either an I or P
ILS 4ill prompt the user as detallaed below 1n each respective case.
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To edii ITEM QUETUE ILs will ask for: ¥T> adit PAT2GN QUEYE IL5 will ask for:

T
ITEM: Select any one of the availabla *PATRON: The user aay use any of <he
access options. For more HELP on * avairlable patzron 14 osp=ions.
any option, entar *ha nunber of x For more HEL? on these ~cphions
that option as 1t appears belou: x enter !.
2)IID# 4)CA B)LC  8)AT 10MI =
3)AU 5)IS 7)TK 9)SE x
z
Edit thea ITEM QUEUE (cont'd) *Edit the PATRON QUEUEL {(cont'd)
COPY¥: Entexr the number of the 1%tem %t ¢ TITLE AUTHOR CCPY RESEAVE EXPIRES
be zeserved. ®1 Cats Smith ! 7-4-30

z
WHICH PATRONM?: ILS displays the queue *WYHICH ITEM?: ILS will l:st all 1tens
of axisting patrons and the user ¥ reserved by the patron.
nust enter the number of the entzy*
to be edited. ILS will display the*POSITION IN QUEUEL: Enter <he nunmbter of

following table: T*the item to be adited.
x
$ Patron Copy Not Needed A£ter®*COPY: The user must en+ter the correct
1 Selander 1 5~25-80 z copy number.
2 Duncan 2 6~30-80 ...atc.f%
*DATE NOT NEEDED AFTER: Enter %the new
PRIORITY: 1/The user »ay edit priority ¥ date not needed after.
of the zeserve request(default=1).%
XROUTING INFORMATION: A free *ext
ROUTING INFORMATION: A free teaxt message”’ message 3ay be antered and
may be entered and editad. The *® edited. The user must REPLACE
user must REPLACE a stzing of b a string of characters WITH a
characters WITH a new string of x new string of characte:is.
characters. =
x
We will send this book to Windary. x Routa to Registrar £firs%.
REPLACE: Wi WITH Bi R*REPLACE: first With last
We will send this book to Bindery x 2oute to Reg:istrar last.
11.1.2.3 RV Deleting an Item or Patron Ruaue

ILS allows users ‘o delete an already entared reserve request by accessing
either an ITEM QUEUE (1.e. all patrons waiting for a fax=icular item) or

a PATRON QUEUE (1.e. all itams that a given patron is waiting %o raceive).
ILS begins by prempting the user:

'lL'tem QUEUE OR "P'ATRON QUEUE: The user aust respond with either an I or P.

To delets ITEM QUEUE x To delete PATRON QUEUE
ILS will ask for: * ILS w1ll ask for:
x
ITEM: Select any one of the available fPATRON: The user mnay use any 2f the

accass aptions. For moxe HEL? oan
any option, anter the number of
that option as 1t appears below:
2)IID® WICA 6)LC 8)AT to)nI
33AY 31IS TITK 3)SE

avarlable patron 1d options.
For more HELP on *‘hese options
enter 1.
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Deleta the ITEM QUEUE (cont'd) *NDelete the PATRON 2UEUE (cont'd}

COPY: ¥Entar the nuaber of tha :tam to £3 TITLE AUTHOR COPY RESERVE EXPIAES
be rzesarved. *(ILS will li1st and number all items
Zreserved by the patzon.)
L 3
WHICH PATRON?: ILS displays the gquaue *WHICH ITENM?: Entar the numbexr or the
of existing patzons and the user = 1tam.
must anter the number of the entryz
to be edited. ILlS will display thes
follouwing table: x
z
$ Patron Copy Not Needed Afterx

1 Selander ! 5-25~80 x
2 Duncan H §-30~80 ...atc.x
4
z
Dalats the ITEM RUEUE (cont'd) *Delata the PATRCON QUEUE (cont'd)
b
OK T0 DELETE? MNO/s/ Enter a 'Y' and a *0K TO DELETE? NO// Enter a 'Y' and a
RETURN %o delete. EZntar RETURN to «x RETURN to daelete. Enter RETURNM
leave the record unchanged. x to leave the record unchanged.
x
DELETED (ox) NOT DELETED *DELETED (or) NOT DELETED
t 3
ILS will retuzn to the prompt OPTION: * ILS wilil return to the prompt OPTION:

11.1.2.4 Identifying the Patron

Any and ell ILS functions involving patron data requize that the patzon e
accurataly identified in the ILS. A patron may be identified by aither wanding
the bar code on their library card. or entering the equivalent bar code nusmber
or tha patron's last name. (If the wand is not used, enter the patron's last
neme instaad of the barzcode number to avoid typing mistakes).

PATRON IDENTIFICATION OPTIONS

NAME-This is the most common way to enter the patzon data. Znter the full last
naze or enough characters of the last name %o narrow the list down suff:ciently
to display the desirad patron entrxy. If there ara nore than 5 matchesy, ILS w1ll
say (THERE'S MORE) and the user may then press F or 3 to view additional
entzies that match. If the 5th entry seems to be the correc% one. press I to bde
sures that the 6th or 7th ones are not i1dentical names. T5 sea nore inforaation
for a patron in *he list, enter D £followed by the index number beside the
patron's name. for example, 1f you had a list like:

JONES, JOHN
JOMES, JOHN
JONES, JOHN
JONES. JOHN
JONES, JOHN

V& W -
mwmoow

and you uwanted to display 3ore information from the patrcn's record to sealect
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e e

the corzect eantzy., you cou.d en<er D2 2z 23 %2 view further 1nformation fxcam
the patron record %o accurately xdentifiy %*he patzon £rom the liscz.

Once you're suyre that you've found *he corract entrzy, enter *the :ndex ¢ which
appears in the first column i1n respense to the prompt PATRCON:.

PATRON ID #- The Patzon ID & 1s aquivalant %o the bar code configuration which
appeazrs on each patron's librazry cazxd. It i1s made up of numbers and other
characters which are transformed into a pattern of thick and thin lines and
spacas which together =23ke a code %o 1dentify both 1tems and patrons. A patron
may bea identified by this code, houever, 1t 15 suggested that the staff use tha
wand or type 1n the Patron name whenevear possible, thereby ainzarzing the
chance of a typing error.

PATRON REGISTRATION - If the patron is n»ot already Tegistered in the patron
list, it will be necessazy to enter *thair patron data :in%to %the sysiem before
any transaction can de recorded into ILS. Local ILS sites may dev:ise *their own
procedures for gathering patzen :nformation, putting it into the system at some
later time. For a #ullaer discussion of patron registration refer to the path
PATRON REGISTRATION.

71.1.2.5 Accass by Item Identification Number

Identifying 1%ews by *heirxr ITEM IDENTIFICATION NMUMBER is one possidle, yet
uncommon way to access an item in the ILS syetem. The IID# 1s the alpha and
nuperic egquivalent to the pattarn of veztical bilack lines which maka up the dar
so0de and 1s found on the bdaz code labal. It can he up to 10 characters long.

To access by tha i%tam identification numbexr, enter the key “IINS" in responsa
to the ILS prompt ITEN. ILS =will than ask for the IIDA and the usex should
anter the symbols as they appear on the item's bar code label.Zf a user chooses
this option. 1t s essential that the characters be entered axactly as they
appear . Any discrepancies in the spacing of the characters or typos will yield 2
Wrong match 9r no match. The user may combine these steps 1nto one step by
entaring IID&=0 €4 ! 30 4 in response to *he prompt ITEM.

SAMPLE: ILS prompts ITENM: ILS prompts ITEM:
USER types TID# OR USER replies IID#s0 s 1 90 4
ILS asks for the 1ID#
USER enters IID% value

11.1.2.%6 Access by Author

Accessing an rtem by the AUTHOR igs a popular access option. The ILS systen
will accept er*her a full author surname or a par%*:al suzrname. This .s done
to afford the user tha greatest amount of flexibility ¢to view elrther an
individual or range ¢of entries:

SAMPLE: AU=AKDERSON ILS will digplay all entries with ANDERSON as
author, without regard to which ANDERSON. The
ugar may Selact the desired rtem by 1ts i1taenm

W ~Nmgmae -
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number. If therxe are more <han I antries <he
user may scan through <hem by pressing F <o
FORWARD through the 1215t o5r 3 <o 3ACKUP

p] TITLE AND AUTHOR
1 The Silver Skates by Anderson, Hans Chr:istianson
k4 The 3:o0graphy of by anderson, Sandy £

DISPLAYING THE FULL ENTRY

If the user 1S unsure about an entry being the correct entry *“he D command
(DISPLAY) can be invoKad to display the full record of this 1tem. %o very:,
that 2t i1s the correct entry. The D command 15 particularly useful when ¢<he
truncated “itle string gives either little or ambiguous i1nformazion or s
otherwise not fully z2eaningful *o the user. If the correct resord cannot »ne
found us:ing this access option. *he user may select another search Aey Or
qulit antizely.

LI I B B Access by [all Number

Located 1n most instances on the spine oz some cther visible par= of an iltenm.
the CALL NUMBER .s perhaps the mnost efficient, and popular way of jaining
eccess to the record of a specific 1tem. Al%hough varisus call numbexing
schemes are used by librazies all over %he world., (Jewey, Library of Congress.
and the Mational lLibrary of Madicine's being *tha dore rerown schemes) they
each utequire that a uniqus number be assigned o each pirece in %the collec<=ion.
The ¢all number can be as long as 1s “ha collection requ:res.  Sometimes thin
L1tems have long call numbars and thick i1teas have short ones.

To access by call number *“he user =aus*t *ype 1 CTA :n regsponse to the ILS

prompt ITEM. ILS waill reply wi<eh ENTER THE FLL "2 PRaTIAL ZALL NUM3ER. Then
the user can enter the call numbar desired. - 1nsvead the user wishes o
combine these %“wo steps the user may entar ZA=22A7% "5 i1n response %5 the ILS
prompt ITEM. This may save some tine I: *he ser Lisnhes "2 see a Tange o%
entries beginning with the saze ca.l number 7.7 J:.. display 5 en<ries at a
time dn the screan. The uyser may rress ¥ ¢ FTRWARD 21 2 tc 39 BAIRWLAADS “hrzough
the list.To see the full recozd of an :%em en<=ar J and <he .%am's I numoer.

t1.1.2.8 Acceass by ISSN or ISBN

The ISSN and I3BN are numeric convent:ons which have been es*abl:shed “o
s*andardize the identities of both ser>a’s and msonogracsns resjtec rely
They are heavily used in “he acjuis.*1ong pro<ess by publ:shers and
libraries aiixe as “hey afford a succinct neans 2f s»eciiyinjy a desired
1%em. The numbers are a zode which .denc:Zfies 20th =ne pub..sher ani

the specific i1tem.

To access by erther the ISSN »r I53N enter I3 :n response *5 “he 1% 2romp*
ITn. L5 wi1ll =zespond with ENTER THE FULL QR PARTIAL ISSN/ISBN The usec:
sust then entar 1n *“he value. The user may i1nstead comc.ne “hese <wo steps
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I8=3733223733 1n responsa -5 -he L3 2
d.splay on “he sSczreen 1l. 1%273s wnLTn ma

“aANTS a sF2 LC 1%@m, Care mMUsS*T Sa axers.isad
cozTeact. I£ e user wishes %o see a ranje of
nunbers +*hen only a paz%ial IS3IN oz IS3N nead te

SAMPLE® ILS prompts IT
USER replies I
.3 says INTEIR THE FULL. ..
USIR enters 272022373

R replies

ILS will thaen searxch the ISSN/IS3BN :ndex *o Zf:ind all »s0s31dle na<-hes. and will
e h

display them on the screen. If there are mor than 5 ma<tches I.3 411l d:splay
tha £1rst 5 and say THERE'S MORE. The user may brouwse =*hrough %the natches by
typing F £for FIRWARD or B for BACKWARIS. IZf the corszec<t 2n%ry 15 found zhe user
must tType the ID % of the correct match. T£ the user wan%s *3 3ae <he £ull
record for any entry. enter D and *that entry's ID #

117.1.2.9 Accaess by LC Card Numher

A LIBRARY OF CONGAESS CARD NUMBER 15 assigned to each 1

2m za*taloged »y the
Library of Congress. This number 1s used by librazies 3

catalog cards from the library of Congzess. The number 135 uysually osna 2% the
cataloging elements included 1in publishers' Cataloging In ?wizlication (CIP)
data. It 1s typically composed of 2 charactexrs £followed Lty a ayphen and

3 to 6 additional nunmbess.

To access by the LC $ the user amust type in LC in respcnse *o *he ILS prompt
ITEM. ILS will then resvond with EXTER THE FULL OR PARTIAL LC ¢ user

nust thaen typa 1n the LC ¢. It is possible to combine <hese 2 s*eps i1n%to one

by entaring LC=279-123456 1n response %0 the ILS prompt ITEM. ILS will +hen
search the LC ¢ index to find appropriate matches. (I£ the entire LC & uas
2ntered there will bhe only one match; £ a par+ial LC & was antered there nay
be sevaral matches). The user may browse through the nmatzhas 5y pressing F <o
FORWARD and B to BACKUP. If the correct entry 1s found. en®er the ID2 ¢ for +*hat
antzy. I£ the user .3 not sure thaf 1% 1s “*he correct zacori *ha 11l record
may be called up by pressing D and the entry's ID ¢.

23

SAMPLE I.5 prompts ITzIn ILS »2rompts ITEINM
JSER raeaplies LCH IR JSER en<aers LI="%-'23u56
ILS says ENTER THE FULL...
JSER entexs 79-123u56

1.tz Access by Title Key

Title access in the ILS systam 1s almost the same as wha%t 1s done 1n <the
$73%ans. Jsarg way typa in a “runcated seaarch Rey composed »f the £f.rst 2




characters of the f::zst few s:ynifrcant words le
other stop Lis%2d wozds "e.3. a, an. the, and, tat
Ray 3.2.2.% us used o aawxch =he first 3 charactars oi <he
£1rst 2 characters of the second w“ord, =the Z:zst 2 charact
w4ord, and the £irst character oz %the fouyth word 1n The =i

To access by titla Key, “he user aus®t enter TK :n re nse «©

ITEM. TLS wi1ll respond wWwith ENTER THE TITLE KLY IN T - 2. . vE

a title has fewer *han 4 uords enter commas consecutr 1y %o £ ey !

These 2 steps may bde combined by *yping ‘@.3.) TK=DOR,IL £.2 ILS w:ll zeply
- £

by searchiny for and displaying all entries whizh match
there are more *han S5 matches the system will say THERE'S
hzowse through the entries by <yping F Zor FORUWARD oz 3 £
sure that you have *he correct record type D and the entz

he search Rey. I£

“0RE and +*he user may
or 3ACKWARDS. To be
v's ID %,

trorozont Access by Author Title Hey

The AUTHOR/TITLE ey s a combination “ey -:sed %o sor% ou* more Tuickly a
desizad racord. Although the same words may ose Zound 1n <he =zi%les of different
JOKKs., 1% 18 L:Kely +%hat di%ferent authors may be associated wi<h each tiile.
“n this casa a 4.+ comdina%tion Xey of hoeh author and ti4le would yield a more
precise retrieval than a 3,2.2,3 witle Rey.

7o access by authors+i%le Kay *he user must enter AT in response to the ILS
prompt ITEM. I1S will raspond with INYER 'SY 4 CHARS OF AUTHOR'S LAST NAME 4
15T 4 CHARS OF TITLE IM FORMAT 4.4%. The user aust <then 2nter the characters
as prescrided. It 1s possidble %o ccmbinz these 2 steps by typing (a@.3.)
AT®ALLR.30D? for *he entry 3ody Functions by Jon Allred. ILS will respond by
searching £or 2.1 authox %1%le combinaticns nith these tharacters and Zisplay
thea :n 7roups of 5 on tie screean. IFf ther:z are more than 5 entries ILS will
say THERE'S ™MORE end tha usar c¢an rrtss RETURN ¢o wiew them. fo secan through
the l1st preses F for FORWARD and I Zfor BACKWARD. To e sure that an enty 1is
£ar *he zorrec® record the usar may press O for DISPLAY and the ID number of
~he entry %to see the full record of the entry.

11202 Accaess Dy Series

Jnder the IL3 sys<tem 1%t 13 poss:ble o access racor in the ™as‘er
3:hlisgraphic Faile by =he SERTES heading. Tatz2iogex and other library stafsf
say find %his access pornt par*icularly :sonvenient 1% %they have serlas which
Somprise many issues Thesa sre Bost notaple :n %he Sicuwedical and phys:ical
scrences and 1n spacial lidraries that contain the repotr<ts of their agency or
corporation.

is
s

*5 access I.L5 71a “Ne seri:es option *he yser wyst enter SE :1n response to the
sromt ITEM. INATE: This Ltem option should net e confused with the /SE command
£or sarials cheack :n which 1¥ another fea-ure »>f “hne ~irculation subsysten

and uses the SE command. Rewember %“hat “he ser:als checx .n command zequizes

a 7/SE to 7et Hu* *o rhat transaction activity. whereas accessing a zecord by
series ~eading raquires saly SE 1n rasponse %o the ILS prompt ITEM.) LS wilil
reply with ENTSR THE FYLL OR PARTIAL SERIIZS. The user may then enter any or all
J0rds »f “he ser:aes "eading that are {nawn and IL3 121 search the series iwndex

%9 find a matsh. ILS 41,1 1:3p.ay all macchas and :1f <hare area more *~han 5, <he
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The SHELF orocedura .s .sad by

tformaction on Ltems De.ng used
713 ThecK 24Ut O rene-) .

AVATILABLY INFORMATION
. Jverview of Shelf
2 tep by Step Procedures For Shelf

1. Special Features £or Shelf
P.ease en<er <ha number o9f the *type of nformation you lesire
k2N I SH Cvervieuw

The SHELY proceduxe records .nternal usage of an 1tem. SHEII!F .s normally used
by a shelver who passes a barcode scanner over the barcode label of the 1%em
“n identify 1%t. SHELF enables the user to count <the numbexr of tizes

has been %taxen off the shelf but no=z checked out.

4hen the ITE:M STATUS option s used, ILS will displey a stitistical record of
any i1tem. One line of this d:isplay appears delosu:

THECKED QUT IN THIS PERICD:___ INTERNAL USAGE:

4han an 1+*em 1s i1dentified in %he SHELF funcwtion, the zount £ INTERNAL USASGE
s increased by one.

Prass 'F' and a RETYHN *o0o 7o forward %o S5%tep By Step Procedures Zfor SHELF.
t2.1.2 SH Step 3y Step

SHELF =onsitts 3f cnly one step:

' LJENTIFY THE ITEM - It :s assumed *hat the r1%em w:ill da rdent:fied with
a portable barcode Scanner foxr wnfoxrmation »n this
and other nethods of :dentification. sea Selow.
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CIZ2#Y in
“he user sh
1. If£ 3 use
axactly as

“ypros a1l

Paga

Tyr wore HAELP rfoncerninng tnis o step Tress ! a TN

M Tient_éy Iltan
TDENTIFTING ITTMS WHITHN THE 3ARCSIE SCTANNER
The Jarcode scanner 1s the fas*tast uway "D zomp.ete any zrisn 1 ILS
Jring tha barcode L4and eliminaves the nead for nav:in R R
parron iavta, i1%2m iata and “Te Trans’CTLOn SYTCOLS b
wanding over a codad verswon oI =his same data., ILiS Lozt o2
<he prohilems assocrated wiTh mis¥eying this important :nformazticn.
Ty dentify an Ltewm usinj *he Darcosie scanner, Tha user Aus* LI%% e suze
chat Il 13 Drompowing the ysar with ITEIM 12 %his poln® the Lisar aLst put “he
soint 22 <nhe wand on ¢ bazcode ladel, and move %he pcint I Tne wanid
sver *he gpattearn of hlack ver=ical lLunes It dnes oot matter LI tha Lanld movaes
from *he .eft %9 rignt side Or vice versa. Sometines 1T telrs £ <he «Lani .S
Yeld d.rectly over <he 1%en, :ns=tead 2Z a% a slant «h way ne wWesld ioa
zen. I*% .s no* necessary %o scratch the barcode laktel A litmla smocen strcke
+§ all %ha< .5 needed Tnca 213 has recognized the :rteax, 1t L1ll Tesz>cnld by
heapgiiy 2nce This .3 %o say. 'I recovnize *his l*aem’" Afvter a little practica
Wwith %he wand users will feel 2ore comfortanle nuswng =%
IJENTIFYING ITZIMS WITHCUT A 3ARCODE SCANNEIR
I+ .s somet:mes %the case tha%t users alr<her zannct 2r 20 12t want Ty wse *the
barzode wand. JUnder “hese cirrcums*ances usars 2ay 1nsead aciess tXe ILS
Master Bibl.ographic File *hrouzh alternatec optrons n resjcrse “o tha promps
ITEM. en%er ? and a carziage ze<urn. L5 wil!l display 4 actuss opiioans and an
addi*ional »ption which affixes sncrt aassages *C an L%@m recosri They ara
TNQOTE INCE YOU'RE JCNE REZACING AN I7EM IDENTIFICATION JFTICON

INTER V "T AND A RETUAN T2 GET 3ATK TT THIS J2ISTULSINNG!

1. 2I3%= T%anm Identif:ication 3 X = Title Yay

2. AU = Author h AT = Author-Title Hay

3. CA s Zall Mumberg 8. SE 3 Ceries

4. IS 3 IS3N/IS3EN LI 9 = Message ‘ftor ltem :usit an*ered?

3. uC #= L:i:dbrary of Congress ¢

1201202 Accas; by ITtem Zdentif:rzation Number
Zdant:iiying i1tens by %heyr s oSne “hle. yat
YNCAMMAN way %2 accsess an I0% s “he: alpha and
AuUMeTrLIS aquival2nt %9 <he a a £ a 1z as which =maxe 1P *he harx

code and 13 Zound on *he Hhar tode label I% san b up "2 'J tharacters 1ong.

responsa

ould
I Zhooses
~hay




wrong satch or nc match. The user may combine *hesa s*eps i1nto one step Ly

entazing II2¢z0 8¢ 1 3] 4

SAMPLE: ILS 2tompts ITEM
JSER types IIZH
1.5 as<s foxr <ha
USER ancezs IIDO

12.1.2.3 Ac:ess by Author

in reasponsa %o “he prompt ITEM.

I.S prompts ITIM:
SR USER rzeplies II28%29 s 1 99 «

ACcessing an :*em 5y the AUTHOR 13 a popularzr access sp%ion. The ILS systen

@11l accept ercher a full a
to afford “he user tha gJrea
individual 9r zange of entr

SAMPLE: AUsANDERSOX

1] TITLZ AND AUTHOR
1 The Silver Skates by
2 The 3i1ography 2f Ddy

DISPLAYIMG THE FULL EXNTRY

It ¢“he user 1s unsure about
(DISPLAY) can be :nvoked %o

uthor surname or a par<ia. surnaze, This is done
test amcunt of flexibility to view either an
les:

I1S will display all entries with ANDERSON as
author, Without regard to which ANDERSON. The
user may select the desired item by 1ts 1tenm
aumbez. If there are more than 5 entr:es %he
user may scan through thes >y press:ng F to
FCRWARD through the l:st or 83 to BACKUP.

Anderson., Hans Christianson
Anderson. Sandy E.

an entry deing the corzect entry *the D coamand
digsplay the £full record of this 1%tem, %o verrsy

that 1t 13 “he corrzec* antxy. The D command s particularzly useful vhen the
truncated title string gises erther little or ambiguous 1nformation or is

otherwise not fully meaning

£ul to the user. If the correct racord cannot de

found using this access option, the user may salect another search kay or

quit entirely.

12.1.2.4

Access >y Call Nuamber

Located in most instances on the splne or some other visible part of an 1tem,

the CALL NUMBER 1s perhaps
access to the record of a s

the 205t efficient. and popular way of gsining
pecific 1%ea. Although various call numbering

schemes are used by libraries all ocver the world, (Dewsy. Library of Congress.

and the National Librarcy of

[

The call number can e as .

Medicine's teing <he more ranown schemes) they

each require that a unique numher be asgsighed to each piece 1n “he colleczion.

ong as .3 *he collec%ion rzequires. Somet:.mes <hin

1teas have long call numbers and thick 1tems have short ones.

To access by call number the user must “ype :n CX :in response o the IL

prompt ITENM. ILS will teply
~*he user can enter the call

with ENTER THE FULL OR PARTIAL CALL NUNMBER. Then
number desirad. If instead the user wishes to
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combine “hese 4o steps "he user 7aay an%ar TA*2475.15 1n response ¢35 “he

I
LS
pc¢2apt ITEM. This nay save some tine. I£f <he user uishes “o see a range of%
antries daginning with the same zall number ILS will display 5 entzies at a

“.ne >n the screen.The user nmay press 7 %o FORWARD or 3 %5 30 BACKWAR2S +*hrough

tha 1ist.To see the £full racord of an i%tem 2nter J and the 1tem's ID number.

t2.1.2.5 Access by ISSN or ISBN

The ISSN and I53N are numeric conventions which have Seen establ.shed <o
standazdize <he idan:ities 5Z bHoth serials and monographs respectivalv.
They are heavi.y used -n the acquisitions process by pudblishazs and
libraries aliie as “hey afiord a succinct neans of specify:ng a das.red
1tea. The numbaers arxe a codae which i1dentrifias both the publisher and

the specific 1%en.

To accasy by er:ther *the IS3N or IS3N anter IS in response to the ILS prompt
ITEM. ILS wWilli respand with ENTER THE FULL OR PARARTIAL ISSN/IS3SN. The user
aust then enter in thae va.ue. Tha user may .astead comhine these *wo steps
1n%to one by typing IS=x0700223738 1n response to the ILS prompt ITEM. IL5 will
retrieve and <hen display on the screen all :%ems which match. If “he user
wants a specifiic 1tem., care mus%t be exercised to enter the value exactly
correct. If the user wishes to see a range of entries Yeginning with the same
numbezs then only a partial ISSN or ISBEN need be entered.

SAMPLE: ILS prompts ITEM ILS prompts ITEM
USER repli.as IS OR USER replies IS=07002237238
TLS says ENTIR THE FULL...
USER entars 0700223738

ILS will then search the ISSN/ISBN index %o find all possible matches, and wuill
display them on the screen. If there are more than § matchas ILS will display
the £irxst 5 and say THERE'S MORE. The user aay brouse through the matchas by
typing F £for FORWARD ox B for BACKWARDS. If the cor:zect entry 1s found the user
2ugt type the ID & of the corrzect zatch. If the user uwants %o see the full
2cord for any entry. enter D and that ertry's ID ¢,

2.1.2.6 Accass by LC Card Number

A LIBRARY OF CONGRESS CARD NUMBER 1s assigned to each item cataloged by the
Library of Congress. This number is used by librar:es to ordar printed
catalog cards fxrom tha library of Congress. The number s usuaily one of tha
cataloging elenents included 1n publishexrs® Cataloging In Publicatzon (CIP)
data. It is typically composed of 2 characters followed by a hyphen and

=3 to 6 additional numbars,

To access by the LC § the user nust type :n LC 17 response to the ILS proampt

ITEM. ILS wil) then respond wi*h ENTER 1HE FULL OR PARTIAL LC $ user

»ust then type in +“he LC . It 1s possihle to combine thesa 2 stepds 1nto one

by entering LC=279-723US6 :n cesponge to the ILS prompt ITEM. ILS will %then
.sSeazch the LC # 1ndex %o £find appropriate matches. (I£f the entire LC ¢ uas
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antered there will bSe only one match; 1£f a3 partial LC § uas entered “here may
be saveral astches). The user may drowsa through <he matcnhes Ly pressing F o
FORWARD and B8 to BACKUP. If *the corract entrxy 1s found, enter <hae I2 # for tnatv
antzy. £ the user i3 not sure that 1% i1s the correct record the £ull record
may he called up by pressing D and the entxzy's ID &.

SAMPLE: ILS prompts ITEM ILS prompts ITEINM
USER replias LC#¢ oRr USER enters LC=79-123456
ILS says ENTER THE FULL...
USER enters 79-123u56

12.1.2.7 Accass by Titlae Key

Title access in the ILS system 13 almost the same as what is done in the OCLC
systam. Users may type 1n a truncated search Xey composed of the £frrst Zew
characters of the first few significant uwords in the title. Articles and
other stop lis-ed words (e.g. a., an, the, and. United States) are i1gnored. The
Xey 3,2.2.,1 :s used to match the £irst 3 charactars of the £irst uword, +he
£izst 2 charactars of the second uword, tha first 2 characters of the thard
word, and the £irst character of the fourth word 1in the title.

To access by *itle key., the user must antsr TK in responsa to the ILS proampt
ITEM. ILS will zespond with ENTER THE TITLE KEY IN FORMAT 3.,2,2,1. (NOTE: 2f

a title has feuer than 4 words aentar commas consecutively to £:11 in the KXaey.}
Thesa 2 steps may be combined by typing <(e.g.}) TK=DORXR,IL,ME.D. ILS will raeply
by sasrching for and displaying al)l entries which match the seazch Key. If
there are zsore than 5 matches the systenm will say THERE'S MORE and the user amay
brcwse through the entries by typaing F for FORWARD or B for BACKUWARIS. To ba
sure thst you have the correct recozd type D and the entry's ID #.

12.1.2.8 Accass by Author Title Key

The AUTHCOR/TITLE key 13 a combination Xey used to sort out more quickly a
dasired zacord. Although the same words nay ba found 1n the *:tles 2% dirfferent
WwozKg, :t s liKely that diffezent authors may be assoc:atad with each title

In this case a 4,4 combination key of both author and t:tle would yield a more
precise ratrieval than a 3,2.2,! titlae KRaey.

To access by authors/title key the user must enter AT i1n responsa to *‘he ILS
prompt ITEM. ILS will respond uwith ENTER [ST 4 CHARS OF AUTHOR'S LAST XNAME £
1ST 4 CHARS OF TITLZ IH FORMAT 4.4. The user must then enter the characters
as prescribad. It is possible to zombine these 2 steps by ¢typing {(e.3.>}
AT=ALLR.B0DY £or the entry Body Functions by Jon Allred. ILS will respond by
s@arching for all author titla combinations with these characters and display
them 1n groups of 5 on the screen. If there are more than 3 entzies IL5 will
say THERE'S MORE and the user ¢an press IETURN to vieuw them. To scan through
the list press F for FORWARD and B for BACKWARD. To be sure %that an entzy 1is
£or *he correct record the user may press D £for DISPLAY and the ID number of
the antzy to see the full zecord of the entry.
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12.1.2.9 Access by Sarias

Under the ILS systam 1t 1s possihbla *o accass records i1n the Mas<er
3r1bliographic File by the SERIEIS heading. Catalogers and otrher l:brary svaff
may faind this access point part:icularly convenient £ they have serzes uwh:ich
comprise z:any issues. These are most notabla in the biomedical and physical
sciences and in special libraries that contain the reports of %helzr agency or
corporation.

To access ILS via the series optjion the user must enter SE in response to the
promt ITEM. (NOTE: This item option should not ba confusad with the /SE command
for serials check in which 13 another feature of the circulation subsystem

and uses the SE command. Raemember that the serials check in command requires

a /SE to jet out to that transaction activity, whereas accessing a record Dby
series heading Tequires only SE i1in response to *the ILS prompt ITEM.) ILS will
reply with EINTER THE FULL OR PARTIAL SERIES. The user may %hen enter any or all
4dords of the serres heading that are known and ILS will search the serias :wndex
to find a match. ILS will display all matches and 1% “here are =more than S, the
user may view them by entering F for FORWARD or B for 3ACKUP.

12.1.2.10 Message (Item Just Intered)

Inmediataly after a user has identified an item in the Circulation
Subsysten, ILS allows £for a short nessage to be entered.

12.1.3 SH Special Features

As of July 8, 1980 there are no knoun special features for SHELF.
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13 SHAG

13.1 INTRODUCTION

The SNAG procedure permits authorized users to set the status of an
an item %o 'Snag' and %o produca a series of seaxch slips. SXNAG ameans
that an item is not on the shelf but it has not been declared lost.

AVAILABLE INFORMATION
1. Overvieuw of Snag

2. Step by Step Proceduxes For Snag

3. Special Features for Snag
Please anter the number of the type of information you desire:
13.1.1 SN Overview

SNAG is used when an item is not in its place cn the shelf but cannot i

yet be declared LOST. When an item i3 °‘snagged’ its status (as read in

ITEM STATUS) waill ba set 4o 'SMAC’ and a search slip will ba produced.

ILS will pzoduce search slips accozding to Cirzculation Paramaters set by

the system administrator. S.ips may he produced at ragular 1ntervals for

any length of time sat locally. Hhan ILS hws produced all of the slips

called for. for axample - one s1lip par wseKk for *hrea weeky. the status i

Wwill automatically be changed to LOST. l
i
1
:

To SNAG an itam the user needs to identify the exact i1tam. For Stap By
Step instructions go FORWARD.

13.1.2 SN Step 3y Step

The SMAG procedure requires only that the user :dentify the 1tem. ILS will
prompt £for ITEM: Rhen x unique item has been identified ILS will ist 1t and
prompt for another i1tam. Tha usar may continue %o enter items oxr enter a '/’
and a RETURN to leave the SNAG proceduxe 2nd return to a previous actavity.

SNAG assumas that “he user doas not have the item 1n hand. ILS gives %he

Luser 9 Itam Identification Options:

1. IID$= Item Identification # 6. TK * Title Key

2. AU = Author 7. AT = Author/Title Key

3. €A = Call Number 8. Sr = Series

4. IS = I[SS5N/YS3N 9. MI = Maessage (for .%em Just entered)
§. LC® * Library of Congress ¢
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Foxr a0re HELP enter the number of the desired option or 7ORWAAD o
Special Faatures.

13.1.2.1 Access by Item Ident:ification Number

Identiiying 1tems by their ITIM IDENTIFICATION NUMBER 13 one poss:hle., yet -3
uncommon way *o access an item in the ILS systam. The IID# .8 <the alpha and

aumeric equivalant to the pattern of vertical black lines which maka up *he bar

code and 1s found on tha bar code label. It can be up %o '0 characters long.

To access by the item :dentification numbar, enter the Xey “IXD8“ :n response
to the ILS prompt ITEM. ILS will then ask for the IID# and the user should
enter the symbols as they appear on the 1tem's bar code label.If a usezr chooses
this option., 1%t i3 essential that the characters be entared exactly as <“hey
appear. Any discrepancies 1n the spacing of the characters or =ypos will yield a
<rong match or no match. The user may combina these steps 1nto one step by
entaring IID#=0 $% 1 90 § in response to tha prompt ITEM.

SAMPLE: ILS prompts IT:EM: ILS prompts ITEM:
USER types IID$ OR USER replies II08=0 se 190 4
ILS asKks for the IID®
USER enters IID# value

13.1.2.2 Access by Author

Accessing an itaem by the AUTHOR 1s 2 popular access option. The ILS systen
will accept eithar a full author curname or a pgartial surname. This 15 done
to afford the user the greatest amcunt of flexibility to vieu eirther an
individual or range of antries:

SAMPLE: AUANDERSON ILS will display all entries with ANDERSON as
author, without regard to which ANDERSON. The
user may saelect the desired i1tem by 1ts i1tem
number. If there are more than 5 entries %he
user may sScan through them by ptessing F to
FORWARD through the ligt or 3 <to 3BACKUP.

ID TITLE AND AUTHOR
! The Silver Skates by Anderson. Hans Christiansen
2 The 3i1ography of by Anderson. Sandy E.

LOISPLAYING THE FULL ENTRY

If the user 15 unsfure about an entry being the coriect entry “he D command
(BISPLAY) can be invokad *o display the Zull record of *his 1tem. %o veriiy
that 1% 1s the correct entry. The D command 1s particularly useful when %he
truncated title string gives either little or ampiguous information dr 18

otharuise not £fully meaningful to the user. If the correct record cannot bde
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et ittt - S

found using this accaess option, the user may selact another search RHey or
quit entizely.

13.1.2.3 Access by Call Numbder

Located in most instances on tha spine or some other visidla part of an :2%texn. 1
the CALL NUMBER 15 perhaps *the zost efficient. and popular way of gaining
access to the raecord of a specific 1tem. Although var:ious call number:ing
schemes are used by librarzies all over the uworld, (Dawey, Library of Congress,
and the National Librazy of Madicine’'s being the more renown schemes) they
each ragquire that a unigque number be assigned to each prece 1n %tha collection.
The call number can be as long as 1is the colliection requires. Scmet.mes thin
items hava long call numbers and thick 1tems have short ones.

To access by call number the user must type 1n CA 1n response to tha I

prompt ITEM. ILS will reply with ENTER THE FULL OR PARTIAL CALL NUMBER. Then
the user can enter the call number desired. If i1nstead <he user Wishes *o
combina these two steps the user may enter CA3QA76.'5 1in response to the ILS
prompt ITEM. This may save some tidme. If the user wishes <=0 see a range 2%
entries beginning with the same call number ILS wiil dis:clay 5 antries at a
time on the screen.The user may press F to FORWARD or 3 *to go BACKWARDS through
the list.To see the £full recozrd of an 1tem enter D and the :tem's I3 numbez.

13.1.2.4 Accass by ISSN oxr ISBN

The ISSN and ISBN are numezic conventions which have been established to
standardize the identities of doth serials and aonographs respectively.
They are heavily used in the acquisitions process by publishers and
libraries alike as they afford & succinct means of specifying a des:rad
item. The numbers are a code which rdentifies both the publisher and

the specific item.

To access by either the ISSN or ISBX enter IS in response to the ILS prompt
ITEM. ILS will respond with ENTER THE FULL OR PARTIAL ISSN/ISBN. The usez
sust then enter in the value. The user may instead combine these two staps
1into one by typing IS=0700223738 in response to the ILS prompt ITEM. ILS will
retzieve and then display on the screen all items which match. IZ£ *he use:
waits a specific item., care must he exarcised :o enter tha value aexactly
corzect. If the user Wwishes to see & range of entries beg:Aaning With the same
numbers then only a partial ISSN or ISBN need be entered.

SAMPLE: ILS prompts ITENM ILS prompts ITEM
USER teplies IS OR USER replies IS=07002217138
ILS says ENTER THE FULL...
JSER snters 0700223738

ILS will then search thae ISSN/ISBN index to £find all possible matches. and will

jisplay them on the screen. If there are more than 5 matches ILS will display

the £f1rst 5 and say THERE'S MORE. The user may bHrowsa “hrough the match>s by
<typing F for FORWARD or 8 for BACKWARDS. If the correct entry s found the usex
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aust typge *he T # ~% tna orrect zatcoh I +he user uymntI " sea “he tull
zacord S5t any anctry. enver 2 ani “ha%t entzy’s I

A LIBRARY 2F ZONGRISS ZARD NUMBER s assiyned o5 2ach :*em tatalocgad Ty “he
Libraty o2f Zongrass This numocar s used Dy liosrariag %o JrZer priatael
catalog cards fzom the l.brary of longress. The number 45 i@l

cataloging e.ements inciuded i1n publisners’ Tatalojing
data. It i3 "ypircally composed of ! -~haracters £2.l2wed
3 %o § add:tional numbers

To access by the LC $ *ha user mus*t “ype .n LC :n zesponse =5 Th@ ILS gromev
ITEN. ILS Wwill “‘hen respond w.*h ENTER THE FULL JR PARTIAL L7 ¢ userx
must then type in the LT $. I% 15 possible to combine *hase . s*taps .n%s one
by entering LC=73-123455 i1n response %o The IL3 preamg® ITIM I15 «Lill =Nen
search the LC ¢ rndex %o £:nd appropriata za%ches (1% ntire LT ¢ Las
entered there wi1il. bde only one mnatch: :f a partial LI # sas entared “here =ay
bha saveral ma“tches) The user may bHrowse *through the matches by prassing 7 22
FORWARD and 3 <=5 3ACKUP. I¢ “he :orrect entry .s Zfound, enter <he I3 % £5r <hat
entry. If tha user s Not sure that .t 1$ %*he corzect re<ord +Ne £full record
aay be caliad up Sy pressing J and *he entry's ID ¢
SAMPLE: ILS promp:is ITEIN ILS pznonapts ITIN

JSER replies LC? OR USER enters LC=2"9%-'13u4%5

ILS says EINTER TME FULL. ..

USER enters 73-123456
t3.1.2.6 Access by Title Kay
Titla access 1n the ILS system 15 almost the sanmea as what 1s done 1a the 0CLC
systam. ‘Uysers ®day type 1n a truncated saarch Key composed of -he f:1:35% ‘feuw
characters of the first few significant words in the title Articles and
Jther s%top lis%ed words (e.g. a. an. <he., and., Jni*ed States:!: are :jnored The
“eay 3.2.2.' 1s used to match the first ) characters of “he iirst word. <he
first 2 characters of the second word, the first 2 :characters 2f the *thizd
“ord. and the first character of the fourth word :in *hae =1l
To access Ly ticla 4day., ths user must enter TK 1n response to *h LS promp*
ITEM IL3 4:1il respond with ENTER THE TITLE KEY IN FORMAT 2.2.2.° (NOTZ 12

a ":1%la 73 fewer “han 4 uords enter commag consecutively to £:11 1n *ha Koy !

These . s‘aps Mmay de ~ombined dy *yping {e.g.7 TKTIQR.IL.™E.D ILS wili resly
by seazching €or and d:isplaying all entries which aatch *he search <ay Tz

_“here are 2aore *han 5 matches tha sys<am Will say THERE'S MORE and *he user »ay

Drowse wnrousnt the antrilas by “yPing F fox FORWARD or 3 for AZKWAADL To e
sura “ha*% 794 “ava “he =o>rrect recordi *ype 3 and %he entry’'s I2 8

fage "0




13.1.2.7 Accass by Author Title Kay

The AUTHOR/TITLE Key 13 a combination Xey used to sur*t out mnore quickly a '
desirzed racord. Although the same uwWords may be found :n the titles of different
wozks., 1%t 13 likely that diffarent authors may be associated wi-h each ti%tle.
In this case a 4.4 combination Kay of both author and title would yield a more
precise retr:i:eval than a 3,2,2,! title key.

To access by author/title Xey the user must enter AT :n response to the ILS
prompt ITEM. ILS will rzespond with ENTER !'ST 4 CHARS OF AUTHOR'S LAST XNAME &
1ST 4 CHARS OF TITLE IN FORMAT 4.4. The user must then enter the characterzs
as prascribed. It 1s possible to combine these 2 s%teps by typing (&.g.)
AT*ALLR.B0ODY £for the entry Body Functions by Jon Allred. ILS will respond by
searching for all author title combinations with these characters and display
theam 1n groups of 5 on the scrxeen. If there are more than 5 entries ILS will
say TNERE'S MORE and the user can press RETURN to v:iew them. To scan through
the list press F for FORWARD and B for 3ACKWARD. Yo be sure that an en%*ry is
for the correct record the user may press D for DISPLAY and the ID numbar of
the eantry to see the full record of the entry.

13.1.2.8 Access by Sezlas

Under the ILS system .t 15 possible to access reco.ds in the Master
31bliographic File b5y the SLRILS heading. Catalogexrs and other library stafs
sy find this access point particularly convenient 1f they have series uhich
comprise zany 1ssues. These are wmost notable i1n tha biomedical and physical
fcilences and in specsial libraries that contain tha reports of their agency or
corporation.

To access ILS via *hae ser:es option *“he user 2us* enter SE in responsaea to the
promt ITEM. (NOTE: This .%em osption shculd not be confused with the /SE comnmand
for serimls check 1n which i1s another feature of the circulation subsysten

and uses the SE command. Remember that the serials check in command requ:zes

a 7SL %o get out to that transaction activity. w“hereas accessing a record by
series heading requirzes only SE in response to the ILS prompt ITEM.) ILS will
reply with ENTER THE FULL OR PARTIAL SERIES. The user =2ay then anter any or all
words of the series heading “hat are Xnown and I!53 will search the ser:ies 1ndex
to find a match. ILS will dispiay all matches ar. 1f *“here are more than 5. <he
user Bay view them by entering F for FORWARD or 3 for 3ACKUP.

13.1.2.9 Message (Item Just Entared)

Immed:ately after a user has :dentified an 1tem 1n the Circulation
_Subsystem, IL3 allous for a shor* message to be anterad.

13.1.3 SN Spacial Teaturas

_As of July 8. 1980 there are no knouwn specia]l features for SNAG.
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‘u SET sTATyYS

14 .Y INTRODUCTION

The SET STATUS option 15 one way library s<tazf can document *he zeascn why
an 1tem :5 nNot avallable %o patrons. It creates a note wWithlin <he ITEM
TATUS racord advisingy users what the zurrent s%azus 2f <the >%em .s.

AVAILABLE INFCRMATION

1. Overview of Sat Sta<tus

2. S%ep by Step Procedures for Set Status

Please enter the number of the :xnformation you desize:

14,1 .1 SS Qvervieuw

SET STATUS 13 a collection of U repsrate routines. uhich zollactively serve to
nota the staltus 0of i*ems thought %o be lost or missing. SET STATUS modifies the
gtelu?r of an 1LTam 1in the Itea Status Cisplay. Altlhough doing 2 CHECK OUT sr a
CHECK 1il w1ll cause th2 Iteam Status xzecord to b2 aucometically updated, users
Aaus e call upon SCT STATUS to updacte the Item Status vecoud £ox losgst or =mlissing
i1Tews .

SET STATUS may wrove to bhe a useful ma2ans of Xeeping “tzrack of lost 3r alssing
1L%amg., by sroviding libra2ry warayewent with statistics as well as advising
acquisitions of possible rsorders.

tu.v.2 5SS Step B8y Step

SET STATUS 1s used %o modify the status of an 1%tem in <
It 1s a collection of 4 seperate rou%tines, aach of whzxct

>
»

tem Status Zisplay.
dataiied bdelow.

%) L0 - for LOST 1£f you are positiva 4that the -ten :s
2} Fo - fcr FOUMD 1f the 1item turns up later

1) ?C - £for PATRON LLAIMS .t was RETURNE"

43 PL - £a3r PATRON beliaves 1%t 1§ LOST

For mnze HELP with any of these s%e¢ps encter *he number 2%f that s%ep
and prass RLTHUARAN.
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1e.1.2.1 35S Lost

The LOST option in SET STATUS 1s used whenever l:hrary s%aff have con
determinad that an i1tem 13 ndeed lost. Before this des:gna%icn 13 2

clusivaly
ut on %the

Ttem Status record, avery attempt should be made to search *he shelves Zfor the

i1tam.

To change the item’'s status to LOST. *he wusger mus*t enter L0 in zaespon

e *o the

ILS prompt FUNCTION:. ILS will then prompt *“he user for any one of the regular

ILS 1tem 1d options. After the rtem has been 1dentified ILS will prom
foz the next lost 1tem. The user must Press s and RETYRN to 7Tet out o
currant SET STATUS option. ILS will *akKe *he user back to the place 4
user was just prior to coming to SET STATUS.

To read about how to idantify an item xn ILS entar a ' and a RETURN.

4.1.2.2 3S Found

In SS. FAUND is used whenaver an item, which has been previously decl
LOST or PATAON CLAINED RETURNED, 15 found and 1t’s status needs *o he
To update the r1tem's status in the I*tz2m Status display, the user must
70 1in responsze to the ILS prompt FUNCTION:. ILS will reply by askaing
to 1dentify the 1tem via anyone of thae 1tem identification options.

For more HELP on itea 1dantification optioas press 1.

149.1.2.3 SS Patron Claims Raturnad

In SET STATUS. the option Patron Claims Returned 1s used whenever a p
states that they have returned an stem which 1s currently =missing. Il
a separate “lost file" of i1tems patzons claim %o hava retuzned., but w
st1ll have not been found after searching. The "“lost file “racks pat
repaatedly claim to have returned a missing 1tem. Zach recoxd :n the
contains *he 1tem and patron :d¢% and <he date the patron was to have
“he 1tem. Library management may want %o set in-house guidalines to h
sajaes where patrons zepeatedly claim to have zeturnad missing tems.

Pt again
$ the

here the

ared
upcated.
enter
the user

atron

S Keeps
hich
rons who
file
returned
andle

NOTE: Every time a CHECK IN or a RENEW :s done. ILS will automatically search

the “lost £f:1la" %0 look for a matching entry. If the 1tem l2eing
in or renewad 1s 1n the “lost <i.e,” 1%t's status will be automa
updated 1n the I%tem S%tatus dispiay.

-

To leaarn mnmore about how *o :rden%tiiy an %em prass

Page

checkaed
tically

To selact this option, anter PC .2 reponse %o thae ILS prompt FUNCTICN:.
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fenever

@ e o
32 a > a e < -
“hn L%em 4Jas checkad dut, was Tesponsible £ -1 N
IARCARE 23Ut %3 any Pratrrn The Lost pTion &ould Torzatt

Eatexr “he 2% the desized & fncaTizn P ILAn
1 TIl¢=s I=em Identif:zacsion ¥ T¥., = Titla HMey
2.0 AU = Author 7 AT = 2u<=ho Titlae Kevy
3. A = Tall Numbar 4. ST = Geries
4. I3 = I55Ms 58N 9. NT = Megsagze [for ivten Just encerad)
3. LI #= Lidbrar 2% Cyngrass #

AL IR

e
o

Access Sy Item Zdentilication Nualsex

Ident:iifyiny 1%ems hy <heir ITEM IDENTIFICATION NUNZER2 1s one 20s831bla,. yat
uncommon way <o access an Lfem in the ILS system. The II2% 1s +the alpha and
numneric eqguivalent 5 -he pa%=+arn of versical Siack l:ines ‘hich nake up the bhar
zodie and ar -ode label T+ zan he wuy o ') chaTacters Lond

e acca fZica%ion numpar, enter the kay “IIZD#* i1n response

4 12 %hen ask Zor %he 2% and %“he user should

2z on *he 1tem’'s car code
na% =he characters be 20%te
“he sracing of the character
wrang matsh oz no matzh. The usar may copbine “hesa s*o
antarxing I 30 4 1n zesponse %to *the proampt I

+
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u
LY
u
v
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13.17.2.7 Accass by

Acceassing an .tem by

will accept eithea:z
t> affozd “he user

tndividual or range oI

a full

Authorx

«ha AUTHOR 1s a popular access option. The IL5 systenm
author surname or a jar*:i:al suzname. Thzs s done
~he jreatest amoun+t of flexidilrty %o view elther an

SAMPLE: AUsSANDERSON

I3 TITLE AND AUTHOR

! The Silver Skates by
2 The 3:ography of by
ODISPLAYING THE FiULL ENTRY

antries:

ILS will display all en<izies wi*th ANJERASON as
author. without regard %o which ANZERSON. The

user may salect the desized rtem by 1%s iltem
number. £ there aze a»ore than 5 entries tha
user may scan *“hrxough them by pressing F to

FORWARD through *he 1i:st or 3 %o 3ACKUP.

Anderson., dans Chr:istianson
Andaerson, Sandy E.

If tha user 1s unsure about an entry baeing the ccrrect entry the D comaand

(DISPLAY) can be

invoked to display <the full record of ¢his item, to verify

that 1t 13 the correct eptzry. The D command 1s particularly useful when the
truncated title 3str ng gives either littlile or ambiguous i1niormation or 1is
otherwise not fully seaningful %o the ussz. I# the corzect record cannot be
Zound using this aucess option, the user way select another search kevy or

quit entirely.

Ty.1.2.8 Aczess by

locatad :n most
“he TALL NUMBER
accass o the racord of

sSchemas are use

and the Na<tional

Call Mumber

ins*ancaes on the spine or some other visible part of an 1ten.
15 perhaps the mos% efficien%t. and popular way of gaining

d by

each require that a

The call numbex

Ltems have long call

To access by call numbarz the
prompt ITMM. ILS will

the user <an anter

zombine ‘hese two steps

a speciiic ltem. Although various call nuabering

libraries all over the world. (Dewey. Librarzy n: Congress.

Library of

Hedicine's being *ha more renoun schemes) <hey

unique number ba assigned %o each piece 1n *he collection.
can be as long as 1% the collection requires. Sometimes thin

numbers and thick 1tems have short ones.

uer must type 1n CTA 1in response ¢ the IL

reply with ENTER THE FULL OR PARTIAL IALL XUMBER. Then

the call number desired. I£f ins*cad *the user wJishes %>

the user may enter CA3QA7S6.'S in response %o the ILS

prompt ITIM. This may save saome “:xe., If the user wishes %5 see 3 range of

2ntzies beginning 41N

~he list.To see

te

£ull

the same call number ILS w1ll display % entries at a
“.:me on “na scraen.The user may pzass F %“o FORWARD or B o go BACKWARDS through
record of an i1%em enter J and “he i%em’'s ID aumber.
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1. 1.2.9 Acces3 Yy ISSN or IS3X

The ISSN and IS3N are numeric conventions which have been establ:ished %o
standardice the :denIities of both serials and =moncgraphs respec<tively.
They are heav:ily usad 1n the acguisi%ions process by publ:ishers and
lidrarias al:xe as they afford a succinct mneans of specifyiny a desired
i1tem. The numbers are a code uwhich i1dent:if:es Soth the publ:osher and

the specific :item.

To access by either *he ISSN or IS3N enter IS :n Tesponse to *he ILS pronmpt
ITEM. ILS w:ll respond with ENTER THE FULL OR PARTIAL ISSN/IS3BN. The usex
must then entexr :n the value. The user =zay 1nstead comb:rne these “Wo steps
into one by typing IS=0700223738 1n response to “he ILS prompT ITEM TL3 owusll
retrieve and then display on *he screen all items uwuh:xch 2atch. I£ <he user
wants a specific 1tem, care must be exercised to anter “he value exactly
corzrec¢*t. IZ the user wishes to see 2 zange 0Ff entries Jeg:rnniny with *he saze
numbers then only a partial ISSN or IS53N need be antered.
SAMPLZ: ILS prompts ITEM ILS prompts ITENM

USER replies IS OR USEZR replies IS=0700223738

2.3 says INTER THE FULL...
USER entexs €730223738

ILS »ill then search the ISSN-ISBN i1ndex to £ind all possible matchas, and will
display them on the scraen. If thare are more than 5 matches IUS will display
the £:1xs5%t 5 and say THERI'S MORZ. The user may brouse “hrouch tha mztches Dby
typing F for FCRUARD or B for BACKHAADS. T£ the cozrect entzyv is founc the usax
aust type the ID # of the ccriact maich. If the ussr wants o vee the Full
record £for any entry. enter D and that entiy's ID %.

t4.1.2.13 Access by LC Card Number

A LIBRARY OF CONGRESS CARD NUMBEIR 1s assigned %o each 1tem cataloged by <+he
Library of Congress. This number :s uysed by lihrzaries to order prainted
catalog cazds from the l:ibrary of Congress. The number s usually cne of %the
cataloging elements included in publishers' Cataloging In Publicatzon (CIP)
data. It 1s typircally composed of 2 charactaers follouwad by a hyphen and

3 %o § additional nunbezs.

To access by the LC § %he user must type in LC in response to the ILS proampt
ITEM. ILS <11l tnen respond with ENTER THE FULL OR PARARTIAL LC % . user

nust then type 1n the LC #. I¢ 1s possible to combine “hefe 2 staps into one

by entering LC=79-123456 in response %o tha ILS prompt ITEM. ILS will then
search the LC & :i1ndex to find appropriate matches. (I£f the antira LC & uas
entared there w1ll be only one match: 1£ a partial LC & was entered there nay
ba saveral matches). The user may browse “hrough the =matches by pressing F <o
FORWARD and 3 *o 3ACKUP. If the czorrect entry 1§ found., enter the ID ¢ £for <that
2ntry. IL the user 15 not sure %that it 1s the correct record %the Zull raecord
_%ay be called up by pressing D and the entry’'s ID 4.
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SAMPLE: ILS prompts ITEH Il.5 prompts 1TIN
USER repl:.es LC# 2R JSER enters LC373-1234:3
ILS says ENTER THE FYLL
USER enters 79I-1234586

1w, 201 Accass by Titla Key

Title access in the ILS system 15 almost the same as what s done in
system. Usars may type in a truncated Seéarch RXay composed of <he f:.rs
characters of the first few sign:ficant words .an the %title. Azrticles and
othazr stop listad words (e.g. a., an, the., and. United States) are :gnored. The
Key 3.2.2.1 13 used to match the first 3 characters of the £fi1rst word. the
first 2 characters of the second word. the £first 2 characters of the thxrd
word, and the first character of the fourth word :n *the titlae.

the 32CLC

To access by title Xey, the user mus* enter TK Ln response %o
ITEM. IL1S will respond with ENTER THE TITLE KEY IN FORMAT 3.2
a title has fewer than U words enter commas consecutively to £
Thaese 2 steps may be combined by typing (e.g.) TK=DOR.IL.ME,D.

-
o

LS ws
by searching for and displaying all entries which match *he sezrch Xey. IZf
there are more than S5 matches the system wWwill say THERE'S MORE and cthe user may
browse through the entries by typing F for FORWARD or B Zfoxr BACKWARIS. To be

sure that you have the correct record type D and the entry's ID ¢
fw.1.2.12 Access by Author Titla Kay

The AUTHOR/TITLE Key is a combination key used o sort out aor2 quickly =z
desized record. Although the same words may be found :n the titles of differernt
works. 1% 13 likely that different authors may be assoclated with each title.
In this case a 4,4 combination Xey of both author and ti%tle would yield a aoze
Precise retrieval than a 3,2,2,! title key.

To access by authors*title Xey the user 3ust en*aezr AT :1n response *o *the ILS
promp%t ITEM. ILS will respond with ENTER 1ST 4 CHARS OF AUTHOR'S LAST NAME £
‘5T 4 CHARS OF TITLE IN FORMAT 4,4. The user aust then enter the characters
as prescribed. I* 1s posgsible to combine these 2 staps by %yping (e.g.)
AT=ALLR,30DY fo0r the entry Body Functions by Jon Allred ILS wWilil respond by

searching £for all author ti%le combinations Wwith these characters and disp.ay
“hem 1n groups of S on the screen. If there are more than 5 entries ILS wi1ll

say THERE'S MORE and the user can press RETURM to view them. To scan through

*ha 118t press F for TFORWARD and 3 £f£or BACKWARD. To be sure that an entry 1is

for the correc* record the user may prass D £for JISPLAY and tha ID numbexr of

_the antry to see the full record of the entry.

-
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T4, 1.2.13 tccess by Saerias

Ynder the ILS system 1% 15 possidle to access records :1n “ha Mas‘ar
31bliograph:ic F:rle by the SERIES head:ing. Tazaiogers and other l:brary stafsf
may £iad this accegs pornt parzlicularly convenien~ 1£f chey have sarias Jn.zh
comprise many lssuas. These are m0s< notabla 1n *he bdionedical and physical
sciences and 1n special librazr:es that contain the repor+ts =2f <helr agency or
corporation.

To access I 713 the ser:es option the user must anter S5E 1n resganse %o =he
promt ITIM. (NOTE: Thi L%em opticn should not ta confused wi%n the /SE conmand
for serials check inr which 1§ another feature of the circulation subsysten
and uses %he SE command. Remember that the serials check in command resquices
a /SE to g7et out to that ‘ransaction activity, whereas accessing a record By
serias heading requires only SE 1in response <o the ILS prompt ITEM.) ILS wilil
raply wi%h INTEIR THE FULL OR PARTZIAL SERIZS. The usar ay +hen an%ter any or a
Wwords o»f *he series heading that are Xnown and ILS wil sedrch =he series n
o find a match. ILS will display all matches and 1% < @ are morae *han 3,

n
her
user may view “hem by entering F £or FORWARD oz 3 £or 3ACTKUP.

he
1912 e Message (Item Just Entared)

Immediately after a user has 1dentified an item in the Circulation
Subsystem. ILS allows for a short message to be eantared.
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15 VERITFY

151 INTRCDUCTION

The VERIFY procedure allows the authorized user to radically alter the way
in which ILS operatas. In VYERIFY On mode, ILS w1ill display *he patron nanme
or 1tem title every time a barcode label or l:ibrary card 13 scanned with the
barcode scanner. In VERIFY Off mode (standard ILS operation), processing s
much fastar but patzon names and 1tem titles are not displayed.

AVAILABLE INFORMATION
1. Overview of Verify

2. Step by Step Procedures For Verify

3. Special Features for Vaerify

Plaasa enter the nunmbar of tha type of information pyou dasi.e:

16.1.1 VE Overview

VERIFY sets a switch in ILS which determines whether or not the patron name or
item title is displayed whan a lidrzary cezd or & bearcode labal is scanned,

1. VERIFY>ON - When a patzon or an item ID number is entered into ILS (duz:nyg
CHECK CUT ox CHECK IN for exampie), the computez will go %o the
magnetic disk which stores all item and patzon information and
£ind the complete racord £cr that i1tem or patron. The name or
title is then sent to the terminal and displayed on the screen.

2. VERIFY=OFY - When a patron or an item ID numbe:r is entered into ILS, the

computer will zecord the IJ and continue with the transaction.
“he patzon name or item ¢title will not he displayed on the
screen. ILS will £ind the complete racord on the magnetic disk
later, while the user continues with other transactions. Th.s 1is
auch faster for the user and more efficient for ILS than VE=CN.

For Step By Step procedures for VERIFY enter 'F' and a RETURN.

15.1.2 VE Step By Step

To change *ha setting of VERIFY the author:.zed user may enter
/YEE0ON OR s/VE=QFF

1n response %o any ILS proapt. ILS will change the getting and return
the user to the previous prompt.
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It 13 also possible %o change the VERIFY sa%<inqy
The user entaers VE 1n response to the ILS prompt
sither ON or OFF as appropriate.

15.1.3 YE Special Features

As of July 8, 1980 there are no Known spacial

tn 3 Tuc s"ep orncess

IOMMAND and then enters

£r atures for VERIFY.

N
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1 GF INTRODUCTICON

GIMERAL FUNCTIONS 13 a sollectiun % £uactions which nay he used within any
subsystem oz I.3. Tor wxample *they —ay e used while 1n eithexr %The Tizculation
or Administrative subsystems. Thase Zanctinns =2re of jeneral use and Lnt2rasct
so “hey do not it well :intc 2 s:inele svosys<en and therefore are Jenerally
avarlable system wide (12 :he user prof:la speciiiles *“herr awavlabilirty!

1. ADD ROUTING 9. PATRCN ACTIVITY

2. DJETAXL 10. PRINT 3ARCQUE

3. EDIT :LTEW 11, PATRON DJELEZTE

4. EAPLRIZINCE 12, PRINT TEIHAB80RARY LA3EL
5. HELP TEXT MAINJEAMANCE '3, PaTACN REGISTRATION
4. ITEM DELETE 14, PATRON STATYS

7. ITEM STATUS 15. TIME £ DATE

8. MNEWLY CATALOGED IWEXM

Selact the des:ired opircn or gc back to the Suasystem 5p%ion l1s%
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2 ADD ROUTING

2.0 INTRODUCTION

The ADD ROUTING procsduxe permits author:ized users to add/delatea names on
routing slips. When journals arze checked in via SERIALS CHECK IN, routing
slips for newly received journals may be printed. so that the sournal may be
zouted to patzons or to their final destination, such as a branch library.
The ADD ROUTING prxocedure pezrmits users to add or delete names to routing
slips that will be produced during SERIALS CHECK IN.
AVAILABLE IMFORMATION
1. Overview of Add Routing
2. Step by Stap Procedures For Add Routing

3. Special Teatures for Add Routing
Pleasa entar the number of the type of information you dasize:
2.1.1 AR Overview
ADD ROUTING is used to add or delets patron names to routing slips used to
cizculate sexials as they are checkad in.
ADD ROUTING requizres that the user supply:

1. The Ites Identifiez(s) ~ the code number for the individual
itam (a uniqua numbez for each piece)
which ILS uses internally to identify
the item(s) to be zouted.

2. A Patron Identifier - the code number for the patron (a unique

number for each patron) which ILS usss
inteznally to identify the patzon.

2.1.2 AR Step By Step

In ADD ROUTING the user sust:

t. IDENTIFY THE ITIM(S} TO BE ROUTED
This section explains how to search through
the ILS system for the appropriate itenm.

2. IDENTIFY THE PATRON(S)
This saction explains how %to add/delete
names fzom an itam's zouting slip.




3. ZXYI™ FROM AR
This section explains how to use the '/’
command %to exit frzom Add outing.

For more HEL? concaearning any of these steaps enter +-he numbaer of that
step and then prass <RETURN>.

2.1.2.1¢ Identify Iteam

IDENTIFYING ITEMS WITH THE BARCODE SCANNER

The barcode scanner s the fastast way %o complete any transac%ion wn ILIS.
Using the barcode wand el:minates *ha need feor having to type xin lengthy
patron data., 1tem data and the transaction symbols (a.g. /CO or sCI). 3y
wanding over a codad version of this saze data., IlS users will not experience
*he problams associated with miskeying this 1aportant information.

To 1dantify an 1%tem using %the barcode scanner, “he user =nus®t first be sure
that I1S 1is prompting *the user wich ITEM., At Zhis point the usex 3ust put the
po1nt 2% the wand on %he bdarcode label, and move <he point of <the wand

ovar the pattern of bdlack vertical lines. It does not matter :£f “he wand naoves
from the left %o right side or vice versa. Sometizes 1% helps 1£ the wand is
held directly over the item. :nstead of at a glant the way one would n.!?% a
pen. It 13 not naeacessary %o scratch the barcode label. A lit<le smooth stro-.
is all that :s needed. Once ILS has recognized the 1%em. :% will respond by
beaping once. This is to say., “I recognize this 1texmi' Af%tar a littlae practice
With %he wand users will feal more comfortable us:ng :%.

IDENTIFYING ITEMS WITHOUT A BARCODE SCANNER

It is sometizes tha case that users either cannot or do not want to use the
barcode uwand. Under these circumstances users nay 1nstead access the ILS
Master B3ibliographic lils through alternate options. In response to the prompt
ITEN, snter ? and a carziage return. ILS will display 8 access optiors and an
additional option which affixes short messages to an 1tem zecozxd. They arze:

(NOTE: ONCE YOU'RE DOMNE READING AN ITEM IDEMTIFICATION OPTICN
ENTER A ‘T’ AND A RETURN TO GET BACK TQ THIS JISCUSSION!)

IID#» Item Identification ¥ 6. » Tillae Key
AU = Author 7. AT = Author/Title Key

CX = Call Number 8. SE = Seriyas

IS = ISSN/ISBN 9 s Megssage (for i1%ten Jus?t enterzed)
LC #» Librazy of Congrass #

N E W

2.1.2.2 Access by Item Identification Mumber

Identifying i1tems by theixr ITEM IDENTIFICATION NUIBER 1s one possible. yet
uncommon Wway to accaeass an item in the ILS system. The IID$ 1s the alpha and
_numexric equivalent to the pattern of vertical black lines which nake up the bar
code and is found on the baz code label. It can be up to 10 characters long.

To access by the item identification number, enter the kay “IID#" 1n response
to the ILS prompt ITEM. ILS will then ask £or the IID¢ and <he user should
entay the symbols as they appear on the 1tam's bar code label.If a user chooses
this option, it is essential that the characters be entered exactly as they
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appesz.Any discrepancias in the spacing of the characters or typos will yield a
1 wrong match or no match. The user may combine these steaps into one step by
entexring IID#¥=0 $& t 90 4 in response to the prompt ITEM.

SAMPLE: ILS prompts ITENM: ILS prompts ITEM:
USER types IID$ OR USER zeplies IID$s0 s¢ 1 90 4
ILS asks for the IID®
USER entezs IID# value

2.1.2.3 Access by Author

Accessing an item by the AUTHOR is a popular access option. The ILS systeam
will accept either a £full author surname or a partial surname. This is done
to afford the usar the greatest amount of flexibility to view sither an
individual or zange of entries:

SAMPLE: AU=ANDZIRSON IlS will display all entries with ANDERSON as
author, without regard to which ANDERSON. The
user may selact the desired itea by its itenm
nuabsxr. If there are more than 5 entriaes the
user may scan through theam by prassing F to
FORWARD through the list oxr B to BACKUP.

ID TITLE AND AUTHOR
1 The Silver Skates by Andarson., Hans Christianson
2 The 3iogzaphy of by Anderson, Sandy E.

DISPLAYING THE FULL ENTRY

If the user is unsure about an entry being thae correct entry the D coamand
(DISPLAY) can ba invoked to display the £full :1ecord of this item, to verify
that it is the corzect entzy. The D command is particulazrly useful when the
tzuncated title string gives either little or ambiguous information oz is
othezruise not fully mesaningful to the user. If the correct recoxd cannot be
found using this access option, tha user may select anothez searxch key or
quit entirely.

2.1.2.4% Access by Call Number

Locatad in most instances on the spine »~r some othe&x visible paxt of an item.
the CALL NUMBEZR is perhaps the most efficient. and popular wey of gaining
access to the rzecord of a specific item. Although various call numbering
schemes are used by librarzies all over the world, (Dewey. Librarxy of Congress.

<tnd the National Librazy of Medicine's being the moza zenown schemas) they
each requize that a unique nuaber be agsigned 2o each piece in the collaction.
The call number can ba as long as is the collection requires. Sometimas than
items have long call nusders and thick items have short ones.

To access by call numbez the usar aust type in CR in response to the ILS
prompt ITEM. ILS Wwill reply with ENTER THE FULL OR PARTIAL CALL NUMBER. Then
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the user can enter the call number dasized. If instead “he user uwishes %o
combine thase tuyo steps the user may enter CA3QA76.15 in response to *‘he ILS
prospt ITEM. This may save some time. If the user wishes to see 2 Tange of
entzies beginning with the same call numbex ILS will display § entries at a
tine on the sczeen.Tha user may press F to FORWARD oz B to go BACKWARDS through
the list.To see the full racord of an item entaxr D and the item's ID numbaer.

2.1.2.8 AGcess by ISSN or ISBN

The ISSN and ISBN aze nuaeric conventions which have been estgblished to
standardize the identities of both serials and monographs raspectively.
They are heavily used in the acquisitions process by publishers and
librazies alike as they afford a succinct means of specifying a desired
item. The numbers azre a code which identifies both the publisher and

the specific item.

To access by either the ISSN or ISBN enter IS in responsa to the ILS prompt
ITEM. ILS will respond with ENTER THE FULL OR PARTIAL ISSN/ISBN. The user
aust then entez in the value. The user may instaad combine these two steps
into one by typing 1550780223738 in response to the ILS pzompt ITEM. ILlS will
retrieve and then display on the screen all items which match. If the usar
wants a specific item, care must be axezcised to enter the value exactly
corzect. If tha user wishes to see a range of entries beginning with the sanme
numbers then only a partial ISSN or ISBX need he entaraed.

SAMPLE: ILS prompts ITENM ILS prompts ITEIN
USER replies IS OR USER replies 15%0700223738
ILS says ENTEZR THE FULL...
USER enters 3700223738

ILS uill then seazrch the ISSN/ISBN index to find all possible matches, and will
display them on the screen. If there aze more than 5 zatches ILS will display
the first 5 and say THEREL'S MORE. The user may browse through the matches by
typing F for FORWARD oxr B for BACKHWARDS. If the corzrect entzy is found thae use:
nust type the ID ¢ of the correct match, If the user wants to see the full
zecord for any entry, enter D and that entzy's ID 8.

2.1.2.6 Accass by LC Card Numbaz

A LIBRARY OF CONGRESS CARD NUMBER is assigned to azch item cataloged by the

Librazy of Congress. This nuabezr is used by libraries to order printed

catalog cazds fros the library of Congress. The numbar is usually one of the

cataloging alements included :in publishers' Cataloging In Publication (CIP)
~data. It 1s typically composed of 2 characters followad by a hyphen and

3 to 6 andditional numbers.

To access by the LC & the user aust type in LC in zesponse to the ILS proampt

ITEM. ILS uwill then zespond with ENTER THE FULL OR PARTIAL LC #.user

aust then typa in the LC #. It 1z possible to combine these 2 steps into one
Dy entaring LC=79-~123456 in response to the ILS prompt ITEM. ILS will %hen
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search the LC ¢ index to find appropriate matches. (If the entire LC ¢ uas
entezed there will be only one match: 1f a partial LC & was entezed there may
5 sevezal matches). ThRe user aay brouse through the matches by pressing ! to
TORWARD and 8 to BACKUP. If the correct entry 1s fouad, enter tha ID ¢ for that
entzy. If the user 1s not suze that 1t i3 the correct record the £ull recorxd
may be called up by pressing D and the entzy's ID $.

SAMPLE: ILS prompts ITEM ILS prompts ITIM
USZR zeplies LC® OoR USER enters LC=79-123486
ILS says EINTER THE FULL...
USER anters 79-123456

2.1.2.7 Access by Title Kay

Titls access in the ILS system is almost the same as uhat is done in the OCLC
system. Usezrs may type in a truncatad seazch Kay composed of the first few
characters of the first few significant words in the title. Azticles and
other stop listed words (e.g. a, an, the, and, United States) are ignoxed. The
key 3.,2,2,1 is used to match the £first 3 charactars of the first¢ word, the
first 2 characters of the second word. the first 2 characters of the third
word, and the first character of the fouzth word in the title.

To access by title key. the user must enter TK in responsa to the ILS proapt
ITEM. ILS will zespond with ENTER THE TITLZ KEY IN FORMAT 3,2,2.1. (NOTE: if

a title has fewer than % words enter commas consecutively to £ill in the key.)
These 2 steps aay be combined by typing (e.g.) TK=DOR,IL.NME,D. ILS will reply
by searching for and displaying all entries which match the search Rey. If
there are more than 5 amatches the systeam will say THERE'S NORE and the usar may
bzouse through the entzies by typing F for FORWARD or B for BACKWARDS. To be
suze that you have the cozrect zecord type D and the entzy's ID #.

2.1.2.8 Access by Author Title Kay

The AUTHOR/TITLE Key is a combination Rey used to sort out more gquickly a
desired record. Although the same words may be found in the titles of different
works, it is likely that different authors may be associated with each title.
In this case a 4,4 combination key of both author and ¢title would yield a more
preacise zeatrieval than a 3,2,2,1 title Kkey.

To access by authors/title key the user must entezr AT in zesponse to the ILS

prompt ITEM. ILS will respond with ENTER ST 4 CHARS OF AUTHOR'S LAST NAME &
1ST 4 CHARS OF TITLZ IN FORMAT 4,4, The user amust then enter the chazacters

as prescribed. It is possible to combine these 2 steps by typing (e.3.)

_AT*ALLR,BODY for the entry Body functions by Jon Allred. ILS will respond by

searching for all author title combinations with these characters and display
them in groups of § on the screen. If there are more than § entries ILS wall
say THERE'S MORE and the usex can press RETURN to view them. To scan through
the list press F for FORWARD and B for BACKWARD. To be sure that an ent:zy 1is
2oz the corzect record the user may prass D for DISPLAY and the ID number of

_the entry to see the full zecord of the antxy.

.
i
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2.1.2.9 Access by Saries

Undexr the ILS system it is possible to access reacords in the Master
Bibliographic Fila by the SERIES heading. Catalogers and other library staf$f
may £ind this access point particularxly conveniaent 1£f thay have ser:es whizh
compIlise many issues. These are most notable 1n the biomedical and physical
sciences and in spacial librariaes that contain the zeports >f their agency or
corporation.

To access ILS via the series option the user must entar SE i1n response %o the
promt ITEM. (NOTE: This item option should not be confused with the /SE command
for serials check in which is another feature of the cirxculation subsystenm

and uses the SI command., Remember that the serials chack in command zequizes

a8 /SE to get out to that transaction activity, whaereas accessing a record by
serias heading requires only SZ in zesponse %to the ILS prompt ITEM.) ILS will
raply with ENTER THE FULL OR PARTIAL SERIES. The user may then enter any orx all
waords of the serzies heading that are Known and ILS will search the seriaes index
to find a match. ILS will display all matches and if there aze more than 5, the
usar may view them by entering F for FORWARD or 3 Zfor BACKUP.

2.1.2.10 Message (Item Just Intered)

Inmediately after a user has identified an item in the Cixculation
Subsystem. ILS allows for a short zessage to bea entared.

2.1.2.11 AR Identification of Patron

Once the item has heen identified, the user will want to identify the
patron(s) connected with that item's routing slip. The computer will
prompt the user with the serial ID and copy number, and say:

(PIERMANENT OR (T)IEIMPORARY? TEMPORARY/

This concezns the status on the routing slip of the intended patzon. Thexe
13 no great diffarence between the tuwo choices. With a temporary status,
the patzon acknouledges that he will not be on the routing slip forever,
But his name will net be deleted from the zouting slip until somecne

goes through the process necessary. The systam will never delete a nanme
trom a routing slip uwithout beihg told to do so. The user enters the
desitad status with either a 'P' or a *‘7T°.

Onca the status is entezad, the user has seaveral options. <They aze:

<A> Add Name to File

<d> Dalete Kame £xom File

<> List Names in File

</s> Go back to subsystem (see Exit From AR)

<> Go back to function (see AR Special Features)
<Cc> Change Tempozary/Permanent

1l
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IZ the user discovers he has entaered the wrong status cozzand. he can
change 1t with the 'C’ option. for example, 1f he has entered 'P' for
Peazmanant and realizes he wants to worX with the Temporary status file,
entezing a 'C' will switch hia to Tempozary.

The Add Routing function is unique because it identifies £first how
the patron 15 affected on the zouting slip and then i1dentifiaes the
specific patron. When the patzon 13 identified the chosen function
will be exacuted sutomatically.

The £ollowing functions relate dizectly to the routing slip. They
are comacn te both the Permanent and Temporazy status.

1} Add Name - How to add a name to a routing slip
2) Deleats Name - How to delete a name from a routing slip
3) List Name - How to list all patrons on a zouting slip.

Indicate by numbez the function you uwant.

2.1.2.12 AR Add Mame

To add a name to an item's zxouting slip, the user must entezr A in response
to the ILS proapt OPTION:. ILS will rzeply:

PATRON:

The usex must now begin to enter tll the names thet are to be added to the
zouting slip. After the last name has been antersd, the user must entez a
ratuzrn. ILS will then prompt the user with a series of guestions as part of
the exiting process (see AR Exiting from Add Routing)

To zreview the patron identification options press !, or
(F) FORWARD to AR Delete Name, oz
(T) to go to the top discussion

2.1.2.13 Identifying the Patzon

Any and sll ILS functions involving patzon data require that the patzon be
accurately identified in the ILS. A petron may be identified by either wanding
the baz code on their library card, ox entering the equivalent bar code numbe:z
oz the patzon's last namse. (If the wand is not used, enter the patzon's last
nese insteaad of the hazrcode number to avoid typing mistakes).

PATRON IDENTIFICATION OPTIONS

_NANEZ-This is the most comaon Way to enter the patzon data. Enter the £full last

name or enough charactars of the last name to narrouw the list down sufficiently
to display the desizad patron antry. I£ there are more than 5 matches, ILS will
say (THERZ'S MORE) and the user may then press I or B to view additional

entries that amatch. If the 5th entry seems ¢to ba the correct one, press ¥ to be
suxe that the 6th or 7th ones are not identical names. To see more information

—foxr a patzon in tha list, enter D followed by the index number beside the
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patzon's name. For exzuple, 1f you had a laist like:

JONES, JOHX
JONES, JOHN
JONES. JOHN
JONES., JOHN
JONES., JOHN

Ut £ 0N -
MmO O E

and you wanted to display more 1nformation from the patzon’'s record to select
the correct entry, you could enter D2 or D3 to viaw further information £fronm
the patron record to accurataly identify the patron from the list.

Once you're sure that you've found the correct entry, enter the index # uhich
appears in the fizst coluan in zesponse to the prompt PATRON:.

PATRON ID &~ The Patron ID # is eaquivalent to the bar code configuxation uhich
appears on each patron's library cazrd. It is made up of numbers and othe:x
characters which are transformed into 3 pattern of thick and thin lines and
spaces which together make a code tc identify both items and patzons. A patron
may be identified by this code, however, it is suggested that the staff use the
wand or type in the patzon name whenever possible, thereby minimizing *the
chance of a typing erxzor.

PATRON REGISTRATION - If the patzon is not already registered in the patron
list, it will bs necessary to entex their patxon data into the systaam before
any transaction can be racorded intso ILS. Local ILS xites rmay devise thair oun
ptocedures for gathering pestron information, putting it inte the system at some
lataz ¢ima. For & fuller discussioa of petion registzation zafer to the peth
PATRONX REGISTRATION.

2.1.2.4 AR Delete Name

TO delete a name from a routing slip, the user must enter D 1in response to the
ILS prompt OPTION:. ILS will then display all the names curzently on the list
and will ask the user which nams is to be delsted. The user aay then anter tha
number corzesponding to the name uwhich 1s to be deletad.

The user must enter & carriage return in zesponse to the ILS prompt when ail
appropriate nazes have been deleted. This 1s the firyt step of the exiting
process (See AR Exiting From Add Routing.)

2.1.2.15 AR List Name

List Name i3 used whenaver the user wishes to view all the patzons uwho are
cuzrently on the routing slip. A sampiaq list is shown below.
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ADD ROUTING

SERIAL TITLE: THE NIH RICORD ( 87 CoPYS® !
TEINPORARY OPTION:

1 MISS JANE BROWN

2 NR GXORGE CAREZW

3 MJR BRYAN JONES

4 MS MARY SMITH

NOTE: When the user selects permanent or temporary lists at the beginning of
ADD ROUTING., this selection will impact what lists are displayed. If the use:
wishes to have the other list displayed it will be necessary to enter a € in
response to the ILS proampt OPTION:.

2.1.2.16 AR Exit Add Routing

\

After the user has completed making changes to the routing slip, a return

aust be enterad to begin exiting from ADD ROUTING. At this paint ILS will
prompt with (FIILE OR (N)O CHANGE? NO/ . The system 13 set to default to NO
CHANGE unless the usar types in F. If the user wants to file the changes the
correct responsa is F.Mext ILS prompts with (P)PERMANENT/TEMPORARY? TEMPORARY~/.
The systen is set to default to TEMPORARY unless the user types IN P. If the
user wants this routing slip to be a permanent onea P is the correct zesponse.

The user may now exit from ADD ROUYTING by using the 7/ command. This will take
tha user to any other activity within ILS. NOTE: if the / Key is pressad before
the changes have been filed auay., the changes will be lost.

2.1.3 AR Spacial Teatuzes

USE OF THE -~ KEY and PERMANEXT VS. TEMPORARY LISTS

In ADD ROUTING., the - Key is used to return the user to the beginning point of
eithexr the itam or patron identification stages of ADD ROUTING. This 1s done to
enable the user to start thst point over (e.g. spell a name a diffeznt uway)
While keeping the user within ADD ROUTING. Pressing the -~ Kkey will erase just
the stage of AR that the user was in the middle of entering (i.e. just the last
item oz patron information entered.)

ADD ROUTING provides fozx both permanent and temporary lists. Permanent lists
are composed of patrons who wish to receive all issues of a serial title each
time they aze chacked in. Temporary lists are composed of patrons who wish to
zeceive only a particular issue of a serial title; they may (e.g.)wish to read
& pazxticular issue which is devoted %to an azea of theiz 1nterest. Users aust
specify whaich list 13 to be modified; to change a list choice typa C
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k) JETAZIL

3.1 INTRODUCTION

DETAIL serves as a tempozrary overz:de %o *he EXPIRIINCE setting by revers:ing

a user's experience leval for the current sess:ion only. Although experianced
users May prafer that ILS not display ail the available options,ther users

may find the displays helpful. DETAIL permits usqezIs %o Ieversa <he.I experiencs
lavel, for one time only, and gives them 2orxa £lexibil:ity using ILS.

AVAILABI L INFCRMATION
1. Overview of Detail
2. Step Yy Step Procedures For Cetail

Plaase entar the number of the %type of informatzon you dasyze:

3.1 JZ Overviaw

DETAII requires users %o choose detween the OM and the OFF setting, each of
which 1s explained below.

If you choose ON - ILS will display all options at each point in the session.
If a user 15 an experiencud us2r. ‘thaey usually DO NOT have
the options displayed £or ¢hem) choosing OK uwill mean that
ILS WILL DISPLAY all options for the cuxrent session. The
naxt time this user uses ILS the options u1ll not be shown.

I£ you choose OFF - ILS will not display options £for each point in the sessiocon.
If a usaz 13 an inexperienced user, (they usually DO hava
the options displayed for them) choosing OFF will mean that
ILS WILL NOT JISPLAY all options for the current sess:ion.
The next tide this user uses ILS the options will be shoun.

NOTEZ: To permanantly reverse a usar's experience level see EXPERIENCE.

3.1.2 DE Step By Step

To temporarily change experience level the user may enterx

/DE=ON QR /DE=OFF

-xn zesponse to any ILS prompt. ILS will change the experience level £for

this sessicn only and retuzrn the user *o the previous prompt.

It is also possible to change the axperience satting in a two step process.
The user entars DE in response %o the ILS prompt COMMAND: and then antars
_atther O or OFF as appropria‘e.
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IDIT ITM

4.1 INTRODUCTION

The EIDIT ITEM procedure permits authorized usaers %o edit or add to cataloging
dat>: in the "Master 3ibliogzaphic Fila (M3F).

L

i

’ AVAILABLE INFORMATION

t

: 1. Ovezview of ZDIT ITEN

2. Stap by Stap Procedurss For IDIT ITEM

3. Special TFeatures for EDIT ITEM

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

4101 LI Overview

The EDIT ITEM procedure permits authorized users to edit or add to catalogang
data in the Master Bibliographic Fils (NMBF).

The user must identify the itesm for which the record is to be edited. ILS

will then allow the usez %to add to or delate £from the cataloging data. ILS
Wwill then file the edited recoxrd in tha MBF.

For Step B3y Stap Procedures of *DIT ITEM prass 'F' and RETURN to go forwarzd.

8,.1.2 E£I Step By Step

ZDIT ITEM should follow this sequence of steps:

1. ITENM IDENTIFICATION
Identify the item £or which the record 13 %o be edited.

2. EDIT ITEM RECORD
Change oxr add to the MARC zecord in the N3F.

3. FILE ITENM
File the changsd record in the MBF or leave the 1t unchanged.
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For ao:e HELP anter *hae nunber o0f the des:zad 2p%tion or FIRWARD <o
Special Faaturas:

4.1.2.1 Identrfy Itam

IDENYIFYING ITEMS WITH THE 3ARCODE SCANNER

The bSarcode scanner s the fastaest WJay %o comple*tes zny “ransaction .a ILS
Using the barcodae wand eliminates the need for hraving %o <type :Ln leng=hy
patron da%a, 1tem data and the %transaction symbols {aea.3. /C0 or /I ay
<Janding over a coded vezrsion of this same da<a, ILS users will not exper.ence
vhe problams associrated with misgkeying this important inforzmation.

To i1dantify an :tem using =he barcode scannarz. the user must f.:rst e sure
that ILS 1s prompting the user with ITEM. A% this point %he user 2ust dut the
point of the wand on the barcode label. and aove *he point of <the wand

over the pattern of black vert:ical lines. It does not natter i1f *he wand =moves
from the left to zight s:de oxr vice versa. Sometimes :% helps % <he wand :.s

held directly over +*he :t2m, instead of at a slant the way one would hold a
pen. It 18 not necessary to scra*ch the bHarcode label. A lLittle smooth s<troke
s zll that s needed. Once ILS has recognized the :>tem, .* will respond b, 4
beeping once. This 1s %o say, "I recognicze *this iteml™ After a little prac+ice
@with the wand users uwll feel more comfortable using xt.

IDEXTIFYING ITEMS WITHQUT R BRRCODE SCANNER

It 1s sometimes the case that users exrthar cannot or do not want to use the
barcode wand. Under “hese circumstances users nay instead access the LS
iizstee bibliographis File through alternzte options. In response to “he prompt
ITEN., entar ? and a carriage return. IIS t*ill display 8 access options and an
additional option uihich affixes sho:t 2essages %o an i1*em record. They aze!

(NGTZ: JMCE YOU'REL DORE RIADIKG #AN ITEII IDEMTIFICAYION OPTION
EXTTR A "¥' AND A RZITURN TO GET BACK O THIS DISCUSSIONI)

1. IIp¢= Item Identification ¢ 6. TK =z Title Key

&. AU = xuthow 7. AT * Author "Title Key

3. €Ca = Call Nunmber 8. SE = Series

4. I a ISSH/ISEK 9. NI s Massage (for item just enterad)
5. LC %= Libzary of ~ongress ®
4.1.2.2 Access by Item Identification Numberx

Zaentifying i1tems by their ITEM IDENTIFICATION NUMBER :s one possible, yet
ancommon way %0 access an i1tem in the ILS systaeam. Tha IID$ s =he alpha and
“ulesl1c &quivalent to the pattarn of vertical black lines which make up %the bdar
coca znd is found on %tha bar cods Llabsl. It can be up to 19 characters long.

To azcess by the iten identification numbex, entex the kay “IID#“ in response
L*0 the 1S prompt ITEM. ILS will then ask for the IID®¢ and *he user should
enter “he symbols as “hey appear on *he 1tem's bar code label.If a user chooses
this option. 1% 13 essen%tial *hat the characters ba entared axactly as thay
appear . Any iisciepancies .n the spacing of the charactaers or *“ypos wi.l yireld a
WJrong Latch or no natch. The usezxr may cembir: these staps 1nto one stap by

anteriing TID#:0 $% 1 30 4 in responsa to the prompt ITEM.
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SAMPLE " I.S5 prompcts ITEN ILS promp-s
JSER types 1100 CR JSER zepl:aes $8 T30 .
IL5 asks for the IID®
JSER enters IID9 value

4.1.2.3 Access by Author

Accessing an 1%ea by *he AUTHOR 1s a pop lar access option. The ILS sysc<en
will accept ei1ther a £ull author surname or a jpar<t:a.l surname. Th:.s5 .s done
to afford the usax the greatest amoun. of £laxibility %o view e>%her an
individual or zange of entzies:

SANMPLE: AUSANDERSON ILS will display all entries with ANDERSON as
author, withoutr regard to which ANDERSON. The

user may selact the desired i1tem by :ts :%ea
number. If there are aore than 5 eniries <he
user zay scan through them by pressing F %o

FORWARD through the .ast or B to BACKUP.

Id ITLE AND AUTHOR
1 The Silver Skates by Anderson, Hans Chr:ist:ianson
2 The Biography of by Anderson., Sandy E.

DISPLAYING THE FULL ENTRY

If the user 1s unsure shout an entry baing the correct entry the D coamand
(DISPLAY) can be invokad to display the full record of this item, to verxify
that 1t is the correct sntrxy. The D command 1s particulazly useful when the
tzuncated title string gives either little or ambiguous 1nformation sz 1s
otherwise not fully seaningful to the usez. If the corzect zecord caniot be
found using this accass option, the user mey select another search Xey or
quit entirzely.

4.1.2.4 Access by Call Numberx

Located in most instances on tha spine or some other visible par* of an ites,
the CALL NUMBZR .s perhaps the most efficient, and popular way of gainaing
acceass to the record oi a specific 1tem. Although various call numbezing
schemes are used by libraries all over the world, (Dewey. Library of Congress.
and the National Librazy of Medicine's being the more renoun schemas) they
each zejuire that » unique number be assigned to each piece in the collectioen.
The call numbar ¢an be as long as is the collection requires. Sometimes thin
Ltemg have long call numbers and thick items have short ones.

Tro access by c¢all number the user must type in CA 1n response to the ILS

prompt ITIM. ILS will zeply with ENTER THE FULL OR PARTIAL CALL NUNBER. Than
the user can anter the call number desired. If instead the user wishes to
cowbine these %uWo steps “he user may entex CA=zQA76.15 in response %o %“he ILS
prompt ITEIM. This may save some time. If the user wishes to see a range of
entz.es beginning wicth the same calil number LS will display 5 entzies at a
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ti:me on the screen.The user nay press f %0 TUXKWA2AD 2r 3 <o 3o 2AC

tha list.To saee =he full record of an ltems antar D and he 1%ex’s
4.1.2.5 Access hy ISSMN or IS3BN

*he ISSN and IS3N are numeric conventions which have baen aestablished <o
standardize the i1dentities of both serials and monographs respacti.vely.
They are heavily used :n the acguisit.0ns process Dy pubiisaers and
libraries alike as they afford a succinct neans of spacifying a desired
1tem. The numbers are a code which identifies both the zudblisher and

the specific :1tem.

To access by either the I5SSN or ISBN antexr IS in zesponse to the ILS prompt
ITEM. ILS will respond with ENTER THE FULL OR PARTIAL ISSN/ISBN. The user
must then entar in *the value. The usar nay instead combine %“hese two steps
i1nto one by typing IS=0700223738 1n response to *ha ILS prompt ITEIM. I.5 will
retrieve and then display on the screen all i1tems wh:ich match. If the user
wants a specific rtem, care 3ust ba exercised to enter the value exacily
correct. If the user wishes to see a range of entr:es Ceqginn:_ng with the saze
nunbars *han only a partial ISSN or ISBN need be enterad.

SAMPLE: IlS promptg ITEM Il5 prompts ITEM
JYSER replies IS OR USER repl:es I5%0700223738
ILS says ENTER THE FULL. ..
USER entars 0700223733

ILS will then ssarch the ISSi{/ISBN index to £ind all possible matches, and will
dirplay them on the screen. IS thesre are noxe thaa 5 matches ILS will display
the £icst 5 and say THEREL'S MORE. The usei uay bzouse through ‘he natches by
“yping F for FORVARD or B for SACKWARDS. If the corract entry 1s found the user
must typs the ID # of the correct match. If the usrer dJants to see the full
reacord for any entry. enter D xzad that entry's ID &.

4.1.2.6 Access by LC Card Humber

A LIBRARY OF CONGRESS CARD NUMBER i3 assigned %o each 1%em cataloged dy %he
Library of Congrass. This nuumber is used by libraries to order printad
catalog caxds from the library of Congress. The number 1s usually one of the
cataloging elemants included in publishers' Caialoging In Publication (CIP)
data. It i1g typically composed of 2 characters ftollowed by a hyphan and

3 tc 6 additionai aumbecxs.

To access by the LC § the usaz aust typas in L7 1n zesponse %o the ILS proapt
JITEM. ILS will then respond with ENTER THE FLLL OR PARTIAL LC ¥.user

nust then type 1n the LC &. It s possidie %0 combine %hese 2 steps into one
by enterxing LC=79-123456 i1n response to the ILS prompt ITEM. ILS will +then

search the LC # i1ndex to find appropriate matches. (If the entize LC ¢ uas
arnteared there will be only one aatch: 1f a partial LC ¢ was entered thers nay
be sevezral natches). The user msay drowse thzough the matches by pressing F to
_FORWARD and 3 to BACKUP. If the corzect entry 1is found. enter tha ID & for that
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entry. If the user is not sure that it i1s the correct record the Sull racorzd
aay be c¢called up by pressing 0 and the entry's ID §.

SAMPLE: ILS prompts ITEINM ILS prompts ITINM
USZR zeplies LC# OR USER enters LC»79-i123uSé
ILS says EINTER THE PFPULL...
USER antazs 79-123456

4.1.2.7 Access by Title Xeay

Title access in the ILS systam is almost the same as uhat is done in thae 0OCLC
systam. Usars may type in a truncated search key composed of the first fasu
charactezs of the firxst few significant uwords in the title. Articles and
othexr stop listed uwords (e.g. a, an, the, and, United Statss) are ignored. The
key 3,2,2.1 is used to match the first 3 charscters of the £first word, the
2izst 2 chazacters of the second word, the fixst 2 characters of the thizd
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 proampt
ITEM. ILS will respond with EXTER THE TITLE KEY IN FORMAT 3,2,2,'. (NOTE: 1%

a title has feuwer than 4 uwozds enter commas consecutively to £ill in the kay.)
These 2 steps may be combined by typing <(e.g.) TX=DOR,IL,ME,D. ILS will reply
by searching for and displaying all entries which match the seazrch Rey. If
there are moxe than 5 matches the system will say THERZ'S MORE and ths user may
brouse through the entries by typing I for FORWARD or 3 for BACKWARDS. To be
sure that you have the correct record type D and the entzy’'s ID #.

4.1.2.8 Access by RAuthor Title Kay

The AUTHOR/TITLE Key is a combination kay used to sort out more quickly a
desired record. Although the same words may be found in the titles of different
Wwozks, it is likely that different suthors may be associated with each titlae.
In this case a 4,4 combination Kay of both author and title would yisld a more
precisea retzrieval than a 3,2,2,1 title key.

To access by author/title kev the user must enter AT in response to the ILS
prompt ITEM. ILS will respond uwith ENTER 15T 4 CHARS OF AUTHOR'S LAST NAME &
1ST 4 CHARS OF TITLE IN FORMAT 4,4, The user amaust then enter the charscters
as prescribed. It is possible to combine thesa 2 steps by typing (e.g.)
AT=ALLR,BODY foxr the entry Body Functions by Jon Allred. ILS will respond by
seasrching for all author title combinstions with these characters and display
them in groups of S on the screen. If there asre more than 5 entries ILS will
say THERE'S MORE and the user can praeass RETURK to view theam. To scan through

_the list press I for FORWARD and B for BACKWARD. To be sure that an antry is
for the corzect zecord the user may press D for DISPLAY and the ID number of
the entzry to see the full recoxrd of the entry.
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4.1.2.9 Access by Serles

Undax the ILS system it 15 possidle to access records in the Master
31bliographic File by the SERIES heading. Catalogers and other librzarxy staff
may £ind this access point part:icularzly convenient 1£f they have searies uwhich
comprise many 1ssues. These ars most notable in the biomedical and physical
sciences and in spec:al libraries that contain the zeports of their agency or
corpoxation.

To access ILS via the series option the user zust enter SI in response o *he
promt ITEM. (NOTE: Thais :1tem option should not be confusaed with the /SE comnmand
for serials chaeck i1n which is another featuze of the cizculation subsystem

and uses the SE coamand. Remember that the serials chec¢k i1n comamand requires

a /SE to get out to that transaction activity, whereas accessing a recoxd by
seazies heading requizes only SZ in zesponse to the ILS przeompt ITEM.) ILS will
reply with ENTIR THE FULL OR PARTIAL SERIES. The usez say then enter any or all
woxrds of tha series heading that are known and ILS will seaxch the series 1ndex
to £ind a match. ILS will display all matches and 1f there are more than 5, the
user may view them by entaring F for FORWARD or 3 for BACKUP.

4.1.2.10 Message (Item Just Entared)

Ismediately aZter a ussez has identified an 1tem 1n the Cizculation
Subsystem, ILS allowus for a short messege (0 bLe enicred.

8.1.2.131 EI Edit Itew Record

I£ the user is EQITING data alcerdy in the MBF the follouwing
sequUence a8y QCCuUr.

ILS will prompt: Usexr should entar:

TAG: MARC tag nuuabez alresady in the record.

SUBFIELD: Subfield code alzaeaasdy xn the xecord.

REPLACE: Entez the characters which you wish to delete orxr replece.
WITH: fntez the correctad date.

NOTE that I1S will replace the £irxst mastching charactaz(s). If the subfield
contains the text ‘Medicined’ and the user enters ‘d’' in response to REPLACE
the result would be 'Me 1c¢inad’.The usezr should enter 'ned' .1n zesponsa to
REPLACE and 'ne' in zesgponse to WITH. thas would result in 'Medicine’.

The user may add new data to a tecord in the MBI by following the staps below.
T4 the user entars a tag number or a subfield code that 13 not curzently ain
the record, the following sequence will occur.
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ILS will prompt: Usear should enter:

TAG: MARC tag nuaber (050, 245)
Be surs to i1nclude leading zeroas

IN: Marc indicator (two nuaberical characters)
If not appropraate for this tag press RETURN.

SUBFIELD: Subfield code (a, b, 2)
This entzxy MUST be in lovercase letters.

ILS will proept: User should enterx:
1> Information to appear in this subfield.
2> ILS will pzompt for second and third appearances

of the subfield until user enters RETURN which
will cause TAG' to reappear.

The saquences for entering or editing data will repeat until ILS proapts
TAG: and the user answazs RETURN. Then ILS will move to FILE ITENM.

for moxe information on FILE ITEM press °'F°'.

8.1.2.12 EX File Itenm

If the user has ansuezed a TAG: prompt with RETURNM in the EDIT ITEM RECORD
step, ILS will move to FILEZ ITIM and prompt:

(riile or (D)on't change 7 The user may type 'F' to file the edited record
in the MBF or type 'D’' which will leave the
origainal racord unchanged 1n the MBAF.

After the user enters 'T' or 'D' ILS will prompt ITEM: which allous the user

to begin the IDIT ITEM procass again.

9.1.3 EXI Specisl Featuras

The -~ or ‘'up-errow' has a special use in the EDIT ITEM function.

“If the usar does not use the wand and barcode label to identify the ites.
but instead uses a title. author or othez sesrch option, a match mey not
be found in the MBF. The user may enter - and ILS will prompt ITENM:
allowing the user to start the EDIT ITIM process again.
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5 EXPERIENCE

5.1 INTRODUCTION

EXPERIENCE :1dentifies a user as either an experienced or :nexperiencad usex.
A usezr's exper:ence level will detezmine whether or not all ILS options are
displayed cn the screaen.

AVAILABLE INFORMATION

1. Qverview of Experience

2. Step by Stap Procedures For Experience

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

5.1.1 EX Overvieuw

EXPERATENCE records each user's experience level using ILS. It 1s linked to the
user’s password and can only be set by the system adnministrator. Theze are two
EXPERIENCE settings:

1.ZXPERIENCE=OrF - This option is for users who aze not experienced with ILS.
With EXPERIENCEI=OFF XLS will automatically list the
selaction options svailabtla =t avezy poant in ILS.

2.EXPERIENCE=ON - This option is for use:s who are experienced with ILS.

With EXPERIENCE=ON ILS will not automatically list the
selection options available at evezy point in ILS.

NOTE: Experienced users may still view ILS options at any point by entering =
? followed by a zeturn. Should it ever become necessary to temporarily raeaversa
a user's experience lavel DETAIL can be used.

5.1.2 £X Step 3y Stap

To set a user’'s experience level the authorized user may anter
/EX=0X OR /EX=OFT

in response to any ILS prompt. ILS will change tha axperience Lavel and
zaturn the user to the previous proapt.

It 13 also possible to change the experience sett:ing in a %wo step process.
The usezr enters EX in response to the ILS prompt COMMAND: and *hen enters
eithazr ON or OFF as appropriatae.
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[} HELP MAINTEINANCE

1 OVERVIEW of HM

1.1 HM - Overview

Help Maintenance 1s an on-line subsystem for maintaining those documents

needed by the library staff in day to day operations. These documents can be
creatad as:

o Halp displays - brief ready reference information, available on-line.
concerning what to do in some particulazr situation.

o Manuals - in depth information, available on-line or in printad form
(depending on how they are set up). for staff education and training.

1.2 KM - Purpose

Many help displays and instruction manuals (like this one) have already
been prepared by the ILS systams staff. Some users nay not need or want any
acre. Howaever there area a number of reasons why users may wish to add theair
oun documents or edit axisting ones. Thesa include:

© Documenting manual proceadures - Every automsted system interfaces to
many local manuel procedures. To operate a system correctly a stafs
member needs resdy access to information on both the aanual and
sutometad procadures.

Documenting library policy - A staff meabar should be able to £ind out
all the library's policies quickly and should see thema in theiz most

up-to-date form. An on-~line documentation system such as Help
Maintenance may be tha bert way to Keep this information available and
current.

o Documanting customized features - Tha ILS is designed for easy
customization - at a high level by chinging system parameters and
tables. and at a low level by modifying the code. Help Maintenance

sakes it easy to Keep all the documentation accurate at each different
installation of the ILS.

o Editing ILS documents - the IIS technical writers have tried to make
all of their documentation cleaz. accurate. and easily understandabla.
Howaver improvements may be possible.

1.3 HM - Descziption

The Help Maintanance subsystem is designed to assist the user to perfore
the following functions:

o Entering taxts into the computer's data base.
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o Editing those tants.

o0 Linking difiqrent blocks of text (called PARAGRAPMS) *together %o forn
sequences Oof Text, and changing ox raarzranging those links.

o Indexing individual taxts or whola sequences.

o Displaying texts on terminal screans or printing them on the systenm
Printer -~ aither individually or in sesquences.
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2 BASIC CONCEPTS of HM

2.1 HM Concepts ~ Paragraph

The basic unit of taxt in the Help Maintenance subsystenm is called a
PARAGRAPH.

The ILS paragraph is not necessarily an English paragraph., i.e. a nuaber
of sentences of which the fizst 13 indented. It may be an English paxagraph.
or it may be a single word, a santence. s group of Znglish paragrapghs. a list.
a table, or even a graphic design.

Ity distinguishing feature iy that it is always treated as a unit for
display or for linkage with other paragraphs.

Everything on this page is one single ILS paragraph (though more than one
pazagzaph can he put on one page).
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2.'.1 HM Concepts - Faragraph -~ 2 - Exanple

Here .3 another paragraph.

2t includes everythang in this box.

I
n
<
u ? A
1 ]
L a few stray characters 4
n g
g
* that
h some extraneaous words what
1 o huh?
s e
[} b 3
vertical s thisy oraphac > o
a T 2 %
g
[}

and the borders of this box too.

Here's a very small paragraph.
(Also in a small box.)

Here's another short paragraph.
It's printed on the same page as the shcrt
paregraph abovae.
- It doasn’t have a box around i%.

/ 2.1.2 HM Toncepts - Paragraph - 5 - Size Limits

Paragraphs are always displayed as a uni®., eirther sn a CRT ter®inal
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scrasen, o0r on a printed page.

dhen they°'re displayad on a CRT. long paragraphs may Surn out %o bYe <00
S1g to £1%t on onea screen. When that happens., <he coamapucter will d:splay 6
iines at a time and then wait. UWhen the operator presses <RETUYRN> 1t will
display the next 16 lines, and so on until the entire paragraph has come out.
EZvan though the paragraph is displayed in parts, 1%t 13 still a unit in the
sense that ue cannot display the amiddle or end of 1%t without going through
the beginning.

I+ you are writing paragraphs which will be displayed on CRT screens, 1t
may be convenient for the user 1f each i3 limited to 16 lines.

There is only one physical limitation on the size of a paragraph., viz.
sach paragraph sust he small enough to £it in the memory of the terminal at
which 1t uwas created. This 15 required because each paragraph 1s composed on
the texainal and then transaitted to the computer 1n ons block ( Basic
Operations =~ Add).

2.1.3 HM Concepts — Pazagraph - 6 ~ Text £ Structure

Paragraphs may be thought of as having two components, a TEX?T and a
STRUCTURE.

The TEXT is the title and all of the words, spaces, symbols, atc. of a
paragraph. EZverything which is displayed on the screen is the paragraph's
text.

The STRUCTURE is all of »a paragraph’'s links with other paragraphs. Thase
links czreate PATHS of paragraphs or MANUALS for printing out. Paths and
manuals sre explained bealow.

2.2 HY PROCEDURES -~ PATH

Parsgraphs may be linked together to form sequences of paragraphs which
are displayed or printed in the sequence order. These sequences ara called
PATHS. A path may contain many pazxagraphs or only one.

Every path must have a name. That name serves as the entxy point to the
path 1n the Help Subsystem. Thus 1f 'CI' 13 the name of a path of paragraphs
which explain houw to check-in a book, typing HEsCT or /HE=CI uwill cause the
£izrst paragzaph of that sequence to be displayed on the screen.

It aay be desirable to have more than one %‘exs serve as an entzy point
40r a given path. Thus £for exaaple somasone may need help in checking :n books
But not know that CI 13 the exact form of tha name of the path which explains

~‘hat process. To provide these nmultiple entr:es we allow SYNONYMs to be
czeated £foz any pacth. In the case of CI, synonyms such as CHECKIN, CHECK-IN,
CHECX IN, DISCHARGE. and RETURN could be created as altarnative antiy terass.
Any nuaber of synonyms may be created for a given path.
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2.2.1 HM Concepts - Paths - 2 - lLinkages

The methods used for linking paragraphs together are very simple but
extremely £flexible. Any par%ticular paragraph may be at %he head of a 2ath, the
m1ddle of a path. or the end of a path (all of which sounds pretty obvious).
However in addition to this, one peragraph may appear 1n more than one path. It
may for exampla bde at the head of one path, be in *he aiddle of two others,
and be at the end of a foucth. Yhe same i1dentical paragraph would then be in
four differant paths.

furthermore. any path may have branches based on user responses. Thus 1£
a user is reading a paragraph on a CRT screen and presses a certain key. he
might get a2 cezrtain neuw paragraph on the screen. However if he presses a
diffezent Key he might get a different new paragraph on tha screan.

The reason for putting one paragraph into several paths is %that it is
oftan desirable to present the same information in two different contants.

A cataloger Zfor exauple may need to know how to search the bibliographic¢ £file
and then interpret an OCLC-like display. A reference librarian may need to
know how to search tha same fi1le and then interpret a reference display. Each
needs some of the same information and some different information. Another ussa

might be to provide different amounts of information for differen%t purposes.
For example there uay need to be a long multipsragraph explanation of something
in a manual, and a one or two paragraph extrrct for help displays.

It would be possible to acnieve the rbove 2im by copying ona paragraph
irte tuwo paths, and we can evan use the computer to do the woxk so there need
not ba any double typing. Houwaver jif thet 1s done it could happen thut one
copy would be changad while tha othes i¥ overlooked - thus lesving two
conflicting texts in the systes. By providing one singlie phvsical paragraph
which may ba linked into many paths we eveid this problem. Every decument in
the system 13 authoritative. Fach reflects the most recent update of all the
information it contains.

2.2.2 HM Concepis ~ Paths - 4 - Zranch on response

The reason for providing branch~on-zresponse capability within 2 saquence
is that it enables the user to find the specific information he needs uithout
looking at unneeded clutter. There are a number of situations which zequire
this, £or example:

o A staff member calls up a help display and £finds that he can't
undexrstand i1t. A branch link sight ba provided to locate 2oze gsnazal
background information.

o A staffer might find his displey too general. Different branch points
aight be provided to enable a use %to read at one level of detail and
than call up additional details or go on. depending on how much he wants
to know about a subject.

o A staffar mi1ght not know where to look for the 1nformsation he needs. A
help paragraph might be used %0 present him with aultiple optiors.
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It is aven possible to use the branching capabili*y *o provide programmed
instructional manuals. The user -ould be given some :niormation and *hen asded
a quasion. His responsa a21ght thun be used by the bdranching zechanisa %o
move hia on or send haa back to some previous paragraph.

All of these capabilities - context sensitive displays., Zocumentation
authority control, multipla levels of help detarl, indirect access o
information, and primitive computer assisted :instruction, are aade possible
by the multi-path, branch-on-response paragraph linkage system.

2.3 HM Concepts - Manual

A MANUAL 13 a path specially created for printing out on paper. all of
the paragraphs in a manual are stored on-line, just as for any other path, but
they are displayed by printing them out. Three characteristics disstinguish
manuals from paths intended for on-line display:

1. Manuals do not permit branching within the sequence of paragraphs.
Since a manual is furnished to the usaer as a printed product zather
than an osn-line intezactive display, <hare 1s no opportunity for users
to ‘'respond’' to options and change the display sequence. Instaad,
the paragraphs are printed out i1n a straight sequence.

2. Every paragraph in a manual must have certain print formatting
information recorded 1in its structure. Thase are axpiained :n the
chapter on Operations. section on Linking Puragraphs into Manuals.

3. All zanual names sust have the £form 'M#', where '#' is an intager
nuaber £zom 0 to 99, e.g. MY, 176, MO, etc. A maxismum of 100 manuals
may be czaated.

All of the paragraphs in a manual 3ey also be included in ordinazy non-—
manual paths or :in any number of other 2anuals. Thus the samea i(nformation may
be made available i1n aany different on-line and printed fozms.

2.4 HM Concepts ~ Directory

The DIRECTCRY 1s the list of all help paths available to an on-line user.
It is 1n effect a kind of index to the help system. Adding a path name %o %he
directory accomplishes two things:

1. It inserts the name into its correct place in an alphabetical list
of path names. When a help user types '®DIR' he can see that list.

2. It provides an entry point to the help data base. Wwhen a help user
enters '*Pathname’ he sees *he first paragraph :n that path.

The name enterad in *he directory need not be the same one “hat s used in
the pazrgraph structures. It might be a synonym for some path name (e.g.
"DISCHARGE' £for 'CHECK-IN'), or an alternative entry point %o a path (e.37.
TCHECK-IN', 'RENEW', 'VERIFY'. or etc. as entries 1nto a path callad
- 'CIRCULATION'). Thus the dizectory 13 the user's entry wvocabulary £for the Help
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systan.

Paths nay DbDe crea+ed which 42 not apgrear
ba usaed by a writer <5 iesignata sne
parts 9% other Paths ands/or manuals
*hey will noet agpear 1n %the alphate~
dirxectly.

3 PROCEDURES of HM

To maxinta:in a help %ext type YM or /H{M %3 antaer Help Tex<
From *there '?' or the Help Xay will display all of the availa

Thate are 3$:x bagic 2alintenance commands They aze
Add, Edit, F.nd, Viaw. Print., and Jeleze.

Each one may be used on %
or the index of Manuals. To =
sys%em J41.. then ask for Direc
Jepending on what the coammand
infarmation.

he Diraectory of sa*hs, the Par
nitzate a command “ype 31ts
°
5

ry., Paragraphs. or Manuals

.
15, *he systenm may *then askK

If you wish, you zay enter several pieces of information a< 2n<e by LYpPLng
s sSpace hatuyeen each piece, a.3.°

A D - to add ¢ neu path %to the directory.

F ? TEST - o £:nd a paragraph with the word "tast’' wn its %title.
EnM - ed1t a manual entry point.

E 1 M77 - adit the entry point for manual M77,

E P 27 S =~ edit paragraph 21's structure.

and so on. Each maintenence command will function somewhat d:&
iepanding on whether you are working on the Diraeactory. *he Para
Nanual entries, however ¢the basic principles of each :re =he sa

The following matez:al explains how *o perform each specific Zfunc<tion.
kI HM Procedures - Paragraph Add

To add s paragraph you must supply the system with a . *ext. and
two other pireces of information - *the 'delete £lag’ and <he 'dafault up path'.

The 'DELETE FLAG' markz “he paragraph as dele*idla 2t ~on-dalocalble Non-
deletabla paragraphs =may oanly bDe removed by usexrs with 1 srecia. password
which 13 not 1ncluded :n this manual.

Some*:mes a user will need nora jJenaeral 1nfczmacticn “han he is seeing In

3 Screen. To 7at * he presgses "TIP' n srier © sea frev.Llous saragraphs A0

the path he 183 2xamining. Yowewver £ he rgaches <he *°p >f that seg'uence and
3%t111 wishes more ze2naeral infsraactisn a "DEFAULT JP PATH' 1§ zeqguired :tn osrier
t3 furnish him with 7ore The 1afaislt up path "ay He “he name . any pa%*h 11
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the directorv. ‘tup' from the %top paragraph of a path will *take “he user %o

the %op 2% the deaifault up path., 1£f one exists. A paragraph need only :e
given a defaul% up path 1£f 1%t 15 i1tself the %top 0f some path. fven <hen
the default up pacth 1s optional. If none s entared., <he Hel) system u1ill

default up to the Help command option list.

*Reaember: Adding a paragraph to the database dces not by 1tself make
that paragraph accessible %0 users. It 1s sti1ll necessary to link 1t to sonme
path or manual in order %o snable anyone to sees :%t.

From HELP TEXT MAINTENANCE <“ype 'A P' to add a new paragraph.
Then. ..

JEFAULT UP PATH >
Type any existing path name as the path which the system will switch to
1f a user enters '/UP' £from this paragraph and there .S no previous
pazagraph to go up to. Type RETURN for no default up path.

Can this Paragraph baea DELITED (Y/N) >
'Y' enables deletion of this paragraph us:ng the 'D P' command.

‘N’ protects the paragraph from deletion unless a special passuword 1is
entezad.

Siratch to uppers/lower case 1f desized. then enter <1%le of new paragraph.

COPY EXISTINKG PARAGRAPH (Y/N) Ns
‘N’ or RETURX moves you on to the neaxt step.

'Y’ tells the rystam to copy ths text from an exis*ing parxagraph. You
say then edit that copied taxt instead of typing in a uholly new one.

COPY FROM PARAGRAPHS >
Type the numbezr of the paragraph uwhich you uwish to copy. The sys<enm
will display :ts title for confirmation, then initiate editing of
that text rather than the wdd procedure below.

ADDING TEXT - WHEX DONE, PRESS £2 TO STOREZ OR £8 T0O EXIT - PRESS '"RETURN'
Switch to uppers/louer case 1f desirad. Press RETURN and the screen will
go blank. Then type i1n the new paragraph. JYsa cursor position arrows oz
insert/deletes iinescharacter :£f desized. J0 NOT type in column 80
(right margin of the screan) or unwanted blank lines aay be creatad.

When finished. press function Key '£2' to store the modif:ied text or '£8°
to cancel and store a blank puragraph.

3.2 HM Procedures - Adding to the Directory

A neuw *erm added %o the directory may ba the name 2% an antirely new path.
s syncnym for an existing path., or an alteznative entry point %o an existing
path (1.e. one that starts the user at some place other than the first
peragraph in that existing path). 7o add a new %texm. you aust furnish <he
system with the followinyg i1nformation:




the new nane.

uhe*har or not *hig nama 13 delatadle.

the name of any path for which Tthis s a synonym 2r an alternative ent:y
poxint,

‘starting' and 'previous’ peragraph numbers.

definition

The starting paragraph s *“ha one which .3 £irst d:splayed when *he usax
types the new path name. The ‘'previous' saragrarh .s the one which %the user
@#1ll go "up’' to 1f he eantars '*UP' from the start:ing pazagraph. H{OWEVER. note
that neither °'*UP' nor any other transition £zom one paragraph %to another will
€OorLK unless Yoth the siarting paragraph and wWhichever paragraph .s previous >t
next have the natsr path name and ilinXkages added %o thei: struc+ture (see Linking
Paragraphs 1nto Paths). If the new name 1s only an al%arna‘te en%:y poOLNT 0 an
existing path, you need only use the same previcus paragraph numbe: Lzeady
defined Zfor *the neuw ‘starting’' paragraph :n the oid path. The existing
paragraph structures will continue to work.

Tt may be J41se no* 5 add a term %to the Jdirectory unt:il after a’l the dork
cf creating and linking <he paragrephs which will be dispilayed undezr +that terxz
1s already f:nished. Otherdise %<here 1s some r:sKk that Help users will f:nd
and ¢ty to read your new data before 1t 1s 1in a £1% state to he seen.

rrom Help Text Naintenance type 'A D' to add a neu tezm to the dizectory.
Then. ..

NEW PATH MAME >
Type the new teran to ha éntared in the directory. The tazrm nust be all
upper cara, '0 chazacters or less in langth, and include no spaces. The
fi1rst character must be alphabetic (A-27.

You may abbreviste this s%ep by typing ‘A 0 Pathname’ £from Help Tert
Mryintanance .

SYNOMYM FOR PAYH >
If this tera 13 a synonyr £for an &xisting path, type the name of that
path. Qtherwlise press RETURN. I% you do entar a path name., no other
information 18 required. he systom will ansert the new tarm 1n the
dirvectory, defina 1t as a synonym fox the path you have named here. and
return you to the top of Help Text Maintenance.

IS PATH DELETABLE (Y/N) >
‘Y’ anables deletion of this term from the directory using thes Jelata
coawand.
'M' protacts tha %terz frcm daletron unless a special passuord is entered.

ALTEXRHATL IN1RY FOR PalH >
Znter the neme cof an existing path if you wish the new tarm %o de an
alternative antry point o thet path. O+thecwise prass RETURNK.

TSLARTING PARAS >

Enter "he aumber ~£f the paragraph which you uwish to be displayed Zazst
whan the Yelp user types this new path name.

PREVIQUS PARAS >
i%f thys d:rectory entry is an 7ltearnste entry point £or an ex:sting path,
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you may anter the previous para# which already axists :n %hat path. For
eaxampla:

Assume that '"ASC' 1s an axisting path and 'NEWN' 13 a new altarnat:ive
antry point for ABC which you are now adding.

Assume that paras® 451 41ll be the stazting paragraph of NEW and that
in ABC. paraé® uS)! has para® "22 as 13 previous paragraph.

1% you aake 722 the pravious pars® .n NEIW. then the new directory
antry will work with no changes <to “he structure of para$ 351,

If you entering an entizely new path, not an alternative entry point to
an existing path, then zmake the previous parad = 0.

25 CHARACTER DEFINITION >
Inter the definition which you Wwish to appear alongside the new term 1in
the directory.

SAVE THIS ENTRY (Y/¥) >
'Y' to confirxm and return <o the top of Help Text Maintenance.

Thea new path name 1s now in the directory and may te used by Help usars
If this 13 a nes path name (not a synonyam oz an alternative entry pount
for aa existing path) and 1f you have not already done so. You should now
createa any linkages needed %o link paragraphs into this path (see Linking
Parsgraphs i1nto Paths).

3.3 HM Procedures -~ idding a New Manual

A manual is a linsar sequsnce of pParagraphs linked together and formatted
for printing. In order to creste one 1t 15 necessary to establish the
paragrath links (see ‘LinRing Pazagraphs into Nanuals’) and create an entry
point in the list of manusls

Creating that entry point 'adds' “he sanual o the system. It anables you
to print manuals 1n jJust the saxe uey that addiny = path name to the Help
Dizectory enables usars to acces *that path.

To add a manual to tha list of m2ruals you must give the system:
s manual number
title
definition
starting paragraph number

One manual may be msde to include others simply dy putting a aanual numbe:z
in instend of a starting paragraph nusher.

from Help Text Maintenance type 'A M' %o begin adding a new manual.

Then. ..

MANUALS >
Enter the nusber of the manual uhich you wish to add. The number must be
of the form 'M¢' uyhere "#' i3 an i1ntager number e.g. °“M99'.
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Tou 3ay aksraviate Ay oM

Maintenanca.

typing frcm Halp Text

TITLE of "¢ (25
Switch t

manual.

hars max) 3 7

farrsloder case £

26 o
5 up +f desired. than antegs <he t::le

JEFINITICN chars max) * ’
Inter a brief definition.

manual 15 pranved out. bt

(s
This defini%tion will NOT
1% only £or use 1n Haelp

be prin%ted whaen the
Text Ma:ntenance.
STARTING PARAS = 4

Enter the number of the paragzaph uwhich ycu wish %<9 be the
the printed manual.

£.rst one in

You may %*ype a manual number f(a.g. 'M5') i1nstead of a paragraph numberz.

That will cause the entire nanual you have referenced %5 be zinted out
- &

as tae £:rs¢ chapter i1n tha new aanual. If you typae a 2anual nunberzr the
system will respend with-
INCLUDE MANUAL Mxx (Y/N) Ys
'?' or RETURN %o confira.
The systam will promost again for another
STARTING PARAY = 4
fou may enter another manual number, a paragraph nunbex. or
RETURNX.
Another aanual nuwber will cause thet manuwal t0 be included as
chazptexr 2, aad so of until you type & paragraph nusber or
RETURIC.

If you type KETURM, the system uill prowmpt with:

END OF MANUAL “M% (Y/N) Yt/
'Y¥' or RETURN %o conifizn.
SAVE THESE CHANGES (71/N) Y/
'Y' ox RITURIN to confirzn.

3.4 4M Proceduzes - Linking Parzagraphs into Paths
Linking a3 paragraph inte a path requires several operations.
Ffirst, you nuet ‘edi®t’ the paragrzph sITuciure. Thas includes
identifying:

the newy path name.

“he paragraph you wish %o be previous to this one 1n %“he path. fou may
specify "ANY' to mean that all of the £ollowing works “he sawe way nn
matter what paragraph 1s previous to this one. "ANY' st1ll allows
yau be
“reitad

to specify spacific previous paragraph numbars which will
drffarantly
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the user rasponse %0 nove him from the previous paragraph to this one.

the next paragraph after this ona,

any alteznate path, 1.e. ona which you wish to swrtch to upon reachang
the next paragraph.

the prompt which you wish to be displayed with this paragraph if the
user types '?' to £ind out whet the rasponses zean.

Secondly. you must then edit the structures of the previous and next
paragraphs in order to complete tha links bhetwuesn them (see 'Edit Paragraphs').

rirst find the number of the paragraph you wish to link :2nto a path - you
can search for it using the r(ind) command and/or verify 1%t using the V(liau)
conmand. Then, from HELP TIXT MAINTENANCE., type 'E P’ %o begin editing a
pazsgzraph.

Then. ..

PARAGRAPHS >
Entexr the nuabear of the paragraph you uwish to link i1nto s path.

EDIT T(ext) or S(tructure) >
Enter 'S' £for structure.

You may abbreviate the above steps by typing 'E P & S' from HELP TEXT
MAINTENANCE, uhere '#' is the number of the paragraph you uwish to lank
into the path.

The system will display the paragraph nusber and its title and then list
sny peths and manuals which ths parxsgraph currently participates ain.

PATH Numbezr oxr Name >
Assuming the path pou want to link this pezagraph into is not already
listed (if it is, see the procedura for 'Editing Paths'), type the new
Path nanme.

LINK TO MEW PATH ‘Pathname’ (Y/N) >
'Y¥' confirms that you wish to link this paragraph to & path to which 1t 1is
not now linked.

PREVIOUS PARAS >
If the Help user will be coming to this paragraph f£from anothar paragraph.
entexr the numbezr of tha*t paragraph hare. If he will be coming hare
directly by entering a path name (this is the first paragraph in that
path), entexr '0' - then be sure to czeste a directory entry for the path
Wwith '0' as the 'previous path’' and this parzgraph's number as the
‘starting pasth’ (see Dizectory Add procedure!’.

fou may entezr 'ANY' to mean that the links specified below will work no
zatter what previous paragraph the user has come froa. This stall allows
you to enter specific pravious peragraph numbers later which will *then
automatically supersede tha °'ANY' control for those specific previous
pacagraph numbers.

RESPONSE >
Type the character or character string which the user must enter to move
from the previous pazagraph to this one. If there 1s no real previous

pazagraph (1.a. this is the £first paragraph in a new path). then any
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dummy response will do.
FULL REFERENCE ESTABLISHED

MEXT PARAS = /
Zntar the number of the next paragraph you wish the user to go to after
he finishes with this one. If there 1s no :mora., enter the number of ‘h:s
paragraph.

SWITCH TO ALTEIRNATE PATH = /
If you wish the user %o leave the path he is in at this point and start a -
new one beginning with the next paragraph, enter the name of the new pazh.

PROMPT = /
Enter a character, word., message. or whataver which you wish “he Help .
System to display as a prompt to enable the user %to go on %*to the 'next )
paragraph’ specified abova.

SAVE THESE CHANGES (Y/N) >
‘¥’ to confizm. The system uwill now ask for any fuxther paragraph
linkages you wish to make within this path (remembezr that one path may
have multiple branches in 1%), or for '-' %o return to the top of HELP
TEXT MAINTENANCE.

NOTE: TI£f you have linked this paragraph to previous and neaxt paragraphs
as part of a sequence, you NMUST add %this paragraph as a ‘next paragraph’
in the previous paragraph's structure. and as a 'previous paragraph' 1n
the next paragraph’s stzucture. I£f this 1s tha first paragraph in a
path, you MUST wmake an entry in the directory 1£f you wish users to ba abla
to directly access it.

3.5 HM Procedures - lLinking Paragraphs into Manusls

Linking a pazagraph into a manual is much like linking one ints> an on-line
Help path. You i1dentify the paragraph you wish to work on and begin the
procedure for linking that paragraph into a path. Then uhen the systea asks
£ox 'PATH Number or Name >', you respond with a name in the form 'N¢’ wherze '¢’
is an integez number. That tells the system that tha 'path’' you uwish to link
o 1s 1n fact a manual.

You then furnish the systam with linkage and format information including:

previous paragraphd,

next parsgraphé - the 'next paragraph' =may in fact be a wuhole manval. or a
series of manuals. which you uish to be included 1n the text of this
manual after the paragraph you zxe nouw on. ihey will appaar as
'‘sections’ of the chaptez you are in. 5r suhsections 1f you 2re
already at the section level. and so on.

Does 1t start a new page?

Joes 1t begin a new chaptar, section or subsection?

As with linking paragraphs 1nto paths, you MUST also ed:rt the structure
of the previous paragzaph %to make this one 1%s 'next paragraph', and the next
paragrapgh (if there 1s one) to make this one 1ts ‘previous paragraph'.

-
-
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It nay be difficult to creata a manual wi*h a perfect print format on %ha
fizst txy. Howaver once the manusl 13 craated 1%t 1s not diificult %o Jo0 back
back and edit the sequence and foraat as needed %0 jet a pol.shed looking
zesult.

Fizst £ind the numbar of the paragraph which you wish %o l:ink :nto a
manual - you can seazch for 1t using the F(ind) command and/or verify 1t :s:ng
the V(iew) command. Then, from Help Text Maintenance. type 'E ?' %o bagin
editing a paragzaph.

Then. ..

PARAGRAPHS >
Zntar the nuaber of the paragraph which you wish to link into a manual.

EDIT T(ext) or S{tructure) >
Enter °'S' for structure.

fou may abbreviata the above steps by typing 'E P ¢ S' from Help Text
Maintenance, where '$#’' 1s the number of the paragraph you wish %o link
into the sanual.

The system will display the paragraph numbezr and 1ts title and then list
any psths and manuals in which the parasgraph curxently participates.

PATH Number or Name >
Assuming the manual you want to link this pazagraph into 1s not already
listed (1f it 1s. see the procedure for 'Editing Manuals'), type the newu
manual number. The name must be of the form 'M¢' (e.g. N77, M2, etc..
where '#’ is an integer numbe:r.

LINK TO NEW PATH 'M#' (Y/N) >
'Y’ confirms that you wish to link this pazagraph to a 3anual to whach it
is not now linked.

(MANUAL M)
PREVIOUS PARA® = /

Enter the numbher of the paragrapn which you uwish this paxagraph to follow.

If£ this will be the first paragraph i1n the msnual, entar '0°'.

NEW PAGE (Y/N) = ,
'Y’ causes the printer to start at the top of a new page uwhen il prints
this pazagraph.

MEW CHAPTER (Y/X) = 7/
"Y' causes the title of this psragraph to appear as a chapter heading in
tha table of contents and the text.

NEW SECTION (Y/N) = /
'Y' causes the title of this paragraph %o appesar as a section heading in
the table of contents and the text. If the ansuwer to 'NEW CHAPTEIR' s
'N’ then the ansuer to this question 1s automatically 'N' and the 'NEW
SECTION' prompt will not appeacz.

NEW SUBSECTION (Y/N) = /
‘Y' causes the title of this paragraph to appear as a subsecticn heading
in the table of contents and the taxt. If the answer %*o 'NEW CHAPTER' oz
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'NEW SECTION' 1s 'N' *hen the answer to this ques=icn 1§ au%tomasica.l/ 'N°
and %he °'NEW SUBSEICTICN' prompt will not appear.

NEXT PARAS = 7/
Entar the number of the paragraph which you wish to follow thi.s sne .n <he
Print saquence. If£ there .35 no more, press RETURN.

You may cause an entire zanual %o be printed next :astaad of just another
paragraph by typing a manual number :n the £orm 'M$' i1ns<ead »of a
paragraph number. The systam will than ask:

INCLUDE MANUAL n® (Y/N)} >
Type 'Y' to confizrm. The system will then again ask for:

NEXT PARAS = /
fou may include more manuals, type a paragraph number., or RETURN
as is described above.

SAVE THESE CHANZIS (Y/N) >
'Y' to confirm and begin again for any further modifications to the
structure of this paragraph.

NOTE: If you have linked this pazagraph to previous and next paragraphs
as part of = sequence, you MUST add this paragraph as a 'next paragraph'
in the previous paragraph's structure., and as a 'previous paragraph' in

the next paragraph's structure. In ordexr to prin%t the manual, you MUST
also add the manual entry point to a list of manuals (see Adding a New
Manuai)d.

3.6 HM Pzocedures -~ £diting Paragraph Text

The '%*ext' of a pazxgraph is its title and the ndaterial displayed on a Help
user's scraen or in a manual. Editing it 18 very siaple.

Fizst £ind ;*hea number of the pazagraph you wish to link into a path - you
can search for 1t using thea F(ind) cowmand and/or verify it using the V(iew)
conmand. Then, from HELP TEXT MAIMTENANCE, type 'E P' to begin editing a

2azagzaph.
Then. ..

TITLE = {The ti:le of this paragraph]

g Switch to upper/lower case if desired and type in any new title. 3Be sure
to type the complate few title, not just the changes. If thare are no

changes, press RETURN.

COPY OTHER PARAGRAPH (Y/X? N/
"M' or RETURN moves you on to the next step.

'Y’ tells the system to replace *he existing %*ext with text copied from

some other paragraph. You may then edit that copied text before saving

1t. (If you do not save the new text, the old one will still remain.)
- COPY TIROM PARAGRAPHS® >
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Type the number of tha paragraph which you uwish %o copy. The systenm
wi1ll display 1ts title for confairmation. thaen i1nitiate editing of the
replacament text.

EDITING TEXT - WHEIN DONE, PRESS £2 TO STORE OR £8 TO EXIYT - PRESS 'RETURN'
Press RETURN an{ the screen will display the exaisting text of thas
pazagraph. Suitch to upper/louer case 1f derizred and then edit the text.
You may add or modify text anywuhaere on the screen and mey use the zagulaz
Keys plus the cursor position arrouws and insezt/delete lines/character
keys. You may also add or edit text 'below’ the screen using the zoll up/
roll douwn Keys. Do NOT type 1in coluan 80 (right =margin of the screen) or
unwanted blank lines maay be created.

When finished, press function key '£2' to store the modified text or '£8°
to cancel all the changes and keep the original text.

I£f using upperslowar case, switch back to upper case CAPS LOCK.

3.7 HM Procedures - Zditing Paths

To edit & path you must change the structures of the specific paragraphs
in that path.

A path 13 a sequence or linkage of paragraphs but., as explained in the
section on HM Concepts ~ Paths - Linkage. the links aze stored u4ith the
paragraphs rather then in separate chains. To edit s path, @.g. to change the
sequance oxder of paragraphs in that path c¢r to add a new branch on response.
it is necessary to change the 'stxuctures' of tha specific paragraphs whiczh
aze involved in the changa.

Suppose for exampla that ws have a path which goes through thea following
paragraphs:

77.192,4,210,99, 140
Now ue want to insert a new paragreph. 166, in the middle to get:
77.192,4,166,210,99., 140
We must break the link bdetueen 4 and 20 by eliminating 210 as s 'next
pazagraph’ 1in ¥ and aliminating 4 as » 'Previous parsgraph' in 2i10. Wde than
add 766 as a next paragraph in 4, 2!'0 as a next pazagraph in 166, 166 as a
previous paragraph in 210, and 4 as a previous paragraph in 166.
This sounds a little more cumbarsome than 1t actuslly is since the
deletions and additions ¢an be acconplished in a single act of replacing one
value with another.

Now consider a path with branches such as:

77
’
~__192__ X £ =
’ ® <~=- new branch on response.
4 166 210 2
-
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Paragraph !92 has three branches "to 4. '56., and 2°3) and "49 has *uo
antrances (from '66 and 39).

If we want to add a new sequance 1n this path =0 30 trem "92 %o 99 <o 140,
we must add a new response to 192 and a new previous paragraph “o I9

Finally, suppose we hava %uo paths:

Patht! - 77.192,4.2:0,99, 140
Path2 - 400,179,...(15 morm paszagraphs).. . .356,35"

and we want to incorporate Path2 i1in the miidle of Path: e.3 hetueen 4 and 2'0
to get:

Path! - 77,192,4,400,1%9,....356,357,2'0,5%9, 140,

One way %o do this would ha to link each paragraph :1n Pa*h2 1a%o Path!'.
This would require us to edit “wenty~one paragraphs, 4 and 210 Zrom dath'! and
all ninetean from Pathl.

A more convenient way wyould bde to:

replace 210 tith 460 us a next pgrxgraph in 4,

replace 4 wath 357 e¢% a pravious paragrash in 219,

add 4 as z pravious paragraph in 400,

add 210 as a2 nsxt pacagvafrh in 10U (zavbs as a branch o response).
and

switch peth namas frxom Puth! o Fethi when goiag to 400,

suitch path naues f£riva Peath2 to Pati,) vhen leaving 357.

The Halp usexr Hould now be zbhle to enter Pathl, slip into PathZ without
even being aware of it, and return to tha rest of Path! when he is finished.
The only ‘panalty’ (1£f indeed it is ome) is that at the end of Path2 there nust
be two valid zesponses, one o quit 2nd one to ctee the reaainder of Pathl. It
we simply uwished to tack Pathi onto the and of Pathi. than even %his panalty
Wwould not exist sinces the Help user would he quitting 2t the end of Prthl
regazdless of whaere he entered the saqueénce.

EDIT T(ext) or S(tructure) >
Entar 'S’ for structure.

You may abbreviate tha above steis Ly &typing 'E F & S' from HELP TEXT
MAINTENANCE, where ‘¢’ 13 the number of the piragraph you wish to edit.

The system wil) display tie paragrsph numbsr and its title and then list
— any paths and vanuals uwhich the paragraph currxently participates in.

PATH Number or Name >
Enter the numberz or name of the path you uwish to ed:*. I£f the one you
Wwant is not listed. see the procedure for Linking Paragraphs intu Paths.

PARAGRAPH = DEFAULL UP PATH = DEIETE FLAG =
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PATH PP RESPONSE NP$ ALT. PATH MESSAGE/PROMPT

All of the existing combinations of previous paragraph numbezrs and
responses for this paragrapPh in this path will be listed under the above
headings. You may nouw add to them, ~hange them, or deleta one or acre
of thenm.

CHANGE DEFAULT UP PATH OR DELETE FLAG (Y/N) N7
'Y' to change either of these., 'N’ or RETURN to leave them alone and go

on.
If you answered 'Y', then the following will occurz.
DEFAULT TP PATH = /

Entar s neu default up path or press RETURN to keep the existing one.

To delete the existing default up path without entering a neuw one.
type '*K' or "*KILL'.

Any changes are effective rmmediately, even 1f you press °'-' (or £2)
to quit zight after changing this data alement.

DELETE FLAG = ("Y' ox 'N°]
You may change 'Y' (yes, paragraph 1s deletable) to 'N' (no., not
deletable). If you trxy to change an ‘N’ to a ‘Y’ the systeam uwill
ask for a special passuord.

" Any changes to the delate flag are also effactive 1mmediately. even
1f¥ you press '~' (oxr £2) right aftez changing the £flag.

PREVIOUS PARA$ >
Inter:

The number of an existing previous paragzaph for which you wish to change
®he response or other information, or for which you wish o add a new
response, or

The nuamber of a new previous paragraph in this path, or

'ANY' - meaning any previous paragraph other than ones specifically nanmeaq.

'sKILL{ space |PP$' uhere PP# is a previous paragraph you uWish to delete
from this path (e.g. "*KILL 421°'). The systenm will then ask:

DELZTE ALL ENTRIEZS WITH PPY = (t/7N) >
Enteazr 'Y’ to confirm.

1 you have several responses coming from one PP® and only waish to
delate one of them, do NOT Kkill the PP¢. K1ll the speciiic response
instead (seae below).

Ki1lling an entzy ends the session and returns you to the top of the
Pazagraph Edit Module.

RESPONSE >
Entar:
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NEXT

An exis5%tin
%92 zh

g responsa :iogr “he previously identiiied 70t Zor whizh yaou wish
ange The ne«" paragraph. »>r

A new response which you wish %o add to the previous paragraph, or

‘*KILLispace |lesponse’ Jhere Response 1s an existing zesponse which you
wish to delate fxom association with *he previously :dentified PP3
The system will then ask: DELETE RESPONSE COlYsND >
Entezr 'Y' to confirm.

Kx1lling a3 response ends the session and returns you %0 *he %op of “he
Paragraph Edit Modulae.

REFERENCE ESTABLISHED
The system now Xnows what specirfic previous paragraph#/r=spcnse pair you
arxe editing.

PARAS = ___ /
If you have .dentif:ed an existing PP#/response parr, ~he sys*em shows th
next paragraph Halp users will bdranch %o when they have coae Z:zom <hat
and now anter that response.

Type a new NP# oz press RETURN to leave 1t alone.

If no number 1% displayed, enter one.

SWITCH TO ALTERNATE PATH = ’

Type any new path name you wish the Help users to switech %o upon lezaviag
this paragraph when they have come £from the indicated FP#% and anter the
indicated response. Pzass RETURN to kaep tha existing alterxnate path.

To delete an existing altarnace path ixthout replacing 2t with anything.
type '*KILL'.

PROMPT = I4

SAVE

SONTI

3.8

The prompt appeazrs when “he Help user answers 'CMD>’ with '?' i1n the Help
systam. It 1s an explanation of what the above created zesponse does.

Entar a new prowmpt or press RETURN %to keep an axisting one.

THESE CHANGES (Y/X) >
'Yt' %o confizm.

NUE ACDING AT R(esponses), P(PP#), or - to EXIT >
Continue editing or raturn to the top of the Paragraph Edit Module.

Note: If you modify the structure of one paragraph. e.g. %o ~sreate a new
‘next paragraph' in a particular path, than you may also need %5 mcdify

HM Procedures - Editing Manuals

To edit a manual you aust change the structures of the specific paragraphs

in *hst manual.
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A manuasl .3 a sequence or linxage o2f parajraphs dut. as explained :n %he
saction on HM Concepts - Manuals, *he l:inks are s<ored with <he parzagrapns
rather than 1n saeapazrate chains. To a#dit a path - 2.3. %2 :zhanze “he sej.ence
order of paragrapns., to add or delete a pazagraph. or <o add or Za.e%e a wnole
sub-manual - 1t i1s necessary tc change the 'structures’ of the specii:c
pazagzaphs which are involvad in the change.

To changa the name. definition, or s+tar*ing paragrapn of a 2aanua.. edit
1ts antry point (sea HM Proceduras - Editing MNanual Entry Poirntsi.

Fizst £ind the number of{ the paragraph whosa structure ynu Wwish %o ed.*
~ you can search for 1t using %the ¥(:ad’ command ands/>r ver:fy 1%t using *he
V{iew) command. Then. from Help Tax% Ma.ntanance. typa 'E P’ to begin adi:ing
a paragzaph.

Then. ..

PARAGRAPHS >
Inter the numsber of the paragraph which you Jish %o edat.

EDIT T(ext! or S(tructure! >
Enter 'S' for structure.

You may abbreviate “he ahove s%eps by :vp.ng T P ¢ S' from Help Text

Maintenance, where '$’' 1s “he number o5f %nae paragraphr you Lwish %o edit.

The system will display the paragzaph 1 .mber and :%ts -:%.e and <hen l:ist
any paths and manuals which “he paragra;h curren<tly participates 1n.

PATH Number or Xame >
Entar the display number or the 22nya. number (in the forxz 'M¥&') of the
aanual which you wish to edit.

(MANUAL H#)
PREVIOUS PARAS = ___/
Enter the number of ths paragra h uwhich you wish this paragraph %o follou,

or type RETURN to accept tha existing nusber.
I£ this will be the f£irst paragraph in the nanual, enter '7°'.

NEW PAGE (Y/N) = _7/
Type "Y' or 'X’' or RETURN to accept the existing value.

'Y' causes the printer to start a2t the top of a new page when 1t prints
this pazagraph.

NEW CHAPTER (Y/N) = _/
Type 'Y' or 'N' or RETURN %to accept the existing value.

'f' causes the title of this paragraph to appesar 23 a chapter heading :in
“he table of contents and the text.

NEW SECTION (Y/N) =» _-/
Type 'Y’ or 'N' or RETURN to acce . ne existing value.

'Y' causas the ti%la 2f this para, wnrh %c appear as a section heading in
the table of contents and the text. IZf the answar to °‘NEW CHAPTER' s
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'M' then the answer ¢t

this yuestion i3 automatizally "N
SECTION' 2rompt < 4

NEW SUBSECTICN (I/N) = _/
Type 'Y’ ox 'N' o¢ RETURN o accept *he existing value.

'Y' causes the titla of this paragraph to> appear as a subseac%ti>n nteading
in the table of contents and the text. I£ the answer o "NIW CTHAPTEIR' or
"NEW SECTION' 22 'N' then the ansuwer *o this question is autosma<tically "N’
and the 'NEW SU3ISECTION' prompt 2.1 not appear.

NEXY PARAS 3> __ /
fou may replace *“he axisting vslue by typing a new one. The new one w:ill
then be the next paragraph to follow this one in the print se~uence.

To accept the existing value, type RETURN.

‘o delata tha whole entry and not zeplace 1% (because :his may Se *he las<*
paragraph in the manual), %type '®*K' or 'X*KILL"'.

Yfou may cause an entire manual to te printed next instead of :ust another
paragraph by *yping a manual number in the form 'M&' i1nstead »: a
paragraph numtsr. The system will then ask:

INCLUDE MANUAL N4 (Y/M) >
Type 'Y' to confiza. The system will then again ask for:

NEXT PaARA$ = Vs
You may include dore manuals, tyYpe a paragraph number, '“X' or
RETURN 28 is desczibed above.

SAVE [HESE CHAMGES (Y¥sN) Y/
'Y' or RETURN to confirm 2nd begin agmin fox any further modifications to
the structure of this paragzaph.

NOTE: If you have changed the 'pravious' or 'nex*' paragraphs of this
uanual sequence, you MUST also make this paragraprh a 'next paragzaph’

in the previous pazagraph's structure., and a 'previcus paragraph' 1in

the naxt paragraph's structure. In order %o pr:nt the manual. there MUST
also be a manual entry point for it (sea Adding a New Manual).

3.3 Hit Procedures - Editing the Diiectory

Any term 1n the directory may be modified or deleted.

"

To delete a term from the directory i1t is only necessary %to supp’ 1
iiade Wwith a delete command.

5

To modify one you must go through a procedure verv lLike the one £or adding
to the diractory.

To dalete a delatable “erm from the directory :ype 'D D'
Then. ..

LPATHnanme >

-
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Type the name of the peth you <Ji3h %o delasts from *he Hel.p DirecTory.

Y34y :nay abbreviate <th.s stap by =yping ‘2 D Pathname' Zrom HELP TEXT
MAINTENANCE.

JELETE PATH 'Pathname' FRCM THE HEL? 3IRECTORY
ARZ YQU SURE (I/N >
'?7' to confira. The sys<tem will flash "CELETED (il' ana zeturn you %o

the %op of Help Text Maintenance.

Terms unhich are defined as non~deletadble :n the directory may also be
delated. but only with a spec:ral passuword.

To modify the characteristics of a tera :1n the di:ectory..

From HELP TEXT MAINTINANCE type 'IZ D' to begin ed:i%ting *he d:rectory.
Then. .

PATHnanma >
TyPe the name of “he path you wish to edit.

You may abbdreviate this step by *yring 'E D Pathname' from HEL? TEXT
MAINTEH{ANCE.

EDITING PATH =

SYNONYM FOR PATH = _____ 7/
Tc make thls term a synonym for some other path, enter the name of that
path.

To delets an existing synonymous relationship type "*K'.

To do nothing, press RETURKX.

If you create a synonym, no othar information s zequired. The systen
@w1ll updata the directory and return you %o the tcp of Help Taxt
Maintenance.

DELETE TLAG = s

'Y’ enables deletion of this *era £from the d:rectory.
‘N’ protects the tara from i1nadvertent deletion.
RETURN leaves the existing value of +4e £flag unchanged.
ALTERMATE EINTRY FOR PATH = /
To make this term an al“ernative entry point £for a path., add the al*erna‘e
Ptth's namae or replace the exi1s*1ng alternata path name.
To deletea an existing alternate path entry type 'K’
RETURN laaves the existing s: .uation unchanged.
STARTING PARAS® v ____

Enter a new starting paragraph number or RETURN to leave the exis%ing one
unchanged.

Page 42




2REVICUS 21TAd 2 s
Sntar a new pravious paragraph nusher or RETURN %o leave “he &X15%in7 cne
unchanged.

NOTEL: 3e sure that this 5 a val.d pravious paragrapr 1umber under <h:
path name (or <he altarnate path naza 1£f *his 1s an alv-arnaze eniry po.nt:
10 tha ‘s*arting’ paragraph's structure.

CHARACTER DEFINITICN =»
>

L ta
9

Tnter a neuw def:nition of this directory %aearm sr RELTURN o leave <the
axisting one.

The systam will now display %he compla*te specri:
entry and asx,

for =his dizectory

SAVE THIS INTRY (Y/N) >
*?' to confirm and return %o the Top of Help

Maintenance.

3.0 YyM Procedures - Tditing ranual Entry Points

Edi1%ing a manual entry point 13 exactly Lixe addinj one The only
i1iffarence 13 that you are replacing existing values :nstead ~£ add.ng neu
snes.

from Help Tex% Marntenance *“ype 'E N' to begin editing a aanual ent:
porat.

Then.. .
LANUALY >

Ent2r the numher of tha ndsnusl which you wish to edit. The nuuber anust be

0f the form 'M2' where '#' :s an i1nteger number e.g. ‘M99,

You may abbraviate this step by typihg 'E 1 M#' from Help Tex:
Maintenanca.

TITLE 5% "M% (2% chars max) = /
Switch Ty upperslowar casae :f desized, *haean re+type *he *1tle 1f you wash
to replace tha old one. Otherwlise prass RETURN.
JEFINITION (25 cha:s max) = ——— /
Retype the daefinition 1£f you tish to replace :he old one. Jtherwise prass
AETURN. This defraiiion will NCT bde pi.nted when the manual s princted
2ut. L3 1y only £or ust 1n Help Text Ma’ntenance.
STMRTING PARA® =» ___  /
- Entar “he nunbder of any paragrnoph which yo2u Jish %0 be *he £:1r3t one 1
) “he printed =2anual. or >ress RALTIRAN ¢o accept “he @ex13%in7 s~Tar%ing
paragzaph

You JAY "ype a DANUSL "umder & ¥ ‘M5° ., i1ns*ead 3f a paragraph number
1l caise *“he entire Tanua. vnu have zsierenced =o de printed ous
1Z$T thapter .7 "he "“e. manual 1% you %ype a1 2anual numder. ar
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acceapt one which already exists, the system w1ll respond with:

INCLUDE MANUAL Mxx (Y/X) 4
'Y' or RETURN to confaira.

The system will prompt again Zor another

STARTING PARAS » ’
You may enter another manual number. a paragzaph number., or
RETURN.

Another manual number will cause that manual %o be :ncluded as
chapter 2. and so on until you type or accept a paragraph numbez
oxr RETURN.

If you type RETURN, the systea will prompt with:

END OF MANUAL M® (Y/N} Y/
'Y' or RETURN to conifirm.

SAVE THESE CHANGES (Y/N) Y/
'Y' or RETURN to confizm and return to the top of Help Text Maintenanca.

3.0 HM - Procedures - Utilities

Halp Text Maintenance provides a number of utility programs which assist
the librazy adainistrator 1n amaintaining the Help database. Thase prograas
enabla a user to:

rind data on the basis of partial information,

Vieuw data,

Print data,

Dalete data.

3.1t HN - Procedurss - FIND Utilaity

FIND 13 a utility command for finding a character string in a directory
entry. manual %i1tle, or paragraph title. It is especirally usefyl £5r finding
the number of s manual or paragraph of which all you Kncew 1s the t:lte or a
part of the title.

To £ind a chazacter string. frcm Help Text Maintenance type 'F 3'., 'F p°.
or 'F M' (DeDirectory. P=Paragraph, MsManual).

Then. ..
CHARACTER STRING T0 FIND >

TyPe 1n any charxacters or words you wish to search for. They aust de in
the same exact order as in the titles you are searching. e.g. 'hm - p°'

- Wilil retrieve 'NM - Purpose' and all of the 'HM - Proceduraes...'. It
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would not retrieve a %:1%le called 'HM Purpnsa’' decause -haz %i%tla does no<%

1
rnclude the dash or the axtrza space be~ween the <wWo woris
Jpper/lowar case daistinctions are ignored. 'TEST' will retriave 'TESTS
‘Test’ and '*est’' equally well.

You may abbrev:iate the above step by typing °'F D Strxng', ‘YT P String' or
'F M Striny’ directly from Help Text Maintenznce.

tHh

you are saarching for a paragraph the system will display:
Paragraph number
title

Zf you are searching for a manual the system will display:
manual number
“itla
definition
starting paragraph numbecx

1)

you araea seaxching the directory the systea will display:
21th name
the term for which this tara 1s a synonym (if “here is one)
dalate £flag
alternate path (if there i3 one)
previous paragraph number
starting paragraph number
definition

3.2 Ht - Procedurss - VIEY Utility

VIEW is a utility commend £for looking at directory aentries. parag:aphs
or manuals. Tt is especially useful for conZizming that you have the raight
path neme, manual or paragraph before editing or deleting it.

To view a3 DIRECTORY entry, from Help Text Maintenance %ype ‘V D°.
Then. ..
VIEW DIRECTORY FROM >

Enter any path nsse or character string. The system will display the
first five dizectory entries alphabetically following the name or string
you entared. The elements displayved are:

entzry term ~ a path name or synonynm

path for which this %tezm 1s a synonym (if any)

delete £lag

altaznata path (if any)

previous parzgraph number

stazrting paragraph number

definition

fou may abbreviate this step by typing 'V 3 String' from Help Text
Maintenance.
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To view a PARAGRAPY, from Help Text Maintenance %ype 'V P'
Then. ..

PARAGRAPHS® >
Enter the number of the paragrapnh to vieu.

VIEW T(ext) or S(tructure) >
Intar 'T' to see the paragraph taxt, 'S' to look at any paths or manuals
1t 15 in.

If viewing the structure of a paragraph, the system w2ll respond with:

PARA®: [Pe®]. - [Titlael
PATHS: 1. ____ 2. atc.

PATH Xumbez or Name >
Enter the number from the above list. or the name of a path
or manual number oi a manual.

fou may abbreaviate the above steps by typing 'Y P P$# 7' or
‘Y P P# S Pathname' £from Help Text Maintenance.

The systea will display the exact same information as would be seen :n
editing paragraph text or structure except that edirting is not :ni=iated.

To view 8 MANUAL title, from Halp Text Maintenance type 'V M'.

Thaen...
VIZW MANUAL TITLES FRONM >
Enter a manual title or chazacter string. Tha system u1ill display the
£izst £ive manual titles alphabetically following the title or stzing
you entered. The displayed elements are:
title
manual number
definition

starting paragraph nuabez

You may abbreviatae this step by typing 'Y M String' from Help Text
Maintenance.

3.11.3 HM - Procedures - DELETE Utzility

DELETE is a utility command for weeding the Help database. It can be used
to delets a whole pazagraph (both taxt and structure). a directory antzry. or a
manual entry point. When deleting the latter two, the system does NOT delete
—any paths or manuals from paragraph structures (see procedures for editing
paths and manuals).

The £fora of all deletes 15 the same. From Help Text Maintsnance type
‘D D', ‘D P' oz ‘D M'.
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Ona of “he folliowing Prompts wWill appearx.

PATHNname >
PARAGRAPHS >
MANUALS >
fnter the directory entry term, the paragraPh number., »r “he manual number
for the 1tem to be deleted.

You may abbzeviate this step by typing 'D D Pathname'. 'D P P$%’' or
DM Me’ from Help Text Maintenance.

DELETE {(PATH 'Pathname' FROM THE DIRECTORY]
{PARAGRAPH P$% - 'T1itle of the paragraph']
[ENTRY FOR MANUAL NM® ~ 'Title of the aanual’'l

ARE YOU SURE (I/N) >
The system first rzepeats what you have asked it to do., displaying sonme
information %2 enable you to be sure that you are daleting what you want
to delate.

Type ‘'Y' to confizm.

DELETEDI ]
The system confirms that it has deleted the item.

Note: If an item you are attampting ¢o delete has been praviously defined
a$ non-deletadle., the systes will not delete it without a spac:zal
passuord.
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? ITEIN DELXTE

7.1 INTRODUCTION

The ITEM DBELEITE proceuura permits authorized users to permanently remove
bibliographic records from the MNastar 3i1hliographic File (MBF) and fzom the
activity zacord associated with each 1tem.
AVAILABLE INFORMATION
1. Overvieuw of Item Delate

2. Step by Step Procadures For Item Delete

3. Special Festuzes for Item Delate

Pleaase enter the nuaber of the type of information you desize:

7.1.1 ID Ovezvieuw

ITEZM DELETE is uved when weeding an item or removing the recozrd of a lost
item. Authorized users can permanently remove bibliographic recoxds £zom
the Mastar Bibliographic Filaea (HBF) and from the sctivity record associated
Wwith esach ites.

The user must firxst identify tha itema for which the record is to be deleted.
The usar can then delate a specific Volume., Issue. Part. Supplemant or Copy.
If the librarzy ouns only ona copy of the i1tem, the user can remove it entirely
fzom tha HBF.

Por step by step procedures of ITEM DELETE go FORWARD.

Tor a discussion of SPECIAL FEATURES of ITENM DELETE press 'T' and RETURN twice.

7.1.2 ID Stap 3y Stap

ITEM DELETE will follow these steps:

1. ITEM ID - Idantify the iter to be deleted.

2. DELETEZ RECORD - Delete a specific Volume., Issue. Part.
Supplemant (VIPS) or copy of an i1tem from
the activity record or delete the entire
recozrd fzroam the NBF.
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For more HELP? enter the number of *he desired op=ion or FORWARD to
SPECIAL FEXTURES:

7.1.2.1 Identify Itenm

IDENTIFYING ITEMS WITH THE BARCODE SCANNER

The barcode scanner is the fastest way to complete any transaction in ILS.
Using the barcode wand aeliminatas the need for having %o =ypa :n lengthy
patron data, 1%tem data and the transaction symbols (e.g. /CO oxr /CI). 3y
wanding over a coded version of this same data, ILS userzrs will not experience
the problems associated with misKeying this important iniormation.

To 1dentify an r1tem using the barcode scanner, the user must first be sure
that ILS is prompting the user with ITIM. At this point the user auss put the
point of the wand on the barcode label. and move the point of the wand

ovar tha pattern of black vertical lines. It does not matter 1f the wand moves
from the left to right side or vice versa. Sometimes 1% 1elps 1f *he wand .s
held directly over the item, instead of at a slant the way one would hold a
pen. It 1s not necessary to scratch the barcode label. A little smooth stroke
is all that 13 needed. Once ILS has recognized the 1tem., 1%t will respond by
beeping once. This 1s to say., “I recognize this i1tem("™ After a little practice
Wwith the uwand users will feel more comfortabla using 1t.

IDENTIFYING ITEMS WITHOUT A BARCODE SCANNER

It 1s sometimes the case that users either cannot or do not went to use the
barcode wand. Undezr these circumstances use:s may instead access the ILS
Master Bibliographic File through alternate options. In response to the prompt
TTIZIM, entasx ? a2nd a czrriage return. ILS will display 8 access opt:ons and an
additional option which affixes short mastages to rn iLtem record. Thay are:

(NOTE® ONCE YOU'REZ DOME READING AN ITEN LDEMTIFICATICM OPTIOK
ENTER A 'T' AND A RETURN TO GET BACK T0O THIS DISCUSSIONI)

1. IID#= Itea Identification ¢ 6. TK = Title Key

2. AU s Author 7. AT = Author/Title Key

3. CA = Call Number 8. SE = Series

4. IS = ISSN/ISBN 9. MI = Message (for 1tem just entered)
5.

LC #» Library of Congress ¢
7.1.2.2 Access by Item Identification Number

Identifying 1temy by their ITEM IDENTIFICATION NUMBER 1s one possible, yet
uncommon way to access an i1tem in the ILS syrtem. The IID# 15 tha alpha and
numeric equivaient to the pattern of vertical black lines which nake up *he brr
code and 1s found on the bar coda label. It can be up to 10 charactars long.

7o accass by the 1tem i1dentificat:ion number, entar tha key “IID#“ 1n response
to the ILS prompt ITEM. ILS will “hen ask £for the IID® and the user should
entear the symbols as they appear on the 1%em’'s bar code labal.If a user choosas
this option. i1t .s essential that the chazactars ba entered exactly as they
appesr.Any discrepancies 1n *‘he spacing of the characters or typos will yield a
ureng match or no match. The user asay combine these staps into one step by
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entaring IID#=0 $& ! 90 4 1n response to the prompt ITEM.

SAMPLE: ILS prompts ITEM: ILS prompts ITENM:
USER ¢types IID? CR USER raplies IZD$=3Q 8 1 30 4
ILS asks for the IID#
USER enters IID$® value

7.1.2.3 Access by Authox

Accessing an .tem by the AUTHOR is a popular access option. Tha ILS systenm
Will accept either a £ull author suzname or a partial surname. Th:s 13 done
to afford the user the greatast amount of flexibilizy to view either an
individual oxr zange of sentries:

SAMPLE: AU=ANDERSON ILS will display all entries with ANDERSON as
author, without zegard to which ANDERSON. The
user may select the desized 1tem by :1ts i1ten
numher. If there are more than § entries <he
user may scan through them by pressing F to
FORWARD through the list or 3 to BACKUP.

Id TITLE AND AUTHOR
1 The Silver Skates by Anderson, Hans Christianson
2 The Biography of by Anderson. Sandy E.

DISPLAYING THE FULL ENTRY

If the user is unsuzxe about an entry being the correct entzy the D command
(DISPLAY) can be invoked to display the full record of this item, to verify
that it is the corzect entry. The D command is particularly useful when the
tzuncated title stzing gives eirthar little or ambiguous information or 1s
otheruwise not fully meaningful to the user. If the correct record cannot be
found using this access option, the user may select another search Xey or
quit entirzely.

7.1.2.4 Access by Call Number

Located in most instances on the spine or some other visible part of an 1tenm,
the CALL NUMBER is perhaps the most efficient, and popular way of gainang
access to the racord of a specific item. Although various call numberang
scheaes axe used by libraries all over the uworld, (Deway. Library of Congress,
and the National lLibrary of Medicine's being the more renown schemes) they
each requize that a unique number ba assigned to each piece 1n the collection.

~The call number can be as long as is the collection requires. Sometimes thin
Ltems have long call numbers and thick items have short ones.

To access by call number the user must type in CA 1n response to the ILS

prompt ITEM. ILS will zeply with ENTER THE FULL OR PARTIAL CALL NUMBER. Then

the usez can enter the call number desized. I£f instead “he user wishes t¢»o
~Zombine these tuwo steps the usar aay enter CAsQA76.15 in response ‘o the IlS
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—To accass by the LC # the user must “ype in LC in zesponse to the ILS prompt

~entarad thera will be only one match: 1f a partial LC ¢ was entared there mnay

prompt ITEIM. This may save some time. If the user wishes %o see a range of
antries beginning Wwixh the same call number ILS will dasplay 3 en%ries at a
time on *ha scraen.The user may press 7 %o FORAWARD or 3 %o 3o 3ACKWARDS <hrough
the list.To see the £full record of an item antar D and the :tem's IJ number.

7.1.2.5 Accass by ISSN or ISBN

Tha ISSN and ISBN are numeric conventions which have been established to
standardize the identities of both ser:als and monographs zespectively.
They are heavily used in the acquisitions process by publishexs and
libraries aliXe as they afford a succinct means of specrfying a Zes:red
tam. The numbers are a code which identifies both the pubdblisher and

the specrfic iteam.

To access by ei1ther the ISSN or ISBN entar IS in response to the ILS proampt
ITEM. ILS will respond with ENTER THE FULL OR PARTIAL ISSN/ISBN. The user
must then enter in the value. The user may instead combine thesa two steps
into one by typing ISs0700223738 in response to the ILS proampt ITEZM. IS will
zetrieve and +then display on the screen all items which match. I£ *he usecr
Wwants a specific item., care must be exercisead %o enter the v e

correct. If the user wishes to see a range of entries bheginning with *he sade
numbars then only a partial ISSN or ISBN need be entared.

SAMPLE: ILS prompts ITENM ILS prompts ITE
USER zeplies IS OR USER replies IS
ILS says ENTER THE FULL...
USER enters 0700223738

M
20700223733

ILS will then saarch the ISSN/ISBN index to £ind all possible matches. and wuill
display them on the screen. If there are more than 5 natches ILS will display
the £first 5 and say THERE'S MORE. Tha user may brouwsae through the matches by
typing F for FORWARD or B for BACKWARDS. If the corzect entry 1s found the usa:z
must type the ID ¢ of the correct match. If the user wan:s to see *thae full
racord fox any entry, enter D and %that entry's ID §.

7.1.2.86 Access by LC Card Mumbaz

A LIBRARY OF CONGRESS CARD NUMBER 1is assigned to each i1*em cataloged by the
Library of Congress. This number is used by libraries to order printed
catalog cards from the library of Congress. The number i1s usually one of <¢he
cataloging elements included in publishers’ Cataloging In Publication (CIP)
data. It 1s typically composad of 2 charactars followed by a hyphen and

3 to 6 additional numbers.

ITEM. ILS will then respond with EINTER THE TULL OR PARTIAL LC #.user

aust then type in the LC &. It 1is possible to combine these 2 sSteps 1into one
by entering LC=*79-123456 in response to the ILS prompt ITEM. ILS will then
search the LC % .ndex to find appropriate zatches. (If the entire LC $ uas
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ba several zatches). The user may brouse through *he matches by pressing F <o
FORWARD and 3 to 3ACKUP. If <he :orrect en%tzy 1s Zzund. an%ter <he ID % Z2r -hat
entry. If the user s not sure that 1% .s *he corzect record *the ful. recorzd
may be called up by pressing D and the entry's ID §.

SAMPLE: LS prompts ITEM ILS promp*
SER replies LC? OR USER enterx
LS says ENTEIR THZ FULL. ..

SER enters 79-123456

T9-12345¢6

S HCH
"

7.1.2.7 Access by Title Key

Title access in the ILS system 13 almost the same as what is done 1n the OCLC
system. Usears may type in a truncated saarch kay composed of the fizst feu
characters of the first feu significant words in the title. Articles and
other stop listed woxrds (e.3. a, an, the, and, United States’) are ignorec. The
key 3,2.2,1 13 used to match the £first 3 characters of *the first word, =he
£irst 2 charactars of the second word, the first 2 characters of the th:ird
word, and the £irst character of the fourth word in the title.

To access by title Key, the usar must enter TK 1n response %5 the ILS prompt
ITEM. ILS will zespond with ENTER THE TITLE KEY IN FORMAT 3,2,2,1. (NOTE: 5%

a title has fewer than 4 uords enter commas consacutively to £ill in the Kkey.)
These 2 steps may be combined by typing (e.g.) TK=DOR,IL.ME.D. ILS5S will zeply
by searching for and displaying all entries which match the search Key. If
there are acre than S matches tha system will say THERE'S MORE and the user may
browse through the entries by typing F for IORHARD or 3 £for BACKWARDS. To be
sure that you have the correct recoxd type D and the entzy's ID $.

7.1.2.8 Access by Author Title Key

The AUTHOR/TITLEZ kay is a combination Xey used to sort out more quickly a
desired zecord. Although the same words may be found in the titles of different
works, it is likely that different authors may be associated with each t:tle.
In this case a 4,4 combination Key of both author and ¢title would yield a mscre
precisea retrieval than a 3,2,2,! title key.

To accass by author/title kay the user must enter AT in response *to the Il
prompt ITEM. ILS will rzespond with ENTER 18T 4 CHARS OF AUTHOR'S LAST NAME &
1ST 4 CHARS OF TITLZ IN FORMAT 4%,4. The user must then enter the characters
as prescribed. It is possible to combine these 2 steps by typing (e@.9.)
AT=ALLR.BODY for the entry Body Functions by Jon Allred. ILS will respond by
seazrching for all author title combinations with these characters snd daisplay
them in groups of 5 on the screen. If there are more than 5 entries L5 will
say THERE'S MORE and the user can press RETURN to view them. To scan through
tha list press F for FORWARD and 3 for 3ACKWARD. To bhe sure *hat an entry .s
for the corzect zrecord the user may press D for DISPLAY and <he ID number of
the entry to see the full record of tha entry.
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R Access by Serles

Under the ILS systea 1t :5 possible ¢o access recoris :1n <the Master
3:bliographic Firle by ~he SERIES heading. Catalogers and o»thex l.>rary 5%
aay £find <th: access point particularly conven:ient 1f <hey have seria2s wh
comprise many issues *hese are 10st notable 1n “he biomed:izal and phys:ical
sciances and :n special libraries that con<tain the reports o <heir agancy or
corporation.

To access ILS via *he series op*ion the user must enter SI 10 rasgcnse %to *he
promt ITEM. (MOTE: This 1tem optzon should not be confused with the /5K command

for serxals chaeack 1n which 1s another fea<ure of the cizxculation sudsys<em L
and uses the SE command. Remember that the serials check :n command reguizes
a /SE to get out to that transaction activity, Wwhereas accessing a record by 1
serxes heading requires only ST 1n response %*o the ILS prompt ITEM. ) IL3 will

raply with ENTER THE FULL OR PARTIAL SERIES. The user may then enter any or all
words of the series heading that are xnown and IL.5 w:ll searzh the series :ndex
to find a match. ILS will display all matches and 1£f there are aore <han 5. the
user may view them by entaring F for FORWARD or 3 Zfor 3ACKUP.

7.1.2.10 Message (Item Just Entezed)

Inmediately after a user has i1dentified an i1tem 1n the Circulation
Subsystam., IL3 allous for a short message to be entered.

7.v.2.11 ID Valete Record

here are Jolunmes,

ILS will display the title of tha item to be daleted. Lt
ILS will prompt Zfor

I
Issues, Parts, Supplements (VIPS) or Copias of the 1ten
the specific i1tem to be deleted. For axaample:

ILS will dasplay: Usexr enters:

Diseases of the eye.

VOLUME: Mumber of the volume to be removed from the
collection.

oR

Journal of Radiology

TEAR: Last two numbers of tha year of the issue.

M0 Number of *he amonth (Jan=!. Febetc.).

DAY Date of the :ssue.

If the YEAR/MO/DARY prompts fail to i1dentify the specif:c r*tem, ILS will display
a list of i1tems which match. &hen the specific 1tam has Ddeen positivaly
itdentified:
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IL5S will prompt: Jser entecrs

ARE 12U SURE? NO/ Ed

“

o tq
[
™Mo

TURN
' 2

1R

HO REMAINING 7IPS JR COPIES, F
JELETE MBF RICARD AS JELL? NO/ RETURN “o dielexa 50y .
'’ o remove "ne [%e3D :

ILS Wwill then prompt for ITEM: and you may de.e*a a~c-ther re-2r:

7.1.3 ID Special Fea“-ures

ITEM DELETE will reamove records from °he “aster L.03 e r ot 2
the Activity Record associated wi*th each L<en s L Tan e ta s
the function of the N3F and <the Ac%ivity Rezor:i
ZEXEBELRETXESFEREELE LR EAREESTZEITIRAIR ‘:h-.! f;;& ~ ntac: 5 e - ~ - - e -
® MASTEZR 3I3LIOGRAPHIC FILE ® i2r @ach L en  wled -
L] z
EE2E XSRS S RSN XS A S EX S ENEEXEXXEXETIETREZ
s I

(12222 2 RS R R RE RS R RS R TR RS RS RRERE R Th‘.! rezor I T £y - -~ a
® ACTIVITY *® ACTIVITY ® ACTIVITY % spectifi: ol .me .5 P
£ RECORD 1 * RECORD 2 ® RECORD 3 ¢ An activity rectrioo sz omain
EEXEES S XS RN XA F LA RTXALXX R RCRITTIRX copy of evary L-es . ary

|

| The [laster Bibliographic File contains the biDd

/ of a MARC racord) for esvery itam 15 the collec

i is the zecord of each physical copy of the :ten

x

|

)

i
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3. INTRCODUCTICN
ITIM STATUS parm:*s authorized users %o view %“he s%tatus 2% an
title in the IL3 collection. It will specifically %all users
>3 (e@.3.) avarlabla Zor circulatiaon., or =% 1t 1s allejed %o b
or otherwlsa unavailablae.
AVAILABLE INFORMATION

! Overvieaw of Item Status

2. Stap by Step Proceduras For I%tea S%tatus

3. Speciral TFestures for Itea Stactus
Pleasa entar the numbex of the %ype of information you desize:

3.1 IS5 Jverviaw
ITEM STATUS includes the following information:

1. Titla of the item

2. Author of the itan

3. Call numbex

4. ISBN/ISSM number

S. Mumber of <:mes tha item has Yeen checkad out,

or used in-house

6. Current status of the 1ten

7. tatus of other coples of the item, :f deszired.
3.1.2 IS5 Step 3y Step

ITEM STATUS requires the user to:

1. IDENTIFY THE ITEM

Search ILS foxr the desired 1i1ten
2. PRINT STATUS OF IT:INM

Find the correct copy of the rtem

and praint 1%

$ status.

y zopy 2% any 1

whe-hezr —he :i%texn

e L3st. aissiny
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For mors HELP concern:ng exther 2f ~hes. steds enter <he numder o2f *hat%
ttep and pressg RETURN.

A.1.2. Identiiy Iten

IDENTIFYING ITEMS WITH THE 3ARCODY STANNER

Thae tarcode scanner :s “he fastast Way <o completa any <ransactisn .n Il
Using the barcode wand eliminates the need £or having %o <*ype in leng<hy
patron data., :1%tem Zdata and the transaction symbols !e.g9. /%0 or +CI:. 3y
~wanding over a coded version of this same da%a, ILS users will not exrer
+the problams asyociated wirth miskey:ing cth:i:s .mportant information.

To rdentify an 1%em using the barcode scannexr, ~ha :ser aus<t £:rs% e sure
that ILS 1s prompting the user with ITEM. At this point *he user Aus<= put *he
point of the wand on the bazrcode label, and move the pornt 2% =
ovexr the pattarn of dlack vertical lines. It does not amatter :£ the wand aoves
from the left to rizht side oz vice varsa. Somatimes :*t helps 1f the <and .s
held directly over the rtem, instead of at a slant the way one would hold a
pen. It s not necessary to scratch the barcode label. X l:%ttle smooth stroxe
13 all that .s needad. Once ILS has recognized the 1tem, 1t will respond oy
heepLng once. This s to say, ‘I recognize *his 1tem|" After a l.t%le pract.ce
Wwith *he wand usezs will feel more comfortable using 1%.

IDINTIFYING ITEMS WITHOUT A BARCODE SCANNEIR

It is some<imes the case that users eirther cannot oz +do not want to use :the
barcode wand. Under thesa circumstances users may i1nstead accass ¢ il

Master 31bliogzrsphic File throuch alternate options. In response %o tha prompt
ITFM. ente:x ? and a carr:ags retutn. ILS uill display 8 access options and an
additional option which affixas shozt messages to a2n r1tem racord. They are

Q
he

(NOTE: CNCE YOU'REZ DONF RIADING AN ITEM IDENTIFICATION OPTION
ENTER & 'T' AND A RETURN TO GET BACK T0 THIS DISCUSSIONI)

1. IZD®%= Item Identification # 6. TK * Title Key

2. AU = Author 7. AT = AuthorsTitle Kay

3. €A = Call Number 8. st * Series

4. IS 3 ISSN/ISBM 9. MI * Message (for i1tem us*t entared!
5. LC #= Library of Congress
8.1.2.2 Access >y Itea Ident:fication Number

Identifying i1tems by thair ITEM IDEXTIFICATION MUMBER 1§ one possible. yet

uncommon wWay to access an 1tem in thea ILS system. The IID® 1s *he alpha and

numeric equivalent to the patltern of vertical black lines which nake up “he bar
—code ani 1s found on the bar coda label. I%t can be up *o 'O characters .ong.

To access by “he item i1dentification -umber, enter “he Ray "IZIJ#* in response
to the ILS prompt ITEM. ILS wi1ll then ask for the IID$ and <-he user should
enter “he symbols as they appesar on the 1%em's bar code label.Zf a user chooses
thi3s option, 1%t 1s essential that the charac%ers be envtared exact.y as %hey
~3PPesz . any i1scrapancies 1in “he spacing oi the charactars or %ypos will yie.d a
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4Z9207 ma%tin 2r o 3aTIn The iser may Tcmdilaae ‘*hese sne scep Ly
anzaring 1I28=) ss ) 4 1n rasponsae "> "ha prompt
SAMPLE: ILS promp*s e I I.S prompts ITEM:
JSER types heg J R JSER repliiles I1I28=% s R Y
ILS asks for <hae IIN#
JSER enters IIZ4 va.iue
3. '.2.13 Access by Author
Accessing an L%em by the AUTHOR 13 a popular access op%ion. The ILS system
“ill accept e:ther a full author surname or a paxr%:ial surname. This .s done
“o afford the user the greatest amount of flexibility %o v.ew erther an

individual or zange of entries:

SAMPLE: AU=xAXDERSON ILS wi1ll display all antries w.th ANDERSCON as
author, without zregard <o which ANLCERSCN. The
user may select the desired i1tem by 1%s iten
numbar. If there are more <han 5 entries the
user may scan through them by pressing F teo
FORWARD through the list or 3 to BACKUP.

id TITLE AND AUTHOR
1 The Silver SXates by Anderson, Hans Christianson
2 The 3iography of by Andarson. Sandy E.

JISPLAYING THE FULL EXTRY

If the useaxr 13 unsure about &an entry being the cozrect entry the D comamand

{DISPLAY}

that 1t is the corzect entry.

can be invoked to display the full recozxd of

this item, to verify

The D command is particularly useful <hen the

tzuncated title string gives either little or ambiguous information or irs

otherwise not fully meaningful to the user.

found using thas access option,
quit entirely.

83.1.2.4 Accass by Call Numbar

Located 1n most instances on the spine
the CALL NUMBER is perhaps
access
Schemes are used by libraries
and

aach
The call number can be as
itams have long call numbers and thick

all over
the MNational Library of Medicine's

call aumber the useir must
ILS will reply wuith ENTER
enter

To access by
prompt ITEM.
_*he user can

H

the 20st eff
to the record of a specific itenm.

the call number desirxed.

If tha correct zecord cannot be

the usar may selaect another search Kkey or

or some other visible part of an itew.
icient, and popular way of gainaing
Although various cali numbering

the world, (Dewey., Library of Congrers.
being the moze ranown sSchemes) %they

require that a unigque numbar de assignad to aach pirece in the collection.
iong as i1s the

collection requires. Sometimes -hian

items have short ones.

type :n CA 1 response to %the ILS
THE FULL OR PARTIAL CALL NUMBER. Then

If instead the user wishes to
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combine thess tWo steps the user may anter CA*QAT6.!5 in response %c the ILS
prompt ITEM. This nay save soma time. If the usar <Lishes o see a range of
entries dejginning wWith the same call numdbaer ILS w2ll d4isplay 35 entries a% a
t:me on the screen.The user may press F <5 FORWARD or 3 <5 30 3ACKWARDS <=hrough
the l13t.To see the full record of an 1tem enter D and *he item's ID number.

8.1.2.5 Access by ISSN or ISBN

The ISSN and ISBN are numer:c conventions which have been established *o
standardice the i1dentities of both serials and zonographs zespectively.
They asre heavily used in the acquisitions process by publishers and
libraries alike as they afford a succinct means of specifying a desized
1tema. The numbers are a cods which i1dentifies both the publ:shexr and

the specific i1team.

To access by aeithar the ISSN or ISBN entar IS 1n response *o the ILS prompt
ITEM. ILS will respond with ENTER THE FULL OR PARTIAL ISSN/ISBN. The user
must then enter in the value. The user may instead combine these “wo steps
into one by typing IS=0700223738 in response to the ILS prompt ITEM. ILS will
retzieave and *hen display on the screan all i1tems which match. If the usar
wants a specific itea. care must be exercised %o enter the value exactly
correct. If the user uishes to see 2 range of entries beginning with the same
numbers then only a partial ISSN or ISBNX need ba enterad.

SANPLE: ILS prompts ITIM ILS prompts ITEM
USER replies IS oR USER replies IS$=0700223738
ILS says ENTER THE FULL...
USER enters 0700223738

ILS will then sesrch the ISSN/ISBN index to find all possible matches, and will
display them on the screen. If theze are more than 5 ma*ches ILS will display
the first 5 and say THERE'S MORE. The user may browse through the matches by
typing I fox TFORWARD or 8 for BACKWARDS. If the correct entry 13 found the use:
must type tha ID ¢ of the correct match. If the user wants to see “ha full
record for any entzy. entsr D and that entxy's ID &.

8.1.2.6 Access by LC Card Number

A LIBRARY OF CONGRESS CARD NUMBER 1s assigned to esch item cataloged by *he
Libzary of Congress. This numbez is used by librari:es %o ord~r printed
catalog cards from the librarzy of Congress. The number is usually one of tha
cataloging elements included 1n publishers' Cataloging In Publication (CIP)
data. It is typically composed of 2 charactars followed dy a hyphen and

=3 to 6 additional numbers.

To access by the LC & the user must *type i1in LC 1n rasponse %o *he ILS promp*

ITIM. ILS wi1ll then respond with ENTIR THE FULL OR PARTIAL LC % user

aust then type in the LC &. It is possible to combine these 2 steps into one

by entering LC®79~-123456 in response to the ILS prompt ITEM. ILS will *hen
search the LC ¢ indeax to find appropriate matches. (If the entirea .C ¥ uas
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anterad -lece <411) be only orne macsth; 12 a par+tial LC ¥ was 2ntaraed “here =ay
Je s;2vera. mMatcnes: The user may ISIoWSe thzougn Thae matthes Iy pressing P2
FO1«132 and > o 3AIKUP I£f <he torrect entry i1s zcund <he IZ % zor =nhac
entry. Z£ the user s not sura that 1t .s <“ha <zorzect by} recorl
2ay de callad up by pressing I3 and %the en<zy's 10 ¢

8.1.2.7 Access by Title Kay

Titla access :n <he ILS system 13 alnos«c the same as what 13 done :~n the JCLC
systam. Users nay type i1n a truncated search Key conmposed of the £i:rst few
characters o *he £first few significant yords :n the title. Articles and
sther stop lis%ted words (e.g. a, an, the. and, United States) are i1gnored. The
Rey 3.2.2.! 25 used to match the £fi1rst I characters of the f:rs¢t woxd. the
first 2 characters of the second word, the f:rst 2 charactexrs of %he third

word, and the f1rs* character of the fourth word in %the title.

I15 proapt

To access by title key. the user must enter TK 1n responsa to *%he
2,2.1. (NOTE: £
il

ITEM. ILS uwill respond with ENTER THE TITLE KEY IN FORMAT 3.2,

a title has fewez than 4 uwords enter commas consecutively %o £ 11 the Xey.)
These 2 s%teps may Ye combinaed by typing (e.g.!) TK=DOQR,IL.ME.D. ILS w2ll reply
by searching for and displaying all entries which nztch the search Xey. If
theze are nore “han 5 ma%ches the system will say THE2E'S MORE and the user =ay
drowse %through *he entries by typing £ for FORWARD or 3 £for 3ACHWARDS. To be
sure that you have the correct recoxrd type 0 and the antry's ID §$.

8.1.2.8 Access by Author Title Key

The AUTHOR/TITLE key 13 a combination Xey usad to sor% osut aore quickly a
dasized record lthough the same words may de found in %the =titles of differen<
works. 1%t 1s likaly that d:ffesrent authors may ba associated with each title

In this case a 4.4 combination Xey of both author and ti%tle would yield a naore

precisa racr:aval than a 3,2.2,1 title Key.

To accesy by author-title Xey the user must anter AT i1n resoonse %5 the Il
prompt ITEM. I.53 w1l respond with ENMTER !ST 4 CHARS OF AUTI!OR'S LAST NAME £
ST 4 THARS CF TITLE IN FORMAT 4.4, The usar must then enter %he charactars
as prescribed I% 15 possible %to ccmbine these 2 staeps by %yping (e.g.)
AT*ALLR,30DY for ~haea antry Body ¥unctisns by Jon Allred. ILS will rzespond Dy

_seazchxng £ar all author %title sombinations with these chazacters and display

them 1n jroups 2% 5 5n “he screen. If *here are mora *“han 5 en%r-es ILS uxll
say THERE'S MORE and <he user can press RETURN ¢o view them. To scan through
~ha .13% press F £or TORWARD and B Zor 3ACKWARD. To e sure *hat an 2ntIy :s
£o0r the cortect recnrd <he vcer may press 3 for J2ISPLAY and %the IJ nsumber of
the en%try %3 sme *he £full record of the ant:
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8§.1.2.9 Access by Saries

Under the ILS system 1% is possibla to access records in the Master
8aibliographic File by the SERIES heading. Catalogers and othezr library stastf
may £ind this access point particularxly convenient 1f they have series which
comprisea many issues. Thesa are most notable in the biomedical and physical
scisnces and in special libraries that contain the reports of their agency or
corporation.

To access ILS via the series option the user aust enter SE i1n response to <he
promt ITEM. (NOTE: This item option should not be confused with the /SE command
for serials check in which 13 another faature of *the circulation subsysten

and uses the SE coammand. Remember that tane serials check in command requires

a /SE to gat out to that transaction activity, whereas accessing a record by
seriaes heading requires only SE in response %o the ILS prompt ITEIM.) ILS will
reply uwith ENTER THE FULL OR PARTIAL SERIES. The user may then enter any or all
wozrds of the series heading that are knouwn and ILS will search the series .ndex
to find a match. ILS will display all matches and 1f therea are more than 5, the
user may view them by entering F for FORWARD or B £for BACKUP.

8.1.2.19 Message (Item Just Entered)

Inmadiately after a user has identified an item in the Cizculation
Subsystem, ILS allows for a shoxt message to be entared.

8.1.2.11 IS Pzrint Status

Printing out an itea's status may involve several staps, depending upon the
circumstances of the pazticular i1tem. In cases where there are aultiple
copies or volumes/issuas/parts/supplements ILS will prompt the user for the
exact data needed to identify the desized 1tem.

EXAMPLEZ: a user wi_hes to display the status of a serial, “North American‘.
After having rdentifiad this title [LS will proampt fox:

YOLUME: The user =may enter ). If thers exists more *han one copy ILS will
prompt for:

COoPYS: If£ the user is unsure which copy 13 the r2ght one. pressing ? and

a retuzn (or the £! kay) will cause the the status of all copies
to ba displayed as followus:

TINDEX cOPY STATUS

1 1 CO DUE 06,13/80
2 2 AVAILABLE
3 3 AVAILABLE
4 5 AVAILABLE
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If the user desires to learn more information about any particular copy.
antaring the appropriata index number will causea ILS *o display a more
detailed recorxrd of the 1tam's status:

Id: 0 s ss CALL®: TL686.N6S9 ISBMN$: 0668033185
TITLE: NORTH AMERICAN

AUTHOR: SWANBOROUGH, FREDERICK GORDON

CHECKED OUT IN THIS PERIOD: 1 INTERNAL USAGE: 0
STATUS. . ... AVAILABLE

STATIUS OF OTHER COPIES? YES/

NOTE: In this display the copy # is not included. ILS assumes the user Knows
the copy number since 1t uwas just displayed 1n conjunction with the index ¢.

To get back to the prompt ITEMN: enter a zeturn 1n response to the ILS prompt
HIT RETURN TO CONTINUE>.

8.1.2.12 IS Special Featuzes

As of June 16, 1980 there are no knoun special festures for ITEM STATUS.
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9 NEWLY CATALOGED ITEM

9.1 INTRODUCTION

NEWLY CATALOGED ITEM permits author:zed users <o enter ~ataloging data

into the Master Hibliographic file (MBF!. It enables ca%talojerzrs <o

edit and transier records from *he ILS Tape Files ‘4OrX spaces) .ats “he MBF
It also permits catalogers to enter original data directly :nto the "BF

AVAILABLE INFORMATION
1. Ovarview of Newly Cataloged Itea
2. Stap by Step Procedures For Newly Cataloged Item

3. Special Features for Newly Cataloged Iten

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

3.1.1 NE Quvezviaew

NEWLY CATALOGED ITEIM permits authorized usexs to enter cataloging data
into the Master Bibliographic File (MBF).

I£ a book is new or has circulated with a tamporary IJ, NEWLY CATALOGED ITIM
uill seszch the MBF and the Tape File for a record of the i1tem. This saarch
will start when the user enters eirther the title or the call number. If the
Tape File contains a MARC record for the i1tem., the user may edit or add to
the record and produce a perzxanaent barcode label for zhe 1tem. If *he MBF
containsg a MARC zecord for the item the user =may anter a Copy 2 {(or 3. etc.)
and produce a bazcode label.

For = step by step discussion of NEWLY CATALOGED ITEM press 'F'.

3.1.2 MEZ Step By Step

When entaraing a NEWLY CATALOGED ITEM., ILS will ask:

PRINT BARCODE (Y or N): ¥/ If you press the RETURN key the system will
produce a barcode label at the conclusion of
the transaction. I£f you *“ype 'N' and then
RETURN the systesm will not produce *the label.
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ILS will displav:

TIMPORARY I7TENM ZI3: If 7o0u have assigned a temporary :%em ID
number. enter 1% now. when 7ou have antezed
“he full record :1n%o =*he Master 3i5lilograpgny
Fil@ 1% will ba removed from the Temporary

NEWLY CATALOGED ITEM should follow *his sequence of steps:

Y. SEARCH FOR THE ITEN
Saarch the Master 3ibliographic File (MBF) and “he Tapa Filz

2. ITEM FOUND OR NOT
View any itemsg found in the M3F or Tape File

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

4, ENTER BARCODE DATA
supply information that will be encoded on the Barcode Laltel

For more HELP en<ter *tha number of the desired option or FORWARD to
Special Features:

9.1.2.1 SEARCH FOR ITEM

ILS will display:
TITLE: Enter title from title page. ILS will seaxch the MBF and
tha Tape File for cataloying data already in the systen.
OR
Press RETURN and ILS will display:
CALL ¢: Enter call number. ILS will search the M3F and the

Tape File for cataloging data already in the system.

OR

Prass RETURN again. You may now create a new cataloging entxy :in the MBF.

11 response to the ILS prompt TAG: for more information on this feature
press 'F' and a RETURN twice to view EDIT RECORD.

3.7.2.2 ME Itam Found Or Not

In response %to a TITLE or CALL # search ILS will display ona of four
nessagas.

. THERAT ARE ENTRIES IN 30TH THE MASTER FILE AND THE TAPE FILE
4HICH MATCH [your entzy)
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2. THERE ARE INTRIES ONLY IN THE TAPE FILEI WHICH MATCH [your entry!
3. THEREZ ARE ENTRIES ONLY IN THE MASTER FILE WHICH MATCH [your entry)

4. NO ENTRIES IN EITHER MASTER FILE OR TAPES MATCH [your entryl

Tor HELP with any of these, entar the number of the step and press RETURN.

For infoermation on EDIT RECORD aenter 'F'.
9.1.2.3 NE Items In MNBF And Tape File
If a seazch in the MBF and Tape File yields hits in both places,

ILS will reply:

THERE ARE ENTRIES IN BOTH THE MASTER FILE ANXD THE TAPE FILE WHICH
MATCH [your aentrcyl

MASTER FILE MATCHES
ILS will then display 5 entries at a time.

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

IF YOU DO NOT FIND =~ Entex - or ‘'/None’
A HATCH IX THE HMBF

ILS will display:
TAPE FILE MATCHES

ILS will then display 5 entries at a tinme.

IF YOU DO NOT FIND A - <Enter - or '/None' and ILS will prompt
MATCH INX THE TAPE riLE CALL #: and you may search by call number.
IF YOU FIND A MATCH -~ ILS will display the MARC record and

IN THE TAPL FIL prompt TAG: This 1s tha EDIT RECORD step

of NEWLY CATALOGED ITEM.
Yor more information on EDIT RECORD press 'G'.

FYor more information on ENTER BARCODE DATA press 'G' and RETURN and then
pzeass 'T' and RETURNK.
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3. 1.2.4 NE Item In Tape Fila

If a searcl in the MBF and Tape File yields hits only in the Tape File
I1S will reply:

THERE ARE ENTRIES ONLY IN THE TAPE FILE WHICH MATCH [your entryl
TAPE FILE MATCHES

ILS will *hen display 5 entries at a tinde.

IF YOU D0 NOT FIND A - Enter ~ or 's/None' and IL3 will promp%
MATCH IN THE TAPE FILE CALL ®: and you may search by call number.
IF YOU FIND A MATCH - ILS will display the MARC rec¢ord and

IN THE TAPE FILE prompt TAG: This 13 the EDIT PECORD step

of NEWLY CATALOGED ITERN.

For more information on EDIT RECORD press 'G'.

If a seazxch in the [1BF and Tape File yields hits only in the NBF
ILS will reply:

THERE ARE ENTRIZS ONLY IN THE MASTER FILE WHICH MATCH [your entxy!
MASTER FILE NMATCHES
ILS will then display 5 entrias at a time.

I¥ YOU FIND A MATCH - Enter the index % and ILS will prompt
IN THE mM3F you to ENTER BARCODE DATA.

IF Y2U DO NOT FIND - Enter - or '/None' and ILS will prompt

A MATCH IN THME MNBF CALL #: and you may search by cail numberz.
for more 1nfozmation on ENTER 3ARCODE DATA press 'G'.
3.1.2.56 NE Iteas In Nelither rile
ILS will display:

MO INTRIES IN EITHER THE MASTER FILE OR TAPES MATCH iyour ent:zy)

ILS will automatically put you 1n EJIT RECORD mode allowing you (o enter
_data directly into the MBF.

Page 55

TS




Yor more 1nformation on *he EZDIT RECORD step of NEWLY CATALOGED
the ‘'G'.

[B]
3]
t4
uq

Press

9.1.2.7 ME Edit Record

EDIT RECORD allouws the user to enter new data into the MBF or to edit records
already in the MBF or Tape rila.

ILS will prompt: User entezs:

TAG: MARC tag number (059, 245)
Be sure to include leading zeroces.

IN: MARC indicator {(two charactars)
If not appropriate for +this tag press RETURN

SUBFIELD: Subfield code (a, b, 2!
This entry MUST be 1n lowarcase letters.

ILS will prompt: User enters:
1> Information to appear in the subfield.
2> ILS will prompt for second and thizd appearances

of the subfield until user enters RETURN which
Wwill cause TAG: to reappear.

If the user is EDITING data alzeady in the MBF or Tape File., the following
sequencea may occur.

ILS will prompt: User should enter:

TAG: MARC tag number alzeady i1n *the record.

SUBFIZLD: Subfield code alzeady :in the racord.

ILS will prompt: User enters:

REPLACE: Entaer the chazactaers whach you uWish to deleta or
rzeplace.

WITH: Intezr the corrsctad data.

NOTZ *that ILS di1ll replace the first smsatching character(s). If the subfield
Gontains the text 'Medicined' and the user enters 'd’ in response to REPLACE
the result would be 'Medicined’.The user should enter ‘ned’' 1in zesvonse <o

REPLACE and 'ne' 1n response to WITH. This would result :n ‘Medicine’.

The sequences for entering or editing data will repeat until ILS prompts
TAG: and the user ansuars RETURN. Then ILS will move o ENTER BARCODE DATA.
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3.1.2.8 NE En

This £inal step of NEWLY CATALCGED

%> oe coded ont> the

ILS Wwill prompt:
LAW JR SENERAL: G/
MONO OR SERIAL: N/

Typa:/

LOAN PERIOD:

“wi1ll prompt:

ILs

JIPS? N/

VOLUME:
ISSUE:
PART:
SUPPLEMENT:

COPY #:

Press RETURN and the
ILS w1ill prompt TITL

A SPECTAL FEZATUYRE of

. In *the SEARCH FOR

NTZIR 3AACODE

]
3
™

CATA press 'F'

ter 3arcode DJata

ITEMS w:ll promp*% the usexr for inizraazion
baxrcoda label for %the iza3
User antars:
'L' for lLaw or prass AETURN for SGeneral

‘Cther opt:ions mnay
18 t9 assi3yn i1%teas

appear 1n th:is
%o special

posicion.
soilections i

I%s puzpose
desized.

'S' for serials or prass RETURN Zfor monnjraphs.

NE Special Features

Eater a number desiznatad by your l:Srary to specify *voe

or press RALTURN %o skip this opr.on

Enter a valid loan period for your L.trazy - I uweexs.

4 ueeXs, etc.

User enters:

Press RETURN %o sKip %this option. IZ you enter 'Y°

ILS will display:

Volume nuaber.

Isrue number.

Part number.

Supplement name or number.

A number MUST be #ntared here.

item wWwill Ye entered into the Master 3:bl:iographic File.

and you will be at step one., SEARCH FOR ITEN.

MIWLY CATALOGED ITEM 1s the use of - or ‘up-arrow’.

ZTEM step - When ILS prompts CALL #: and the user wants
to seazch by title. prass:ing the -~ Rey will
cause ILS to proapt TITLE: The user may <thaen
search by <“itle.

AND
Z£ IL5 £finds matzhes 1n the MAF and the Tave
File 1t will display the matches of the ¥3r7
£125%t. I% *the user enters -~ IL5 will display
~he Tape File matches.
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2.

In any other step

The - key will

previous step.

‘start over'.

~he user hack

al

\

ous the usez
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3 FATRON ACTIVITY

<«

INTRODUCTION

PATRON ACTIVITY permits authorized users %o viaud nfsrmatisn adoust any
patron’'s library activi%ty. Informa%t:.on availa Tams Iurrently
chacked sut. .%ems on reserve, messages assos zatran, and %=otal
nunher of r%ems aver borrowed Ly the patron.

AVAILABLE INFCRHATION
!. Overview of Patxron Activity
2. Step by Step Proceduraes For Patron Activity

3. Special Features £or Patron Activity

Please entex the number of *he =ype of :naforma%ion you desi:ce:
10.1.1 PA Jverview
PATRON ACYIVITY parmite authorized users ts view *he Zollowing 1*eams an a
patron's record:
o 1items curxently chacked out and due Jates
o title of any .ssezves baing held £¢: the pation
o amount of any outstanding £ines

© any nessages attached to the patzon rmcord

PATRON ACTIVITY does not display address. telephone number, etc.
To dispilay these fields., use PATRON STATUS.

10.1.2 PA Step By Step

To view *the patron record the user must 1dentify a specific pa%ron in ILS.
ILS will then display informativon £fzom tha patron record .n the format below.

Trrens CYRRENTLY CHECKED 0UT
D TITLE AUTHOR JUE DATE RENEW

ITEMS ON RESERVE
3 TITLE AUTHOR REQUESTED ON NO MEZD AFTER
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Zdentifying the Patron

Any and all ILS £funct:ions involving pa%tzon data require *ha*t <he pazron se
accurataly i1dentified in *he ILS. A patzxon may be :dentified by ervher wand.ng
~he bar code on their l.brary card, or entaring *“he ecuy:valent sar code nusoer
or the patzon's lLas*t name. (If the wand 1s not used enter the patron's _as=z

e
name instead of the bazcode number %o avoid <ypiag

PATRON IDENTITICATION OPTICNS

NAMEZ-Th:s .s the 208< common way %9 an%ter the za*ran da“a.
name or enougn characters of the last name %o narrsu *he

o display *“he daesired patron entry. If there are more th
say (THERE'S MORE! and the user =2ay *hen press F or 3 %o
antries %hat ma%tch. If the 5th entzy seems =o be the zor
sure hat the 5th or 7th ones are noft :dentical names. 7

e!: mnore
for a patzon in the l:s%, enter D followed by the 1ndex number -eside
2atron’'s naze. For exaaple, % you had a list lixe:

JONES. JOHM
JOKES, JOHN
JONES, JOHN
JONES. JCHN
JONES, JOHXN

[T, VO X
MO U W

and you wanted to d:i:splay more informa*tion from *“he patron’'s record *5 select
“he correct en*try. 7ou zsould enter D2 o1 23 %o view fur=her i1nformation from
the patron record ¢to accurately :dentify “‘he patron £from the 5.

2nce you'ze sure that you've found %the correct entry. enter =he :ndex # which
appears .n the first column in response <o the prompt PATRON:

PATRON ID $- The Patxon ID ¢ 13 equivalent %o the bdar code configu:.tion which
appeaty on each pa‘tron’'s lidrary <azxd. I* 15 made up of numbers and »ther
characters whicth are *ransformed 1n%to 2 patzern £ thi:K and *thin lines and

_3pacaes which %ogather 3axs a codn %o 1dentiiy both i1tens and patrons. A patron
nay be .dencified Dy *h:is code. however. % i3 suggested Tthat *he stafi use <he
~and or %“ype in “he patron name whenever possib.e. ~hereby ainimizing the
chance of a typing aerror

zej:stezed 1n the patron

PATRAON RATLGISTRATION - I£ <he pazz=n 1s no% al ?
a data 1n%s %the system Jezfore

iist., 1t uill be necessaxry %o enter “ne.x p
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Any Zramsactiin zan e zacorzded Lot L3 Lecal L3 sgiLtes a3y deviie ThelI 24N
srnzeduras 2z jathering 2aTran 1nfornation. PuTiing 2% o.aTo o the syTvem it sonma
lacer “:iawe Faor a ful.er F1scuS§icn 9F zatIon regisTratisn Iefer O Tne path
PATACN RICISTRATION

tyY.vt 3 ?A Special Features
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L PRINT BARCODE

1 INTRODUCTION

The PRINT BARCODE procadure permits author:ized users *o print barcodes for
Ltems or patrons. Patrons aay lose thaexrr card, which has *he barcode on 1% or
the barcode on an 1tem may have heen remsoved or become unreadable. The user nsay
usae PRINT BARCODE to produce barcode labels £or 1tems which have records :1n “he
Mastar Bibliographic Fila (MBF) ox patrons already registered :n the syysten.
AVAILABLE INFORMATION
1. Overview of Print 3Sazcode .

2. Step by Stap Procaeduras For Print 3azcode

3. Special Features for Print Barcode
Plaase enter thae number of the type of information you desire:
19.1.1 PB Overview

The PRINT BARCODE procedurs permites muthorized users to print bdarcodes for
items or patrons. Usually a barcods labal will be producad £or an tea during
the NEWLY CATALOGED ITEM procedure and a latel will ba produced £or a patron
during PATRON REGISTRATION. If a duplicete Label 18 needed, PRINT 3S53CODE will
produce 1t for i1tess which have reacords n the Masxter Bibliographic File (HNBF:
or patrons already tegistered 1in tha systam.
PRINT BARCODE gives the usar 3 alternatives:

I - Will print a defined item.

P - Will print a defined patron.

E - Will start batch prainting.

For HELP on *“hese choices entar 'F' and a RETURN.

11102 P3 Step By Step

“The PRINT BARCODE option enablas the user *o:

1. Prant Barcode label for an Item (I) - Identify the :r%em for which a
S3arcode Label 13 to be printed and s*o:ce *“he data. This data zay
he stored for any length of time determ:ned locally.

o
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_Tdentifying items by thaeir

_%o the

-

Label -
Latel

ioz

3arcode
Jazcode
ba stored

2. Praint £or a Patron (P) Iden<ify
%S to be priated and store <he

any length of ¢ime daterdinad

3. Batch

Print 3arcode lLabels (3)
Labels on the printar.
data 1s entered using

Using the storad
This can te done days
or 2 above.

Sach altarnative has
For more HEL? enter
YEATURES:

Lt$ own stap by stap procedura.
the nusbez of the desired choice or

P83 Identify Itens

a Sazcode Label £for an iten.
Firla (MBF),

To print
in the Mastar Sibliographirc
access o tions below ior
a short message to the 1tem record). For exampla:

ILS will prompt: User enters:

ITEM: TK=z(title of the 1itenm
JR

ITENM:

ILS will disyley the titls chosxen &nd DATA IS
Whan the user asks ILS to praint

in the queus will bde printed on labels.

the message.

These arze the options available £for identifying an item in

1. IID#= Item Identification ¢ 6. TK = Titlae Key

2. AU = Authorx 7. AT = Author/Title
3. GA = Call Number 8. SE = Ser.es

4, IS5 = ISSN/ISBN 9. M1 = Massage (for
5. LC &= Library of Congre:s #
For mora HELP? aenter the number of the desired option.

1.2 Accass by Itam Identaification Number

ITEM
uncommon way to access an i1tem 1in
numeric equivalent to
code and i1s found on the bar code labal.

-
+ 3

the ILS system. The D¢

It can be up %o

To access by the item 1dentification number,
ILS prompt ITEM. LS will then ask Zor

enter ‘he Xey
the IID® and

“he pa<ron fox

data.

the user must identify that
The user may salect any of
the message option which allows the user to affix

(alteznativa 3 of PRINT BARCODE).

IDENTIFICATION NUMBER 1s one possible.

whem a

iata. This data =may

locally.

produce B3arcoce
or Jeaeaxks after the

FORWARD %to SPECIAL

Ltem
the 8

(see number 6 below))

CAz(call number of the rtem (sae number 3 below)]

STORED IN RUEUE.
data stored

ILS:

Kay

item jJust entered)

yet
1s the alpha and

the pattern of vert2cal black linas which make up the bar
10 characters long.

“IIpe

the

in response
user should

Page
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enter the symbols as they appear on The 1tem's bdar code label.Ilf a user chooses
this option, 1t 1s essential that the charactars ba entared eractly as <hey
appear.Any discrepancies 1n the spacing of tha charactars or %ypos will yreid a
Wuzong match or no match. The user nay coabine these steps 1nto one step Dy
entexing IID#=0 $% 1 90 4 :1n response to the prompt ITEM.

M

SAMPLE: ILS prompts ITEM: ILS proapts ITET
IID$=0 s 1 30 .

USER *types IIDS$ OR USER replies
ILS asks for the IID$
USER entexs IID# value

11.1.2.3 Accass by Author

Accessing an itea by the AUTHOR is a popular access option. The ILS systen
will accept either a £full author surname or a partial surname. This 1s done
to afford the user the greatest amount of flexibility %o view either an
individual or range of entries:

SAMPLE: AU=ANDERSON ILS will display all entries with ANDERSON as
author, without regard to which ANKDERSON. The
user may selact the desired item by its item
number. If there are more than 5 entries tha
user may scan through them by pressing F to
FORWARD through the list or B to BACKUP.

ID0 TITLE AND AUTHOR
1 The Silver SKates by Anderson, Hans Christianson
H The Biography of by Anderson. Sandy E.

DISPLAYING THE FULL ENTRY

If the user is unsure about an entzy being the correct entry the D command
(DISPLAY) can be invoked to display the full record of this i1tem. to veryfy
that it is the corzect antry. The D command is particularly useful when the
tzuncated title string gives either little or ambiguous information or 1is
othezrwise not fully meaningful to tha user. If *he corract record cannot be
found using this access option, the user may select another search Xey or
quit entirely.

11.1.2. 4 Access by Call Number

Located in most instances on the spine or some other visible part of an 1tam,
the CALL NUMBER is perhaps the most efficient, and popular way of gaining
access to *he record of a specific 1tem. Although various call number:ng
schemes are used by libraries all over the world., (Dewey, Librazy of Congress.
and the National Library of Medicine's being the more renown schemes) :they
each zequize that a unique numbez be assigned *o each piace in the collact:ion.
The call number can be as long as 1s “he collection requires. Sometimes thin
items have long call numbers and thick i1tems have shor*t ones.
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To access by call number the user aust type 1n TA Ln resporse %5 “he ILS

prompt ITEIM. Il5 will reply with ENTER THE FUYLL OR PRRTIAL TALL NUMBER. Then

the user zan entar <he call numier desired. If :rns%ead <“he lsar <i:snas <o

combine thesa two staps the user may enter CA=QA76.'5 :n response -5 *he ILS

prompt ITEM. This may save some time. If the user wishes %0 see a range 2%

antrias beg:inning with the same cail number ILS will display 5 entries at a

time on the screen.Tha user may press F %o FORWARD or 3 %o gm BACKWARDS <hzough ,
the list.To see tha full record o£f an i1tem enter J and ¢he item's ID numier. i

11.1.2.5 Accaess by ISSN or ISBN

The ISSN and ISBN are numeric conventions which have been astablished <o
standardize the identitiaes of both sex:als and monographs zespectively. !
They are heavily used in the acquisitions process by publishers and
libraries alike as they afford a succinct means of specifying a desired
item. The numbers are a code which identifies both the publ:-sher and
the specific item.

To accaess by either tha ISSN or IS3BN aenter IS in responsa to the ILS prompt
ITEN. ILS will respond with ENTEIR THE FULL OR PARTIAL ISSN/IS3BN. The user
must then enter in the value. Tha usez may instead combine %hese tuo s%teps
1nto one by typing IS=20700223738 in response to the ILS prompt ITEM. I15 waill
ratrie’se and then display on the screen all items which match. If *he use:r
wants a specific i1tem, cazre must be exarcised to enter the value exactly
correct. If the user wishes to sea a range of entries beginning with *“he sanme
numbers then only a partial ISSN or ISBN need be entered.

SAMPLE: ILS proapts ITEM ILS prompts ITEIM
USER repliaes IS GR USER replies IS=0700223718
ILS says ENTER THE FULL...
USER entezrs 0700223738

ILS will then search the ISSN/ISBNX 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 1s found the user
augt type *he ID # of the correct match. If the ussr wants to see the full
record for any entry, entexr D and that entxy's ID

117.1.2.6 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 Zrom tha library of Congress. The numbaer g usually ona »f *he

cataloging elements i1ncluded i1n publishers’ Cataloging In Publication (CIP!

data. I% i1s typically composed of 2 characters followed by a hyphen and

3 o § additional numbeczs.

To access by the LC % the user aus*t “ype 1n LC in response %o *he ILS prompt
g ITEM. ILS w1ll then raspond with EZNTER THE FULL OR PARTIAL LC $&.user
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nust than typa 1in the LC &, I* is possrble 6 cumdDine %hese 2 s%eps 1nto orne

by antaring LC*79-123456 in responsa <o the ILS prouwpt ITEM. IL5 will %hen
search thae LC % 1ndex to find appropriate matches. (If the entize LC ¥ wuas
entezrad theze W1ll be oanly one match; :f a partial LC & was entezed theze say
be several matches). The user may browse through the matches by pressing F <o
FORWARD and B to BACKUP. 1£f the cozrect entry 1s found, enter the ID #% £for %“hat
antry. If the user 1s not sure that it 15 the correct record the ful. record
may bae called up by pressing D and the entry's ID ¢.

SAMPLE: ILS prompts ITENM ILS prompts I
USER replies LC? OR USER enters L
LS says ENTER THE FULL...
USER antexrs 79-123456

m
=7

C=79-123456

11.1.2.7 AGcess by Title Key

Title access in the ILS system is almost the seme as what 1s done in the OCLC
system. Users may type in a truncated seazch key composed of the first feu
characters of the first few significant words in the title. Articles and
other stop l:rsted uwords (e.g. a, an, the, and., United States) are ignored. The
Key 3,2.2,1 1s used to match thae fi1rst 3 characters of ‘he £:rst word. the
first 2 charactezs cf the second word, the first 2 characters of the third
word, and the f£irst chazacter of the fouxth woxd in the taitle.

To access by title Kay, the user awust enter T¥ in cesponsa to the ILS proapt
LTEM. ILS uill resggond uwith LHITR THE TIILE ¥EY IN FORMAT 3,2,2.,%. (NOTE: 1%

a titla has fewez than U uords aater comsas convecurively to £:11 :n the Key.)
Thase 2 steps may bs combined by typing (a.g.) TK«DOR,YL,ME. L. YLS uill reply
by searching for and displaying all entzies vhich watch the saarch key. If
the:e are zore than 5 metches the systea will ray THERE’S MORE and the user u«ay
brouse through the entries by typing F for FORWARD or B for BACKWARDS. To he
sure that you have the correct record type D and the entry's ID

11.1.2.8 Accass by Author Title Key

The AUTHOR/TITLE Key 1% a combination Key used to sort out more quickly a
desired record. Although the same words may be found 1n the titles of different
works, it is likely that diffarent authors may be associated with each tfitla.
In this case a 4,4 combination Xey of both author and <1tle would yiald a more
precise retrieval than 2 3,2,2,1 titla Xay.

To access by authors/title key the user nmurt enter AY in response to *the ILS

prempt ITEM. ILS will raespond with ENTER ST 4 CHARS OF AUTHOR'S LAST NAME &
_'ST 4 CHARS OF TITLE IM FORMAT 4,4. The user must then entar the characters
as prescribed. It 1s possible to coabine these I steps by “yping (e.3.)
AT=ALLR.BODY £fox the antry 3ody Functions by Jon Allred. I15 will respond by
searching for all author titla combinations ui*h thase characters and display
them in groups of 5 on the screen. If there are wmore than 5 entr:es IL3 will
say THERE'S MORE and the user can press RETURN to view =-hea. To scan through
the list press F for FORWARD and 5 for 3ACKUARD. To be sure that an entry 1is
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for the ¢
tha entxzy

o

oz

ect zecoxd *he user »ay press T for DISPLAY and =zhe 12 nuambter
s

o the full racozd 2f *the entry.

11.1.2.9 Accass by Saeries

Undexr the ILS system 1t 1s possible to access records :n *he Master
Bibliographic File by thae SERIES heading. Tatalogers and other l.brary staff
may find this access point ~zrticularly convenient 1£f they have serzes which
comprise many issues. These ara most notable 1n *he biomedical and physical
sciences and in special libraries *hat zontain the repor%ts of *helr agency or
corporation.

To access ILS via the serias opiion the user must enter SE i1n response to “he
promt ITEM. (NOTE: This i1tam option should not be confused with the /SE command
foz sezials check in which i1s another feature of the circulation subsystex

and uses the SZ command. Ramember that the ser:als check i1n command requires

a /SE to gat out to that *ransaction activity, whereas access:ng a record by
series heading regquiraes osnly SE i1n response %o the ILS prompt ITEM.) ILS will
reply with ENTER THE FULL OR PARTIAL SERIES. fhe user may then enter any or all
words of the series heading that zre Known ana ILS will search the series index
to find a match. ILS will display all matches and if there are more than 5, the
user may vieuw them by antering F for FOPWARD or B for BACKUP.

11.1.2.10 Messags (Itea Just Erterad)

Inmediately after a user hzs rdentified &n itzw in tha Circulation
Subsystew, ILS allows ioxr a zhoxt xaesaca o be entaied.

[ AR I P3 Identify Patxon

If the user enters (PIATROI{ in vresponse to CHOICE>
ILS will daisplay: User entexs:

(B3IATCH OR (S)INGLE PATRON? S/ 'S’ or RETURN ~ ILS will prompt £for PATKON:
The ussr must than ura the PATRON
IDEXTIFICATION options discustsed belowu.

OR

‘8' - ILS will print a list of names Zfzoenm
the praint qusue in clphabetical srder.
The use2r may specify the first and £final
names on the list. ILS will prant all
nawes which fall between those names.

If£ '3' is chosen ILS will £follow the
sequence on the next screen.
ILS will display: Usel. entexrs:

PRINT PATRON LABEL
TROMN NanE: The £i25t 1ame to bae printed, £for example -~ Blasr.
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THROUGH NANME: The final name to be printed, for example - Conn.

| (YINPRINTED NAMES ONMLY OR 'U’ - Prints only the labels which have never been
(A)LL NANES: printed before 1n the alphabeti:c sequence £fronm
3lair to Cohn.

'A' - Prints all labels in the alphabetic sequenceae
from Blair to Cohn.

For more HELP with PATRON IDENTIFICATION OPTIONS press RETURN.

Yo produce a Barcode Label a patron aust be accurately i1dentified 1n the ILS.
A patrzon may be identified with one of the thrae options discussed below.

PATRON IDENTIFICATION OPTIONS

NAME-This .s the most common way to enter the patzon data. Enter the £full last
name or snough characters of the last name to narrouw the list down suff:ciently
to display the desired patron entry. If there are moxe than 5 matches, ILS will
say (THERE'S MORE) and the user may then press F or B to view additional
entrias *hat match. I£f the Sth entry saems to be the correct one. press F to be
sure that the 6th or 7th ones are not iLdentical nzmes. To see more i1nformation
for a patron in the list, enter D followed by the index number deside the
patzon's name. For aexample, 1f you had a list likae:

JOMES, JOHN
JONES, JOHN
JOKES, JOHN
JONES, JOHKW
JOHES, JOHNMN

N E W -
MO oW

and you wantad to display more information from “he patron's record to selact
the correct entry, you could enter D2 or 053 to view further iniormation fxom
the patron record to accuzately identify the patron Zrom the last.

Once you'rae sure that you've found the correct entry, enter the & which
appeazrs in the first column in rasponse to the prompt PATRON:.

PATRON ID #~ The Patron ID ¥ is equivalent to the bar coda configuration which
appears on each patron's library card. It 1s made up of numbers and other
chazactezs Wwhich are transtorsed into a pattern of thick and thin lines and
spaces uwhich together make a code to identify both i1tems and patrons. X patrcn
may be identifiad by this code, however, it is suggested that the staff *ype :n
the patzon NAMNE whenever possible, thereby minimizing tha chance of an error.

—PATRON REGISTRATION - If the patron 13 not already registered in the patzon
list, it will be neacessary to anter their patron data into the system before
any tzansaction can be recorded into ILS. Local ILS si%es may devise their own
proceduzres for gathering patzon information and pu%tting 1% 1nto *he system at
a later time. For a fuller discussion of patron reg:stzation refer to the

~path PATRON REGISTRATION.
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tr.r.2.12 P8 Satch Print

The Batch Print choica of PRINT BARCODE allows the user %o print 3arcsde
Labels using data stored in the pzrint queue. Printing may 5Se done Zays or
even Wweeks aftar it was stored. The data stored i1n the Jueue will remain
theze until removed by the local system administrator.

3atch Print has 3 options:

L = WILL PRINT ALL UNPRINTED LABELS - This option will cause the pr
to produce barcodas from data stored in the print queue. The pr
Wwill only produce labels which HAVE NOT been printed hefore.

P -~ WILL PRINT ALL PRINTED LABELS - This option will cause the printer
to produce hbarcodes from data stored 1n “he prin%t jqueue. The »srin‘arx
will only produce labels which HAVE been printed bdefore.

A - WILL PRINT ALL ENTRIES - This option will cause the tarcode prin*er
to produca labels £from all data stored 1in the print gqueue ithether
oz not 1t has been printed beiore.

Now prass ‘T’ %to go back to STEP BY STEP PRGCECURFS for PRINT 3ARCOLE or
press 'F' and a RETURN twice to get to SPECIAL FEATURES.

tr.1.3 PR Special Features

1. The praint gueue 1s a very important concept for an understanding of the
PRINT BARCODE procedure. ANY INFORMATION entazed using the Patzon or Itenm
alternatives will be stored in the print gueue WHETHER OR NOT 1%t 1s pranted.
4hen the user entezrs an 1%tam or patron in response %to an ILS prompt Z£or ITIM:
or PATRON: the label information will be storad in the print queue. The label
may be printed immediately but the informatien will remain in the print queue
until zemoved by the local system administrator.

In addition. aach piece of label information in the print queue will bde
marked to indicate whether or not a label has been printed. It .s this feacure
which allous the user to 'print all unprinted labaels’', 'print all printed

_labal:' or 'praint all entries' when using *he 3ATCH PRINT alternative.

2. The Barcode Label printer must be turned ON hefore the user begi:ns %o prant
labels from the data stored in the queuye. If 1t 1s OFF., ILS will prompt the
user to> CHECK PRINTER POWEA, but there 1s a chance that data could be lost :1f
the user attempts to produce labels with the printerzr OFF
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12 PATRON DELETZE

121 INTRODUCTION

The PATRON DELETE procedure permits authorized users remove patrons from the
patzron last.

AVAILABLE INFORMATION
1. Overview of Patron Delete
2. Step by Step Procedures For Patron Delate

3. Special Features for Patron Delete

Plaase anter the number of the type 0f information you desire:
12.1.1 PD Overview

The PATRON DELETE procedure per3a1ts authorized usezs to remove patrons
from the patron list. When the user has positively identified and deleted
a patzon.the patron's name is removed from every part of the ILS systenm.

i
i for Step by Step Procedures press 'F' and RETURN.
r

for Special Features of PATRON DELETE press 'F' and RETURN tuice.

12.1.2 PD Step By Step

PATRON DELETEZ consists of tha following steps:

1. IDENTIFY THE PATRON
Seszch ILS for this patron's record.

2. DELETE THE PATROX
Remove this patron from the patron list.

for more MEILP concearning either of these steps enter the numbar of ~hat step
and press RETURN.
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For 2nformation on SPECIAL FEATURES of PATRON DJELETE gress 'F°' and AELTURNX.
12.1.2.1 Identifying the Patron

Any and all ILS functions involving patron data require that the patrou be
accurataly 1dentified in the ILS. A patron may b5e .dentified by erther wanding
“he bar code on their library card, or entering <he equivalent bar code numbex
oz the patzon’s last name. (If the wand iz not used., enter the patron's last
name instead of the darcode number to avoid typing mistakes).

PATRON IDENTIFICATION OPTIONS

NAME-This 13 the most common uway to enter the patron data. Enter the full last
name or anough characters of the last name to narrow the list down suff.ciently
to display the desired patron entry. If there are more than 5 matchas, ILS wxll
say (THERE'S MORE) and the usaer may then prass F or B to vieuw add:xtional
entries that match. If the S5th entry seems to be the c¢orrect cone, press F to be
surae that the 6th or 7th ones are not identical names. To see more information
for a patron in the li:st. anter D Zfollowed by the index number beside the
patzon's name. For example, :f you had a list like:

1 JONES, JOHX
2 JONES, JOHN
3 JONES., JOHNX
4 JOMES., JOHN
S JONES, JOHM

| B I~ IS )

and vou wanted to display more information from tha patron's racozxd ¢o2 select
the corract entry., you could entezr 02 or 03 to view further information froa
the patron recozd to 2ccurately identify the patzon £zom the list.

Once you're suze that you've found the corract entry, enter the index & which
appears in the first column in response to the prompt PATRON:.

PATRON ID #- The Patzon ID # is esquivalent to the bar code configuration which
appears on each patron's library card. It 15 made up of numbers and other
chazacters which are trxansformad 1nto a pattern of thick and thin lines and
spaces which together make a code to identify bdoth :1tems and patrons. A patzon
nay be identifiaed by this code. however, it is suggested that the staff use the
wand or type in the patron name whenever possiblae, <heraby minimizing <the
chance of a typing error.

PATRON REGISTRATION -~ If the patron 1s not already zegistered in the patron
l1ist, it will be necesgrary to enter their patron dsta into the system before

_any transaction can be zecorded into ILS. Local ILS sites may devise their own
procedures Z£cr gathering patron informetion., putting 1%t rnto the system at some
later tima. For a fuller discussion of patron registration refer to the path
PATRON REGISTRATION.
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12.1.2.2 PD Dalate Pac=zon

When the prtzon has deen :dentified, I1S5 w2rll disp.ay <he patron's name. Than.

ILS will prompt: 'Jsexr anvers:
OK TO DEZLETZI? NO/ REZTURN %0 cancel “h:s *ransaction
oR

‘f' to remove all record of the patron fzom
the ILS system.
PATRON IS DELETED
TO CONTINUE, HIT ~RETUEN> RETURN
PATRON: The iSer may now repeat “he process and
de.ete another patzon or 2nter '/' %o
return to the TIRCULATION S5U3SYSTEM.

12.1.3 PD Special Features

There are two Special Features of PATRON DELETE.

1. I£ the user attampts to delets 2 patron who has i1%tems checked out, ILS will
display the following message:

*3%X NOT DILETED x=x¢

PATRON HAS THE FOLLCWING ITEM(S):
PLEASE CHECK IN THESE ITEM(S)} BEFCREL DELETING PATROKX

ID TITLE AUTHOR DUE DJATE

The items checked out to that patron will thasn be listed.

2. When *he user de.ataes a patron, that patron's name is removed from the
entizre ILS system. The patzon will automatically bDe removed from reserve
and routing lists.
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i INTR00UCTION
PRAINT TIMPCRARY LAJELS permi™® AurroriTed 15ers T praala ’ )
Labels usiny zarcoda orincter

\

2. Step by Step Procedures For Print Tamporary latels

3. Special Features £5r Print Tamporary Lasels
olease entar the number of the typa of information you desice:
3.0 PT Jvarviaw
PRINT TEIMPSRAKY L13EZL% permits authorized users to prcduce tempcrazy 3arcode
tabels uzing “N2 zarz~ode printex. Tamporary labsls would noznally be used
whan a librazy .s ::Ist sonver+ing .15 zacords %> =machine raadalble fora or
1f the l:brary wished to zirculate an ivem bazore 1%t WaS processed X
tamporary label ai1jht also De usad on a beok obtained through Inzterlidrary
Loan
A %emporary .abel 15 a dYarcode label *hat contains cnly an i1leniziifatien
aunmbe:z. The barcods printer Will produce tuo copies of each label, one
for The 290X and ona for tha book caxd.
Prass 'F' and a3 ATTUIAN to ge* %o Step 3y Step proceduress Iz PRINT
TEMPORARY LA3ELS
T30 02 PT Stap 3y Step

_PRINT TEMPORARY LABEL should £oliow these s%eps
IL3 Will Puoapt
THE LAST TIMPORARY ITEM 3IARCOCE # I5: 125 TL3 wrll Lis* *he nunmrer 5I the
Las« *er~porarvy Labal 2tod




ENTZI STARTING LAREL NUMNBER: 325/ Prass RETURN 1£ “his number s
zorrect.
HOW MAMY LABELS: fnte . =he .aumber of ladels you
dant.
PRINTING . .. The regquested labels will be
produced.

13.1.3 PT Special Features

As of June 27, 1980 the are no Special Features for PRINT TEMPORARY LABELS.
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T4 INTRODUCTION

PATRON REGISTRATION permits authorized users to add naes *tp the li5t 2%
registered Horrowers ox to ed:i: :nformation 1n the pat on record laddress.
“alephone nuumbexr, atc).
AVAILABLE INFCRMATION
{. Ovexrviaw of Patron Registration.

2. Step By Step procedures.

3. Spacial Features.

Enter the numbezr of the type of information yosu want.

AR S B PR Overview

PATRON RATGISTRATIOM perarts authocized users to add names +to the l:zt of
registerad bozrxowers c: %o edit information in the patron record (address.
“ealaphone numbax, atc).

Ragistzation - ILS will display a patror zregistzation £fuZm on “‘he sgcrazen. As
the usat enterns inforxstion the cursor will move down the screen
tc the next prompt. Opiionai £ields =may ba sXipped Ly pressing

RETURN.

BEditaing - Existing patron reccrds can be ed:ited by entering *the 2atron’'s nanme
in response to NAHE:. When the patron has Yeen :identrZ:ed YLS wall
display the original registration fora (with the Dlanks f:1%ad in) and
the user aay nou edit the record.

Press 'F' and RETURN %o get %o Step 3y Stepy procedures or PATRON

REGISTRATION.

Te.1.2 PR Step 3y Step

PATRON REGISTRATION permits <he user <o *2U -2 ¢ ©3°7 “3e ra:irsn -ecord. The

screen acts as 2 raegistration £fsorm whr:zh e saz an Ii.. n

—To ADD a new patron:
*1lS zay prompt: User can anter
NAME: Patron's nhiae 10 - sper ieorazt L4577 name.f1rst name)
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TIPL: Faculty, Student, Mil:¢ary. CToun%y res:idenc<.
2r any other iypa 2f borrower a.lowed in
Information entered nere dZetarmines which »
appear bealouw.

TITLE: Mr, Mrs, Ms, Miss, Dr. etc. If 'Institution’' was encacec
in response o TYPEL: a prompt such as 'Contact Person’
m13ht be displayed :ins+tead of TITLE

ILS may prompt: User can entecz:

DEPT: This prompt might only appear 1£f 'Staff’' or 'Faculty' uas
entered 1n response %to TYPE.

STREET:

CITY: If this information changes the user may edit 1+.

STATE: 7/ (seae EDITing helow)

Z1pP: e

EXPIRATION CATE: ILS will automatically supply the date. The user =zay

override 1t by entering another Zaze.

NOTE: If the user enters a name which 1s already in the patron f:le IL3 wal
display the matching name(s). To register a new pPat-on with the same name
press RETURN and Zfollow the process above. To EDIT, see bSelow.

To EDIT the Patron Record:
Inter the neme of the patron. A ligt of names which ratch the antered nanme

will be displayed. The user ente:s the index # of the correct patron and the
patzon’'s original registzation will be displayed. The cursor will appear at

the top of the form. If the data 1s to be left unchanged the usez sihou.d press

RETURN and *the cursor will move %o tha nex% prompt. If the data 1s %5 he
changed the user should enter the new data and a RETUAN. The new data wil.
replace the old in tha patron recoxzd.

Press 'F' and RETURN to get to Special Features.
14.1.3 PR Special Featuras

1) Some 1nformat:ion asked for on the regisztration form may Sa optional. For
example there may be a space for HOME PHONE # and WORK PHONE &. A patron
»ay not have a workK phone number. The user may press 2EYURN and the cursor
411l move to the next :1tem. Some information may be required in all cases.
If the user pressed RETURN 1n response to TYPE: I%L5 would zespond REQUIRED
FIELD-PLEASE ENTER. In this case the user MUST enter a response.

-Z) 4hile entering :nformation the user can press a '~' *o nmove the cUISOT 4P
+he screen. This allows the user %o go back and correct mis<takes made sn %he
ragistration form. The user can move down by pressing RETURN as many %i1mas
as necessary.

_3) If any of the prompts on the registration Zform are unclear “he user may
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enter a '?" and a RETUAN. ILS uill respond with :he 22%ions availaSia.

L

The next screen con%ains information for thae System Administrator

Special Faature of PATRON REGI.TRATICN for thae System Administrator:

The promp<=s Zar PATRON REGISTRATION (and the s%tructure sf your patzon $ile)
depend on your local softwaraea. The Help Taxt for PATRCN RESISTRATION :is
Written <o cover varlious possihilities. You will probably wish *» a2dit <he
Help Text for PATRON REGISTRATION to conform accurately %5 your speciiication
The Stap 3y Stap paragraph should list each prompt exactly as 1t will appear
on the screen. You may wish to :indicate which f:elds are required and whzc!

are not. You can :ncluda the correct format Zor various prompts.




15 PATRON STATUS

15.1 INTRODUCTION

PATROM STATUS permits authorized users to view the complate patron record
as it was created during PATRON REGISTRATION and information on PATRON
ACTIVITY. The information displayed vazies with the type of patron.
AVAILABLE INFORMATION
1. Ovezxvieuw of Patron Status
2. Step by Step Procadures For Patron Status

3. Special Features for Patron Status
Enter the number of the type of information you desire:
15.1.1 PS Ovarvieuw
PATRON STATUS permits authorized users to view information in the patron
racard and informetion displayed by PATROM ACTIVITY. This dasta can consist

of name, addzress, and status of thae patron. It will also list items curzently
checkad out or on resazve and any messages tssocizted with the patron.

For Step By Step ptocedures of PATRON STATUS prass 'F' and RETURN.

15.1.2 PS Step By Step

To view PATRON STATUS the user must identify a specific patron in ILS.
Infcrmation antered duzing PATRON REGISTRATION z2nd current PATRON ACTIVITY
will be dasplayed in the fozmat below.

THR. JOHM A SMITH 2STAFFs EXPIRATION DATE: 23/19/82
ORGANIZATION: 0SD QFFICE SYMBOL: XYIW ROOMSE: 1234
PHONE: 555-1234 MAILSTOP: HERE

ADDRESS: 123 MAIN STRELT
SMALLTOWN VA 22302 HOME PHONE: 123-4567
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TTENMS CURREMTLY CHECKED QUT
Iy TITLE AUTHOR JUE DJATE REMEUW
(A1l items currently checked out will be listed.)

ITEMS ON RL ERVE
Id TITLE AUTHOR REQUESTED ON NC NEZD AFTE2
(All items on reserve will ba listed.)

TOTAL ITEMS CHECKED 0OUT:
MESSAGE(S)
RETURN TO CONTINUE: (ILS will again prompt for PATRON:)

For HELP wWith Fatron Identification press '1!' and a RETURN.

ts.1.2.1 Identifying the Patron

Any and all ILS functions involving patron data require that the pa%trosn be
accuvately identified 1in the IL3. R patzon may be idantified by either wanding
the bar code on their libuarzry card, or entaring the equivalent ba: code number
or tha patzon's lasgt nam2. (T£ tha wand is not used, entex <he patron's last
nawa insteasd of the bazcode nunpar to avoad typing mistakes).

P?TRON JDENFITICRIION OPYLIOHS

NAME-This is the most common uay to eéntar the patron data. Entexr the full lzst
nana or enough chzrxacters ¢f the last name to narzow the list doun sufficiently
to display the desized patzon entry. If there are more than 5 matches, ILS will
say (THERE'S MORE) and the uyser way then press F or B to view additional
entries that match. Jf the 5th entry s2ams to be the ccrrect one. press F to be
sure that the H6th or 7th ones are not identical names. To see wore information
£or a patzon in the list, entexr D followad by the index number beside the
patron’'s name. For eramwla, 1f you had a list like:

JONES, JOHN
JOMES, JOHN
JOKES, JOHN
JONES, JOHN
JOKES, JOHM

W E W
Mo ow

and you wanted %o display more i1nformation £from *the patron's record %o selec?
the zovrect entry. you could eater D2 or 23 %o view fur+ther :nformation from
the pazron record %o accurately idantify the patron from <he list.

Once you'z~ sure thai you've found the corract eniry. antar the index # which
..2rpears 1n “he f:rs¢t ¢olumn wn responsa to the prompt PATRON: .
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PATRCON ID #- The Patron ID ¥ is equivalent to the bar code configuration which
appears on each patron's librazy caxd. It is nade up of numbers and othe:z
characters which are transformed into a pattern of thick and thain lines and
spaces uhich together maka a code to i1dentify both i1tems and patzons. A patzon
may be identified by this code. however, it is suggested that the staff use the
wand or type in the patron name whenever possible, thereby minimizing the
chance of a typing erxor.

PATRON REGISTRATION - If the patron is not already registared in the patron
list, it will be necessary to enter their patron data into the system hefore
any transaction can be racorded into ILS. Local ILS sites may devise their oun
procedures for gathering patron information, putting it into the system at some
later time. For a fullexr discussion of patron registration refer to the path
PATRON REGISTRATION.

15.1.3 PS Special Featuras

As of June 16, 1980 there are nc known special features for tha Patron
Activaty function.

NOTE to the SYSTEM ADMIXISTRATOR: Fformat of the PATRON STATUS display
will vary from site to site. You may uWwish to alter the text of the
PS - STEP 3Y STEP paragzraph tc reflect your own dasplays.

Reproduced from
best available copy.




18 TIME & DATE

16.1 INZRODUCTION

THE TIME & DATE option tells the user the correct time and current date
as 1t 1s known within the ILS computexr. The computer has a “clock and a
calendar' built into ity internal working parts, and it can supply users
#ith the corract time and data very casily.

To £ind out eithez the correct time oxr date., the user nwust enter tD oz /T2
(the 7 13 only necessazry 1if you aze xn the niddle of some other function)
ILS will respond by displayinyg the cuzrent date and time. The display will
remain on the screen fox several seconds: then ILS will take the user back
to the last transaction before going to TIME & DATE.







