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Introduction

This information has been written to assist you in getting started with using AfW. Any screen shots
used in this manual are examples only. For further assistance in using AfW, you should first check
the AfW Help module, then contact Softlink support with full details of your query.

Overview
To open AfW from the Taskbar, select Start, Programs, AfW.

B Progriams

To save you time in opening AfW, you can set up an AfW Folder on your desktop.

Put the mouse cursor on Start and click the right hand mouse button. Click Open and you will see the
Start Menu. Double-click on Programs. This will show you the available program groups, including
AfW. Click on AfW, using the right mouse button, then choose the option Copy. Place the cursor on
the desktop and again using the right mouse button, choose the option Paste, to paste the AfW Icon
onto your desktop.

Introduction 1
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Introduction

AfW Folder/Module List

Purpose / Functions
Frequently used options may be inserted here
Searching for resources and their availability ; reserving resources.

Maintenance of Authority files, including subjects, GMD, authors, keywords,
stop words, locations, etc.

Cataloguing and accessioning all resources.

Printing of reports, authority file lists and catalogues

Maintenance of borrower information, calendar, resource and borrower loan
categories, fines, user group updating.

Circulation of resources, including loans, returns, reservations and bookings.
Printing of reports, e.g. overdue notices, borrower lists, borrower and resource
usage.

Maintenance of budget information, the Wish List, On Approvals, ordering,
receipt of resources and non-book expenses.

Printing of budget reports, orders and On Approval requests, resources by
budget dissection and claims for late orders.

Maintenance of periodical titles, subscription information, receipt and circulation
of periodicals.

Printing of reports, e.g. subscriptions due, claims for missing and overdue
issues and circulation lists.

Stocktaking of collection. Includes reports for missing, disposed and purged
items.

Printing all AfW reports, including catalogue reports, overdue notices, loan
history, borrower lists etc. The reports folder contains the collective reports that
are available within each individual folder.

System Administration functions, including system parameters (including
Maps), shutdown settings, rebuilds, maintenance of security, operators &
passwords, data loading for borrower records and MARC records.

Functions accessible only via the Support Password, including Run, File
Compressor and Recovery.

Note: This list gives details of all modules available. The system you are
using may not have all these modules installed.
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Summary of AfW Implementation

1. Install AfW
2. Set up System Parameters (System/Parameters)
3. Devise and set up Security for each module (System/Security/Groups and

Settings), and add new operators (System/Security/Operators)

4, Set up Resource Loan Categories and Borrower Loan Categories in
Circulation (Circulation/File/Resource Loan Category/Borrower Loan
Category)

5. Catalogue resources in Management (Management/Cataloguing) or

download from appropriate CD ROM bibliographic database, e.g. SCIS or
ABN. (System/Data Loading/MARC File).

6. Enter borrower details for circulation, manually (Circulation/File/Borrower)
or load from an existing database of borrowers (System/Data
Loading/Borrower)

7. Commence ‘Live’ operation of AfW.

Implementation Strategy 3



Implementation of AfW

1. Install/upgrade hardware and network (if applicable). Make sure your hardware is working
and that it is configured to run AfW properly (for assistance here, consult with AfW Support).

2. Install your AfW software (Softlink can assist you with installation — just let your Support
Officer know in advance when you intend to install and they will be standing by if you need
assistance). Follow the installation instructions with your installation kit. Performing an
Archive completes installation.

3. Stop and rethink how you want AfW to work for you. See the attached information ‘Things to
think about’ (on page 6).

4. Set your AfW System Parameters for your installed modules. Set up your Loan Category
information in Circulation (on pages 9-10).

5. Do some sample data entry

e Catalogue a representative cross section of your library resources in Management,
manually or through loading a MARC file.

e Add a representative cross section of Borrowers in Circulation, manually or import
borrower records from an administration database (ask your Support Officer for
assistance).

e Try out Inquiry to check your cataloguing data entry. Do you need to add more
information to enable your users to find resources?

e Try out circulation to check that your parameters, loan category information is set up
correctly for your needs.

e Review your system set up and revise if necessary.

6. If you think you need help in Steps 3 to 5, there are one—day training courses that you can
attend. On-site training and Telephone training are also available. Contact Softlink Australia
for details.

7. Complete Data entry

Catalogue the remainder of your library resources.

Enter remaining borrower records.

Try out Circulation and Inquiry again.

Do any essential tidying up (especially in the cataloguing area).

8. On going use of AfW.

e Continue to evaluate and monitor the use of your catalogue (can you improve your
catalogue data in any way i.e. authority files).

e Carry out routine housekeeping tasks to assure continued good health of AfW i.e.
Shutdown and Archives; external backup; Rebuilds of your data base; changing
Resource Loan Categories as library resources are moved and re-classified; AfW
utilities

Implementation Strategy 4



Re-Assessing the Need for Automation and
Your Goals and Objectives for Automation

Q. Why are you automating with AfW?

A. To improve library management and reduce time spent on repetitive manual
tasks that can be carried out using automation

A. To enable your users to find what they want
A. To keep track of where your library’s resources are at all times
Q. What do you want to achieve and what time frames have you set for achieving your

goals for your library

A. Catalogue your major library resources

A. To add borrower information

A. To loan/return items through Circulation

A. To set up networked OPACs (Online Public Access Catalogues) so your users

can search for library materials
A. To catalogue all resources in school/organisation

A. To make OPAC available from any network terminal throughout the
school/organisation

A. To make OPAC available remotely via the Internet and Web Inquiry.
Q. How will you measure your success?

All of your goals and objectives should be considered BEFORE you commence the actual
process of automation. Remember, a great deal of time, effort and resources will need to be put
into your automation project before the full advantages are realised. AfW is able to help you
achieve the above goals and to introduce you to a great many new possibilities for your library or
resource centre.

Implementation Strategy 5



Things to Think About
When Setting Up AfW

Barcode Labels

e Are you going to use barcodes for your resources and borrowers?

e For your resources, where are you going to put them? There is no correct place for book
barcodes, however for Returns and Stocktake, the best place is on the back of the book near
the spine. Choose the best position for your needs.

e Will barcode numbers replace accession numbers? If you are automating your library for the
first time, separate accession numbers are superseded, as the barcode will be the unique
identification number for the resource.

e If you are converting from another library automation system, will you continue to use your
current type of barcode?

Lending Policy — How Will You Lend Resources?

o What types of borrowers do you have? Will you need to distinguish between specific groups
of borrowers (e.g. younger from older students; continuing students from Final year students;
students from staff; full-time teaching staff from part time staff/trainee teachers; external
borrowers from borrowers internal to the organisation)?

o What types of resources do you have? Will you need to distinguish fiction from non-fiction
and Reference; books from non-book items; books suitable for younger users from books
suitable for older users etc?

o What types of resources can each type of borrower have out and for how long? Do you have
any resources that can be borrowed for part of a day only? Do you have any final due dates
by which all items are to be returned by a particular type of borrower?

o What limits have you set for the number of items borrowers can take out (e.g. 5 book items/ 2
non-book items; 2 fiction/ 3 non-fiction /1 Audio/visual item etc.)? Which resources belong to
each limit group?

e Are you going to date stamp? How many date stamps will you need?

e Are borrowers going to have tickets/cards? With barcodes on? With photos?

System Administration

e How many operators do you have? Librarian, library assistant, volunteer, master operator?

o What is each type of operator allowed to do?

e How often do you want AfW to create a Data Archive? The system is set to do three Data
Archive sets. Ask your Softlink Support Officer for assistance if necessary.

e How will you do an external backup for AfW? (Zip Drive/Tape — ask your hardware
vendor/Network administrator for assistance).

Implementation Strategy 6



System Parameters

System Parameters must be set before you commence data entry in AfW. These are set in
System/Parameters.

Library

General:

e Library Name and Address.

e Library Code? (Last four digits of your AfW barcodes. Leave blank for Non AfW barcodes).

Barcode:
¢ Next Barcode — Borrower? — Enter your first borrower barcode here.

e Match accession number to barcode? Accession numbers will become the first six characters
of your barcode.

o Keep 7" character? For libraries converting from another automated system, the 7"
character in your barcodes may not be a check digit and should not be removed.

e Incrementing character position? Which character on your barcodes is incremented. In AfW
barcodes it is position 5.

e Any special (non AfW) barcodes? If so, consult your Softlink Support Officer.

Inquiry

General:

e Allow borrowers to make reservations in Inquiry?

e Allow Quick Search in Staff mode (if module installed).

e Show unused Subject Headings? — i.e. Subject headings that currently have no resources
attached. Do you want Inquirers to see these headings?

e Record failed searches for analysis of Inquirer search strategies and to enable identification of
possible gaps in collection?

OPAC:

e Allow printing of resource lists?

e Allow Quick search?

e Show other sites? (Union Catalogue only)

e Show Financial data? Price, supplier etc.

e Time to terminate? Automatic shutdown for unsupervised OPACS and Self Circulation

workstations.

e PIN to exit? Four digit number to prevent unauthorised exit from OPAC and Self Circulation
workstations.

Quick:

e For Quick Search users only. Choose the Default All button and then edit the default subjects
to suit your library.

Management
e Automatic Keywords from Title, Notes, Edition?

If required, AfW automatically tags significant words (except those words placed
in a Stopped Word list) entered in these fields. These words will then be
searchable in Inquiry.
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Automatic See References by term, by word?

If required, AfW can automatically generate ‘See From’ headings from the
authorised subject headings you enter as you catalogue. e.g.

(Subject heading) Australia— Description and travel
(See from) Description and travel — Australia
(See from) Travel — Australia — Description

These See From headings allow Inquiry users to approach the same subject from a different
angle. They will always be directed to the authorised subject heading.

Default Resource Loan Categories for Fiction and Non Fiction? In general, which Resource
Loan Category do you want allocated to these types of resources? If you enter the letter F for
fiction items in the Classification field, AfW will automatically enter the Resource Loan
Category you nominate here for these types of items when you add a new copy record. All
other entries in the Classification (other letters, Classification numbers) are considered to be
non-fiction. These two parameters are important, as ALL resources must have a
Resource Loan Category if they are to be loaned. (Please note that these defaults are
entered into the Parameters AFTER they have been set up in Circulation). See Part 1,
Pages 9-10 for information on setting up Resource Loan Categories.

Next Values? Accession Number, Resource Number — these are generated automatically.
Allow Keywords from words with no digits, words with some digits, words with all digits? If
you choose words with all digits, numbers like dates will be generated as keywords
automatically.

Automatic Suffix generation? Shelf location numbers or Dewey Decimal Classification
numbers are often followed by a suffix, typically the first three letters of the author’'s surname.
AfW can generate this suffix for you automatically as you enter new resources.

Circulation

General:

Maximum number of loans per person to be set by count or by total monetary value?
Print Reservation Notices when a reserved item is ready to collect?
How many days will you hold items once Reservation Notices have been printed and
dispatched?
Default expiry date for reservations? How long, in general, will a reservation be ‘live’, i.e. how
long will you wait for a resource currently on loan to be returned before a reservation is
automatically cancelled? Please note that the expiry date may be set for each reservation if
necessary.
Loan Limit Category names?
What type of loan privileges do your borrowers have, e.g,

2 Fiction, 2 Non-fiction, 1 Audio-visual (could include videos and CD ROMS

4 Books (fiction and non-fiction), 1 Audio-visual, 1 Reference
Different types of resources are allocated a Resource Loan Category in Circulation. These
Resource Loan Categories are in turn allocated a Loan Limit Category.
Booking Slot name? For part day loan items — how do you split your working/school day —
Sessions, Lessons, Periods, Time (24hr clock). Part-day loan items may be booked for a
particular date and they can be lent out for a particular period of time during the day.
Charge fines for open days only? If you wish fines to be accrued only during days the library
is open.

Print:

Heading to appear at header of overdue notices, under the name of the library?
Messages for External overdues, overdues to Family (parents of school students)?
Recall notices for items required urgently by the library, including overdue items?
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Special:
e Do you need to enter any other information about your borrowers not contained in the main
Borrower detail fields?

Membership:

e |f you have a membership scheme, how many days do you need for an expiry warning in the
main Circulation screen?

e How long will membership be renewed?

e  Will you send out Membership expiry/renewal notices?

How to Devise Loan Categories

These categories are used to group borrowers and resources into categories. Each category can
then be authorised to borrow a particular combination of resources for varying lengths of time.
The following steps, relating to Resource Loan Categories must be completed before cataloguing
and circulation can commence. The following steps, relating to Borrower Loan Categories must
be completed before circulation can commence.

Resource Loan Categories

Must be established in the option group Circulation/File/Resource Loan Category. Each category
is represented by a single character and a corresponding description, selected to represent a
loaning policy for a group of resources in the collection. Each resource must be assigned a
Resource Loan Category as it is added to the database in Management/Cataloguing/Resources.

Borrower Loan Categories

These must be established in the option group Circulation/File/Borrower Loan Category. Each
category is represented by a single character and a corresponding description, selected to
represent different groups of borrowers who have access to the collection. Each borrower must
be assigned a Borrower Loan Category as they are added to the database in
Circulation/File/Borrower. In addition, each Borrower Loan Category must be authorised to
borrow particular Resource Loan Categories.

As the following diagram illustrates, the planned use of loan categories results in a large number
of combinations of borrowing rights of users: e.g. users assigned the Borrower Loan Category of
‘Teacher’ can borrow items from the Resource Loan Category ‘General Fiction’ for a term.
However, ‘Senior Students' are authorised to borrow these types of items for only one week.
Equally, while the ‘Teacher' and ‘Senior Student' are authorised to borrow items from the
‘Reference’ Resource Loan Category overnight, ‘Junior Students’ are not authorised to borrow
‘Reference’.
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Example Lending Policy

BORROWER LOAN CATEGORIES

CODE S F T
DESCRIPTION Student Final Year Teacher
Student
MASTER DUE DATE 01/071998
LOAN LIMIT LOAN PERIOD
CATEGORY | CODE DESCRIPTION (number of days/fixed due date/part day)
BOOKS F Fiction 14 14 21

> |BOOKS N Non Fiction 14 14 21
% AUDIO-VISUAL C CD ROM Part day Part day Part day
8 AUDIO-VISUAL V  |Video No No 1
'E AUDIO-VISUAL S Sound Recording 2 2 7
; EQUIPMENT O Conference Room Part day Part day Part day
g EQUIPMENT T Computer Part day Part day Part day
: SPECIAL R Reference No 1 1
&:) SPECIAL B Resource Box No No 21
D |SPECIAL P Pamphlet/Clippings 1 1 1
?
&

Note: Loan Limit Category Description defined in Circulation parameters

Your Lending Policy can be devised here

BORROWER LOAN CATEGORIES

CODE

DESCRIPTION

MASTER DUE DATE

LOAN LIMIT
CATEGORY

CODE

DESCRIPTION

LOAN PERIOD

(number of days/fixed due date/part day)

RESOURCE LOAN CATEGORY

Implementation Strategy
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2. Guided Tour to AfW

This section is a quick tour of AfW. It discusses the basic aspects of the system as well as the
entering of System Parameters. This section should be read first before referring to more detailed
information on the workings of Cataloguing, Circulation and Inquiry in Parts 4, 5, and 6.



Getting Started

Starting

To open AfW, simply do the following:

1. From the Taskbar, select Start.

2. From the Start menu, select Programs.
3. From the Programs menu, select AfW.

Accessories

g = EIE Adobe Acrobat
(=) Alice
. LiteBiook Manual » (= BN on COROH

Roadffice , & BookWizard
E (=) CompuServe
(=) F-PROT Professional

INFOPEDIA UK

niing Services

{1 Windows Messaging

=

amiv/ARE Crypto 95

F o AR 5.0 Demo
&) Intemet E splorer

% Intemet Mail

&3 Intemnet News

3€ Miciosoft Excel

a2 Miciosolt Neteeting
B Miciosoft Word

85 Microscft Works 4.5
MS-DOS Prompt

[2=] The Microsoft Metwork
£ Windows Address Book

[#fiStart Y MicrosoRt Word - INTROL (2 “windaws Explerer Sy 125

To save you time in opening AfW, you can set up an AfW Icon on your desktop. See Page 1 in the
Introduction for instructions on how to set up an AfW icon.

Log into AfW

== ]

¥ Open a librane

Password Entry: APfw M= e
Uszer D |
Pazsword

To “open a library” and commence using AfW, you must Log in first.

User ID (usually your initials)
Password

Use the<Tab> key to move between fields, or by using the mouse. Machine name must be entered the first
time AfW is run on any machine.
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Log out of AfW

! Master - Al... [N[=] B3

Click the [X] in the top right hand corner of the window.
(This is the standard Windows 95/98 method for closing a window).
Note: All other AfW applications must be closed before you can Log out.

To exit immediately, without performing a Shutdown, click _I:: The Shutdown process is explained in Part
3 of this manual.

{ Alice |

= = B2 ]

Favourtes
Alice

Waiting for shutdown

Woaiting untl 22:00

The complete Logout/Shutdown process is explained in Part 3, pages 48-52.
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Help

Help is available in all AfW modules in several ways:

e Pressing the <F1> function key (located at the top left of most keyboards) for context-sensitive help.

o Selecting Help from the title bar

E@ﬁrettlﬂ

h—l_ "1

You may search the Help module files as you would with any other Windows 95 software.

¢ Clicking the Help button for context sensitive assistance.

Search Term: Inquiry: Alice | _ ]
12|58 @
=

[ €
| #

AP Demanstration 1993 Only

Wielcome to the AP Demonstration Librar.

Thiz iz a user-defined text area in which meszages
ta library patronz can be placed such az library
hours, search suggestions, announcements, efc.

If, for some reason, a Help file is not available when you attempt any of the above
methods, please contact Softlink support.
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Opening a Function

There are two folders which allow access to library system functions. The first folder, “Favourites” will initially be
empty. This can be used to add the functions you use frequently. The second folder “Alice” provides access to
all functions.

The Alice folder contains three icon types:

a subfolder

a set of reports

The coloured dots for the system functions have the following meanings:

Red: You have no access to this function

Yellow: This function is already open and in use

Green: You may open this function with a double click of the mouse
Blue: A function is temporarily disabled

A folder can be opened with a single click, a system function is opened by a double mouse click. To add a
system function to the Favourites folder, right mouse click on the required system function and choose “Add to
favourites” from the menu.
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Icon Pictograms

Command buttons in AfW are represented by Icon/Pictogram buttons. The meaning of the various buttons are
as follows. N.B. Tool Tips sill display the meaning of each button.

— I
Previous/Next
Add : <}:' ':D
——
ﬂl]l Edit Text Find Barcode
Save

Find Borrower Name
or Reserve an item

Finish current transaction
or Disallow Privilege

Accept/ Confirm/
OK or Allow
Privilege

Move from

Print

Add Resources from Clipboard/
%I Delete Copy Resources to Clipboard

E Move to
5 .

Grab a
Resource

Find
Put a
Resource

The exact meaning of these icon buttons will vary according to the module being accessed. These buttons will
be referred to throughout this manual.
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Adding a System Function to Favourites

To add your frequently used system functions to Favourites, right click on the system function, then click on Add

to Favourites.

You may remove a system function from Favourites in the same fashion.

EEEEER

Favourites

Alice

{3 Inguirny

B3 Management

Open
Add Ta Favourites

What's Thiz

Tool Tips

KR

Favourites

Alice

2 Inguiry

-E3 Management

Open

Remove From Favournites

L Utilities .

What's This

When you place the cursor for several seconds on a sub-folder, system function, set of reports, icon buttons or
fields a Tool Tip should appear. This will explain what the object is and/or what function it performs, or what to

enter into the field.

GMD: Management: Alice !EI

L) abll (] | 2

BO box

CD CDROM

CF  Computer file

CH  Char hd

Code IH

Deszcription EERTTsTRE
Physical boxes [7 |The rnarme of the GMD|

Guided Tour to AfW
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..... {:} E[IIIL-IIZIE
----- {:} Sethings
- 4@y Operatars

----- & Heports

System

----- G Inquu_l,l Frocessing
----- {:} Febuild

----- {:Z:- E=poart to MARC
----- A4 Perfarmance tester
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----- {3' Flapld Fletn:u

----- {:} Irport from M acintozh
---- 4 MARL File

----- i Delimited

----- {:} Articles

---- -4 Bomower

5 F: E!|:II:|r|::5:
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----- 4 Library
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Plan Your System Parameters

AfW allows you to dictate how your library operates rather than leaving those decisions in the hands of your
software. In the following section, you will find descriptions of the system parameter screens that allow you
to specify your library-policies and preferences. Please refer to the information given concerning parameters
in Part One of this manual. The pages that follow will display each parameter window.

Library

Tab: “General”

Libay: Parameters:Alice ______________________m@IHA|
ES ?

Geners | Regstation | Shudown | Bacods | Alphebet |

(NTETLETEY Softlink Australia Demonstration System

Library code m

Systemtype |Library  +

System colour  CHENZE |

Telephone

Facsimile

Library Name: The name of your library

Library Code: The library code at the end of your AfW barcodes. If you have converted from
another system, leave this blank.

System Type: This field is automatically set. Please leave it as it appears.

System Colour: This button can be used to adjust the colour of your title bar.

P.O. Box / Address: Place your mailing or physical address in these fields.

Telephone and Fax: Enter your phone and fax numbers in these fields.

As with each screen, the edit ﬂhl button allows you to edit the information that is displayed. During the editing
process the Edit button turns into a Save button which must be clicked to complete the editing process. To
close the window, click the [X] button in the top right-hand corner of the window.

Library
Tab: “Registration”
| |
i 2|
| [EenerEl I Registration | Sfutdawm) I Esieode | Lilptatet I

Registration

Namel

: Mndulesl
: Eodel

The three Registration fields contain your license to use the AfW software. Please do not adjust these
unless directed to do so by Softlink support.
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Library
Tab: “Shu_tdown”_

H Library: Parameters: Alice =] ]
(= 7]

E{=l=r=| I Eeaistration I Shutdown | Earcode | Alphatet I

Archive Directorp | \archive

Number of archives in cycle |3
Changes befare archive A
Shutdown tine 2200

This iz the shutdown machine [V
wfeh inquiry URL |

Archive Directory: The directory into which archives are stored. *

Number ... in cycle: The number of archives in the cyclic process. *

Changes before archive: The number of database changes before archive. *

Shutdown time: The time, in 24-hour format, at which an automatic shutdown starts

This is the ... machine: Indicates the current machine is the shutdown machine. Only one machine

may run the shutdown process. This is normally set to be the main
workstation on the network or even the fileserver.

Web Inquiry URL: The URL, or web address, associated with Web Inquiry that allows patrons
to search the collection over the internet or intranet. AfW will automatically
suspend Web Inquiry during shutdown.

*

These parameters do not need adjustment as they have already been optimised for normal library
operation. Please consult with Softlink technical support before changing these.
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Library

Tab: “Barcode”

|

? Library: Parameters: Alice !El!!i

?

[GEnenal I FrEgistratian I Shutdarm I

Barcode |

ez |

Mest Barcode
‘ ’7 Borrawer IBUDDU1

Match accession number to barcode [~
Allow 0" in barcode [
Keep Tth character [~

Incrementing character position |5|_
Special barcodes [~

[stiarasten Fasition

Fearanging farmuls

Gnecial barcade I_ IU_

Gpecial barcade 2|_ ID_ |
o

Special bacode 3|_ I

Next Barcode:

Match accession number:
Allow “O” in barcode:
Keep 7" Character:

Incrementing character position:

Special Barcodes:

Special Barcodes information:

Guided Tour to AfW

This displays the next borrower or patron barcode to be allocated.

If you do not use accession numbers or wish your accession numbers to
match your barcodes, tick this box.

If you have converted from another library program that has used the letter
“O” in its barcodes, tick this box.

If you are using AfW barcodes leave this unticked, because, the 7" digitis a
check-digit and should not be retained.

When using AfW barcodes, the incrementing position is 5. If using other
types of barcodes you will need to determine the position of the number that
increments. This is used when AfW automatically generates barcode
information rather than having the barcode scanned or typed in.

In most cases, this function will not be necessary. If you are using standard
Code 3 of 9 barcodes, you will not need this. However, under certain
circumstances, usually when converting from other library programs with
non-standard barcodes, it will be necessary to use the special barcodes
parameter.

This area deals with special barcodes when the Special Barcodes box is
ticked. This is generally used when converting from another library automation
system that did not use conventional barcode standards.

Consult with the Softlink support before using the Special Barcodes area.
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Inquiry

Tab: “General”

nquiry: Parameters: Alice
Geneal | oPaC | ouick |
Allovs reservations [&
Allow Quick search in staff mode [&
Shaw unused subjects [

Record falled searches [

Lacation for held articles -

Prohibit "/STAFF" 7

Sponsor meszag

L=

Allow reservations:

Allow Quick ... Staff:

Show unused subjects:

Record failed searches:

Location for held articles:

Prohibit “/STAFF:

Sponsor message:
Password ... DOS...:

Homepage URL.:

Guided Tour to AfW

Allows library users who are current borrowers to place reservations on
items from within the Inquiry (OPAC). If an item is currently on loan, and a
patron wishes to be alerted when the item is returned to the library, this will
allow the patron to place that reservation.

Allows the Quick Search capability in Inquiry while logged into AfW.

When ticked, all subjects in the subject authority file will be displayed in
Inquiry whether or not there are items catalogued with that subject.

Activates the recording of failed searches. The failed search facility
displays each search considered “failed” for the purpose of catalogue
analysis. For example, if the word “cars” failed numerous times, it may be
wise to create a see reference from “cars” to “automobiles” if that were the
preferred term. A failed search is defined as any search for which the user
decided not to proceed past the initial results screen.

Only applicable for those libraries using the Journal Indexing module. This
field should contain the location of any photocopied journal articles that
have been requested and then received into the library, e.g. Vertical File.

Prohibit running OPAC Inquiry in staff mode. Generally this should be
ticked.

The text message that appears on the Inquiry screen.
The password required to exit from the DOS OPAC.
To enable patrons to launch a Web Browser from the first screen in Inquiry.

The URL of the web site that you would like people to go to should be
entered here.
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Inquiry

Tab: “OPAC”
iy Paromoters Ao )|
Geneal || OPAC || muie | = @l
Bllove printing [~

Allow Quick search [

Showe other sites [~

Shaw financial data ™
Time to terminate | 16:15
PIN to exit

Repart format for saarch result list |01 Summany

Report format for article list {01 Summan

K {EN

Allow printing:
Allow Quick search:
Show other sites:
Show financial data:

Time to terminate:

PIN to exit:

Report ... search result:

Report ... article list:

Guided Tour to AfW

Allows patrons to print from the Inquiry (OPAC) Resource List screen.

Enables the Quick Search feature within Inquiry (if installed).

Allows the display of holdings at other Union Catalogue Direct sites (if installed).
Includes price and financial information in Inquiry displays.

The time of day, in 24-hour format, at which the Inquiry program will automatically
terminate and close on each workstation. This may be used to automatically close

the Inquiry stations in preparation for an automatic shutdown.

Enter the numeric code required to exit from OPAC Inquiry. If left blank, no code
will be required.

The format associated with bibliographies printed from Inquiry.

The format associated with lists of articles printed from Inquiry.
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Inquiry

T H ”
Tab: “Quick
n
Gensl | | 0RAE || Guiek | = al
Categary IAnimaIs ¥ [rerauis!]
Subiject prefis 1 IBilds [IEF=ut |

Subject prefig 2 [Minibeasts
Subiject prefix 3 [Dinosaurs
Subiject prefis 4 [Pets
Subiject prefis 5 [Fish
Subiject prefix 6 |Reptiles
Subiject prefis 7 |Mammals
Subject prefix 8
Subiject prefix 9

Subiject prefix 10

The Quick Search (if installed) feature of AfW provides a basic, icon-based searching tool as well as a one-
word and a two-word searching tool for younger patrons. There are 12 pre-defined, graphical icons in Quick
Search which represent different item categories. Beneath these category buttons are user-defined buttons
that point to various Boolean or simple search results.

Default All button

Default button

Category

Subject prefix #

Advanced use:

This button sets all category and subcategory definitions to the software default. It
may be advantageous to click this button initially, but after Quick Search has been
customised to your library, this button should not be clicked. This button overwrites
any Quick Search definitions with the software default definitions.

This button functions similarly to the Default All button, but only returns the
currently chosen category to its software defaults.

These refer to the 12 pre-defined graphical icons in Quick Search.
The subject prefix fields have a dual purpose. The text in this field becomes the text

of a button under this category. In addition, the text provides the search words to
search the subject authority file when the button is clicked.

« If you wish to create a more complex search, but keep the button text simple, you may use the pipe
symbol “ | ” to hide the text following this symbol.

« If you wish to combine words in a Boolean style, use the forward slash “ / “ to indicate OR and the
ampersand “ & ” for AND.

Example #1:
Subject prefix 1:
Button appears as:

Example #2:

Subject prefix 2:
Button appears as:

Guided Tour to AfW

Cats | /Cat/Feline
Cats

Chinese History | History & Chinese
Chinese History
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Management
Tab: “General”

anagement: Parameters: Alice !EE
General |
— Automatic keywords from
title: o
notes [~
edition [~
—Automatic see reference:
by berm o
by word [
i Defaul resource loancategory—————————————————
Fiction | Fiction General 7|
Norfiction | General -
— Mext valu
Apcession number [RO0S40]
Resource number | 1000243
Allowe keywards for Iwords with no digitz j
Automatic suffic generation [~

The automatic keyword generation process does not generate keywords that are members of the
“Stop Words” list. These words include articles, prepositions, conjunctions, etc. and can be further
adjusted to accommodate local library needs.

Automatic keywords from

title: All words from titles will be made searchable.
notes: All words from the notes / annotations will be made searchable.
edition: All words from the edition field will be made searchable.

Automatic see references
by term See (from) references will be generated to allow searching of subject headings by
any term subdivided by dashes, or the word “and” i.e. United States — Civil War —
Aerial Operations would be found by searching for “United States”, “Civil War”, or
“Aerial Operations”.

by word See (from) references will be generated to allow searching of subject headings by
any word in the heading, i.e. in the previous example, additional hits would now
result from searches for “States”, “War”, or “Operations”.

Default RLC
Fiction: When adding new resources, the default Loan Category for Fiction items.
Non-fiction: When adding new resources, the default Loan Category for Non-fiction.

The Default RLCs are selected from those entered in Circulation, and may not be added in the
parameters. You will need to return to this parameter after entering this information in Circulation.
These fields should not be left blank as Circulation will not work efficiently if a resource does not
have a Resource Loan Category

Next Values
Accession no.: The next incremental accession number to be used. If you choose to match
accession numbers to barcode numbers, do not edit this field.
Resource no.: This number will be entered and incremented automatically. It refers to the number
of titles entered, not the number of copies entered.

Allow keywords for
...no digits: Standard words only will be keyworded.
...some digits: Standard words and those such as “30-Something” will be keyworded.
...all digits: Additionally, “20,000” will be keyworded if in a title, notes, or edition.

Auto. suffix generation: This will generate the Call Number suffix for resources during cataloguing.
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Circulation
Tab: “General”

irculation: Parameters: Alice 9 =1 S

General | Frifit |
I aimum loans by

Special | Memtership I

|—G' Count  Yalug

r~ Reservation:
Print notices ¥

Hold for|3 days

Drefault expiry |21 daps

— Loan limit nam:

Categary 1 |Fiction
Category 2

Categaory 3

Categaory 4

Category 5 Other

Buooking slat name |PERIOD

Overdue fine description

Charge fines for open daps only [~

Purge date

Patronymics [~

[vemdes | Selfrcir:ulatinnl

Bomawer image
[ Path [IMAGE"

Famat |EMP

Maximum loans by:

Print notices:

Hold for __ days:

Default expiry __ days:

Loan limit names:

Booking slot name:
Overdue fine description:

Charge...open days only:

Purge date:

Patronymics:

Borrower Images — Path:

Borrower Images—Format:

Guided Tour to AfW

This defines how you determine a patron’s maximum number of loans. If
you determine how many items a person can have by number, select
“Count.” If you determine this number by the monetary worth of the items
they are borrowing, select “Value.”

If you wish to print notices to send to patrons that are waiting for a particular
item to become available, tick here.

Once available, how many days should an item be held?

If a patron’s requested item does not become available before _ number of
days, the patron’s request will be cancelled.

You may define up to 4 categories and “Other” to determine how many total
items a patron may borrow. For example, you may say a borrower type can
have 2 AV items and 3 of anything else (Other). Hence, define Category 1
as “AV.”

How your day is divided, e.g. period, hour, session, block.

The text that describes an overdue book in the fines area.

Fines will only accrue for days the library was open. For example, if an item
is not returned on time, days during which the library is closed will not
cause an increase in the fine that is owed.

The date before which loan histories should be purged.

In countries that sort names alphabetically by one’s “given name”, this box
should be ticked. This box is not usually ticked in Australia.

The computer path (drive and folder) in which borrower images are stored.
This is only relevant for users of the Multimedia module.

Select the image file format from the selection box. This is only relevant for
users of the Multimedia module.
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Circulation
Tab: “Print”

iculation: Parameters: Alice M= E3

Genel || Pt || Gpec

I M Emtership I [Mivernides I Eelf—circu\at\nnl o

Dverdue Heading [0VERDLUE NOTICE

i Message

External overdue | The items listed are now overdue. Please retumn ta the library immediately.
Please note that a fine for overdue items may now be due

Family overdue | The following items have been overdue for some time.
Please ensuie they are retuned to the library immediately.

Riecall notice | The following itemds, not vet due, a required urgently by the librare. Please
[DATE = Recall date] | retumn by DATE. Thank you for your co-operation|

Borrower lnan list farmat Im Summary

Overdue Heading:

External overdue:

Family overdue:

Recall notice:

Borrower loan list:

Guided Tour to AfW

This is the heading text to be printed on overdue notices.

This is the text that will be printed on an external borrower’s overdue notice. An
external borrower is usually noted as someone that is generally not a member of the
libraries parent institution, i.e. a parent or a member of the public.

This is the text that will appear on a message sent to a student’s family regarding
his or her overdue items.

This is the text that will appear on a recall notice, sent to request an item be
returned to the library before its actual due date. In this notice, typing “DATE” in all
caps will print the recall date, i.e. the new date by which the book needs to be
returned.

The report format to use when printing a list of items on loan to a borrower.

26



Circulation
Tab: “Special”

= " -
H Circulation: Parameters: Alice

[ereral | e | Special Embershin Wiverides SelfEieulEth |

Promgt 1 [Special Moods Prempt 11

! Prompt 2 — Prompt 12
1 Prompt 3[Subject (Class] 1| Prompt 13
Prompt 4 — Prompt 14

Prompt 5 W Prampt 15

Prompt £ — Prampt 16

Prompt 7 [Subject [Class) 3 Prompt 17

Prompt 8 Prompt 18

Prompt 8[Subject (Class] ¢ Prompt 19

Prampt 10 — Prampt 20

These are 20 user-definable prompts for additional borrower data. When defined, these prompts appear in
the Circulation area in the following manner:

Bes
S000402520 Bengon, Grant (3]
5001862520 Carmody, Erica Mary [5/5)
5001932520 Cook, Julia Mary (98]
51I0020252D Crornwin, Steven [M athematic) LI
4

BEmawer I Arldiess | (Lt | [rage Special | [Caftrant I

Special 1 | SpeciE |2 |

Special Needs|

Subject [Class] 1{Gieagraphy

Subiject [Class] 2IAnc:ient Histary

Subject [Class] 3| Englizh

Subject [Class] 4|

Only those fields that were defined with text in the system parameters will appear within the borrower or
patron details area. This allows breaks between fields to be created, as displayed above, between the
Special Needs and Subject information. One practical use of the special fields is to enter information about
the subjects taken by a student.

The contents in the Special fields may be used to select borrowers when producing overdue
notices, using the restriction field called “Borrower Data”.
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Circulation
Tab: “Membership”

irculation: Parameters: Alice M= E3
Geren | cint | Gperia | Membeshin | duerides | Selfrcir:ulatinnl

Circulation
E#piry waming Iength|3U dayps
Renewal Iengthha months

Fenewal natice

The membership section is predominantly used for public or special libraries that require time-based
memberships. Memberships may be set in the patron details area (Circulation/File/Borrower) and may
follow these user-defined membership parameters.

Expiry warning length: If you setup memberships, you may define the number of days before a borrower’s
membership expires that a warning message is displayed within circulation.

Renewal length: If you setup memberships, you may define the number of months that is the
duration of a borrower's membership.

Renewal notice: This is the text that appears on a notice sent to a borrower indicating that they need
to renew their membership.

Circulation
Tab: “Overrides”

[Herera I Firit I SpeciH I I Etzershim I Ovemnides | Gl ereulation I N
Aibility Security Groups H 1 nt:
Renaw membeshin Any operator given a
Change fine on return :
Allow multiple reservations secu rlty g roup Of O
Lend: Borrower large fines (Ze I'O) W|”
Lend: Item reserved automat]ca”y be
Lend: Unauthorised loan permltted a" Of these
Lend: Overdue loans regn
Lend: Maximum loans I a bl I |t|eS .

This section relies on security setup and can be defined at a later point in time if desired. If you wish to
continue, think of each person that has a User ID and a Password into AfW as an “operator.” Each operator
is @ member of one or more security groups. An operator's membership in a security group provides that
user with that group’s permissions or abilities within AfW. Please refer to the Security section of the chapter
for details on security setup.

Security Groups:
The fields on the screen Enter into these fields the numbers or letters of each security group for which

the noted “Ability” is to be permitted. There is no need to separate the
characters with commas or spaces. Simply type them as (eg): AC986.

Guided Tour to AfW 28



Maps

Maps: Utilities: Spstem: Alice

Map
& Level1
" Level 2
13

. UF DOWiN
. e

Equipment
)
en

Map Name

Clear Map
Delete

Mew Mon-Fiction

OPAC  OPAC  OPAC

293.93333 s
393.93333 =7

=
w
.
o
=
@
=1
3

1959.959999 :l
i |

IEmerI Exit I

Close

AfW includes the ability to incorporate a graphical map of the library that indicates where in the library items
are located. From within Inquiry, this is accessed from the Bibliographic Details Screen by clicking on the

map button: $H|

Button Definitions

Map Name: Name the selected map. i.e. 1% floor, AV Room, efc...
Clear Map: Clear all of the co-ordinates entered into the Map List
Delete: Delete the selected co-ordinate from the Map List
Close: Close the map parameters component.

Setting up maps in AfW is a three-step process:

1. Draw a map of your library in any drawing program that will save images in bitmap format.

2. In AfW, set up the map co-ordinates to match shelf locations of your resources.

3. On each workstation, set the “You are here:” co-ordinate.

Step 1:

J The image itself is easily created using a drawing tool such as Paint, which comes with the

Windows 95 and Windows NT operating systems.
Up to nine different maps may be created. Each graphic has the attributes indicated in the
Attributes window below, which is listed in the Image Menu in Windows 95 Paint. The width and
height indicated as 520 x 400 in pixels. This should be set before drawing your map

Attributes (7]

Width: |520 Height: |4DD ]

- Unit Cancel

olnches ¢ Cm % Pels
Default

Rl

r— Calor

" Black and white ¢ Colors
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Simply draw a floor plan of the library and save the file as MAP1.BMP in AfW’s parent folder, which is
generally named OASIS, off the root directory. The naming convention allows the nine different maps to
be stored as MAP1, MAP2, MAP3, ...., MAP9, each with the .BMP file extension. For Example
C:\Oasis\Map1.bmp

[Z Map1 - Paint

Fille Edit “iew Image Options Help

Save As

Save jn: Ia 033z =
0 Anasis &k L [ Marclaad

|- archive B Lz ANt

0 Ak e [dLee ANz

20 fus Cach (23 Loasis (3 Pre4nn

I Bbk (A Doasis [dLog (A Pres00

-1 Btd [ Image LM (3 Print
1] |

Save as bype: I‘IB Colar Bitmap j Caticel

i3
File name: IMap'I Save I

Step 2:

. By clicking on the map which is displayed in the system parameters area, a dialog appears
allowing the user to define the alphabetically highest call number located at the clicked location. For
example, to define a small Reference collection on the map, one would note the Location as, for example
“‘REF” and if the entire classification and suffix range is included at this point, the highest values would be
999.99999 and ZZZZZ, respectively.

Map Co-ordinate Entry k3

Co-ordinates are [+ = 156, ' = 355).

Enter the alphabetically highest call number detailz of the
resources to be found at this location

| ocatian IHEF

Clagsification ISBS.SSESS

Suffi IZZZZZ Cancel |

Step 3:
J On the library map, in the system parameters area point the cursor to the location of an OPAC
terminal, and click on it.

. Make a note of the X and Y co-ordinates of the workstation, then cancel the co-ordinate entry

window.
[ ]

For example, in the window above the co-ordinates are X=156, Y=355. Make a note of which map
number you are viewing, e.g. Map1

J Right click on the AfW OPAC shortcut on each OPAC terminal. Click on Properties and add the
following to the end of the shortcut “Target”.

/URHERE:xcoordinate,ycoordinate,map number

Using the above example, and assuming AfW is installed on the C: drive of this machine, the
“Target” for the OPAC terminal would be: C:\oasis\afwopac.exe /URHERE:156,355,1

. Repeat the “You are here” setup for all workstations that will be using Inquiry.
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Security

AfW allows you to set up Security Groups and Settings which will allow certain types of Operators access to

particular functions, and also allow them to perform specific operations within that function.

Groups:

S ecurity: System: Alice M= |

L Librarian
5 Student Librarian

Code

Description IE==E]

In this screen, we can enter a single character code and a name for each security group. Each security
group may denote the position a particular operator has within the library, or a particular workstation’s

function.

To add a new group, click, I__bl then enter a single character code, a description, and then click
H save. When all security groups are entered, you may then move on to Settings to define exactly what

functions each group may perform.

Settings:

0 [ngquiny box.
—Ba Management
B3 Circulation

-3 Acquisitions

-Ea Stocktake
-¢3 Reports
-B@ System
i-B@ Parameters
Ea Utilities

Ea Data loading

~—Ea Support

[ Management
B3 Circulation

-4 Loans
--f3 Circulate
~E3 File

4@ Fine Schedule
4B Resource Loan Cater
-G Bomower Loan Categ
% Calendar
o Overdue Messages
P Global Change

Open
Add To Eavourites

Wiew
Edit
Add
Delete

Wwihat's This

D
& Litte

= — = M
View allows you to view or read records
Print allows you to print reports.
Edit allows you to edit existing records
Add Allows you to add complete new records
Delete allows you to delete complete records
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To define security settings for a group, open Settings . A selection box will appear
at the very bottom of the AfW menu. Select the required group from the selection

Start at the top of the menu and right mouse click on any functions that you want
B3 Perindicals this security group to be able to access. You will see a special pull down menu.
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Click on the options required for the group. The option chosen will be ticked. Repeat this process for all

menu functions that you want this security group to access. Repeat this process for each security group.
When complete, close the Settings window.

Operators:
Operators: System: Utihties: Alice !E
| ﬂl ahll EI El

A, Mazter

Pazsyword Change |
Initizls: m

Mame EiERE

Security Groups _

Default language IEninsh [Australian] j

Adding Operators

Click ﬁ

Alice: System: Operator: Add

Initials [ EI
1]

Enter the initials of your new operator, then click . ﬁ

Operatorz: Syztem: Utilities: Alice !EE

Mo, Master 0

Security Groups

Detault language IEninsh [&ustralian) j

—
Enter the details of the operator, including the Security group and default language then click save. H

You will then need to enter a password for the new operator. Click the Password Change button. Enter in the
password twice. Move between fields by using the tab key or click using the mouse.

Alice: Spstem: Operator: Paszword > t

Pazsword I

Re-enter pazsword
[bo weerify]
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AfW allows up to 100 Operators to be entered.

Delete operators by choosing the relevant operator, then click @

Delete

@ Aire you sure?

1. Passwords may be up to 6 characters in length.

2. When passwords are entered, they appear on the screen as ****
characters.

3. To enter the first password for a new operator, or to change an existing

password, click on the Change button in the Operators window then enter
in the password twice, as instructed

Changing a Password

Old passwords may be changed by the operator. At the top of the AfW Menu click the Change Password **I
button.

f Master - Alice M= Ed

EEEEE

J1x| @Al

Exizting pazzword |7

nEMMN

Mew pazzword

Canfirm pazzword |+

Enter your existing and new passwords then click i . If there are problems, you will get a message. If the
new password is accepted, no messages will appear.
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Utilities
Inquiry Processing

This utility will process any Requests and Reservations that have been entered from the OPAC mode of
Inquiry.

Rebuild

Use when advised by Softlink support.

Export to MARC

This utility will produce an export file of selected MARC records.
Performance Tester

This utility will check the configuration of a network installation.

Data Loading

Rapid Retro

For importing catalogue records from BNB and TES Bookfind using the Rapid Retrospective module.
Import from Macintosh

For importing catalogue records in Macintosh format.

MARC File

For importing records in a variety of MARC formats from a variety of sources.
Delimited

For importing catalogue records in a delimited format.

Articles

For importing indexed journal articles from Guidelines, SAGE and Media Scan
Borrower

For importing borrower records from an outside database.

Reports

Events log

This report allows you to print a log of archive and recovery errors.
Forms

This facility will print Circulation Control Barcodes and test print pages.
Machine List

This report allows you to print a list of the machine numbers and names that have been logged into AfW.
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Management

@ r||1 ar‘laupn'":lr‘ll‘ {:} EEItEIngLIiI"IQ BT T T . = EI:'DH:S - || 5 | at :||| quUes
..... .:::. Eatalngumg Qask o uthonty Files ....{:} Euuntr_l,l .....,-3. F'ubhsher o Subject
@ GMD @ bres onte || @ Titl
----- % Autharity Fles | | @ Location @ Feason @ Subject
-3 Aecormmendation AP Series || i {]' Athar
..... @ LIIIIIIkLJIZI F||EE - DEpartmE’nt -4 Contract FRC - Topic {::. SE.'TIE.'S
-~ Feywaord -0 Dizpatch Mode 4 Supplier
----- % Utiltes 4@ Stop Words Dt @ Departmen
-3 Level B sl —¢2 Catalogues
----- .5 Reports PE
A% Authar eparts
. AT |:| ----- {:} Eataln:ngue Cards
----- & buthary Lists | | @ Subiest ® Duplicas Barcods @ Labels
E | {::' Senes -4 See / See dlzo From
""" 5 ata ogues - Supplier ) .-’-'-.u:u:ess?u:un Hegister % tlities
5 FD“T'S {:} Puh!iShE-'r g ';'Ez;?sljftn list {:} Fa||E_-|j Searcheg
-4 Topic @ Blark Ve | | - {]- Dizpoze by barcode

i Collection Worksheet | | (. {:} Cet Barcodes

Cataloguing
This option takes you directly into the catalogue records and allows you to Edit, Add and Delete records.
e - ]
JAPAN Title  Res No,
H'?ISDD;EE“ND' Janine's gerie ;I
J =
‘ai:\an I _bl

Accession | Eataloguel Copies | Keywordsl Parts | Multimedial Pleviewl MaARC Notesl MaRC |

GMD | T2

Statemert of resnons'b'htv_ﬂ

Author/MNames (iR g Rt

| |K b Preben S
?ﬁ @ <ns enzen, Preben Sejer _)I

Editian
Additional edition
Publizher [EHEN Tl iRyl oy
Publication _l,lear
Country of ongin j
Series e

i

Physical descriptio

ISBNASSN Control o, | N

The Accession Tab page contains the main bibliographic details of a resource, including GMD, to allow you
to specify the specific format of a resource, e.g. text, video recordings, sound recordings.
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Tile FesNo)

Janine's genie = I

| 3|

Accession I Catalogue | Copiesz I Ke_l,lwordsl Parts I Multimedial Previewl MAHENotesl MARC |

Resounce Mo,
1004254

J‘aran

Clagsification

Suifi: BN
Departmenll j
Mates

Curriculurn areas

=

Suitable from
Subjects HEWE

o1 T T | g

The Catalogue tab page contains local library information such as Location, Classification, Suffix, Notes and
Subjects.

Cataloguing: Management: Alice M= E

JAFPAN =S & B
Fesource Mo, Janine's gehie ;I
1004284 laman
J
Accession I Catalogue |
43 915.2DOW | [ Repicate |
Jid|
Item | [ SittERatice I
] Change | Copy Mo. _
Locationlﬁ Loan category | General j
Clagsification Status | Catalogued ﬂ
Suffiz |0 ﬁccessioned_
Accession Mo, 3L Mizszing Disposed-
conmer: [
suppics I |
Cost Item code _
Order Mo Dissectionl j
Ordered
Invoice Mo. Sitel Local j

The Copies tab page contains information for individual copies of resources such as Barcode, Location,
Classification, Suffix, Accession No. and Price.

Other Tab pages include:

Keywords: For keywords automatically and manually created.

Parts: For adding records that are parts of a main item e.g. poems in poetry anthologies,
individual programs on videocassettes.

Multimedia: (N.B. Multimedia module required) for sound, pictures, slide show, video clips.

Preview: For previewing items prior to purchase.

MARC Notes: For adding notes in MARC format, instead of adding them in the notes field on the

Catalogue tab page
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Authority Files

Each of the authority files are stored in a list which can be added to and maintained. An authority file is where
all the terminology of a specific type is held i.e. all the authors and other Names are held in the Name authority
file and all the Publishers are held in the Publisher authority file.

| GMD: Management: Alice !EE

BO  baox
| CD CDROM

CF  Computer file
CH  Chart =]

Code IH

Diescription EaiiE]
Physical boxes [

A —_— [ = e LI

Certain authority files have more management facilities than others. They all allow the operator to Add, Delete
and Edit authority records, many allow explanatory notes to be entered, many also have Global Move facilities
(i.e. if an incorrect term has been entered into a number of catalogue records, you may create the correct term
and then move all affected records from the incorrect term to the correct one. You will then be given the option
to remove the incorrect term).

[subieot Mansgement e mmER
[l Preered 1ol [ co| 8] 2| B
i

UMIOOF  Unidentified flying objects
UMI00&  Unification Church

Sourceﬂ

i
i
| o ‘
1

Auto zee refs [T

se-

See dlso

o

Pﬁ

El @l upernatural - Hurnour LI
[—

=

| I |

Departments

il

Two authority files, Subject and Topic, have further, advanced facilities. You are able to display the list of
resource titles which are attached to a particular Subject or Topic. You may Add to or Delete resources from
the list. You may do this either by scanning the barcode of the relevant resource(s) or by tagging a series of
resources in Inquiry and copying them to the AfW clipboard. Topic also allows an expiry date to be added, after
which the Topic list disappears from the system.
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Lookup Files Menu

These are similar in nature to Authority Files. The files which are of interest to the new user of AfW are:

Country enter a list of Countries of Origin or Languages.
Areas Curriculum or Study areas
Status this refers to the status of an item in Inquiry. For example, if you wish to withdraw an item

temporarily from circulation, such as in the case that it needs to be repaired, you may give it the
status of Unavailable. This will appear for the item in Inquiry, thereby notifying library users that
an item is not available for in-house use or for loan.

I Status: Lookup Files: Management: Alice =] =]

C Catalogued
D Dizpozed
F
]

Found
Mizging

Reason and Recommendation are related to the Acquisitions module, and Contract FRC and Dispatch Mode
are related to the Library Services Module.

Utilities

Failed Searches

Searches in Inquiry, where a user does not move onto the resource list, may be saved in the Failed
Searches utility. With this utility, you may check to see if you need to fill any subject gaps in your collection
or if you need to create any See References.

Dispose by Barcode

This facility will change resources that you have culled from your collection to a status of Disposed. These
resources may be purged from the catalogue using the Stocktake/Purge facility, which will produce a report
on items purged.

Set Barcodes

This facility will change a dummy barcode, used for data loading, to an AfW barcode by scanning in the
ISBN of the resource.

Forms

Catalogue Cards

This facility will produce catalogue cards in a variety of formats
Labels

This facility will produce spine labels and barcodes for resources in a variety of formats. The two
components may also be combined.

See Part 4 for detailed information on cataloguing.
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Circulation

Favauntes 4 Loans o ..gm ]
Alice - % Zirceuil ot I @ Schlastic Year || @0 Bomower
4 Inquiry ' g 2'3"3'*‘1'”93_ ----- @ Limits || - Resource Boxes
ezervations | || i @ Loan Category || i {:} B ook, Hire
& M.anag?ment """ - I Co@ Testhook Control | | G -4 Booking
-3 Circulation L@ Return: || @ Delste
- Loang P | Itltie e,
B3 Circulate ﬁu W {3- Group Overdue Matices
- File - Barower {;\. Change Resource Categony C} Individual Overdue Matices
-4 Fine Schedule w4 Reservation Notices
{7 Global Change & Resource Box . .
; [ - g - Resource Loan Category {:} Membership Renewal MNotices
o Uies -4 Barower Loan Category o T i
& Reporty @ Calend :---D Loan Activity
....5 LiSlS - Fesource Usage
- Overdue Meszages @ Barrowsr Usage
W 1 |1 :'::} Tl:lp 1|:I|:I

Loans and Circulate Functions

Selecting Loans will take you into the Loan/Circulate screen.

Cllculale Circulation: Alice
Enterborrowerl . J X| = ﬁ 9
Darcode [ Locator [
I= | Houssbaund Calegury_
Marme
¥
Loan | Booking | Rezerve | Fine | Return |
Barcode Date due Call Mo. Title:
<] |
Remaining
Books (I Mo | special [ other G

Note that the tabs are yellow when you enter a function. This approximates traffic lights. Yellow indicates that
AfW requires you to enter a borrower barcode. Green indicates that you are able to process a loan. Red
indicates that the loans process has been blocked and messages for overdue loans and outstanding fines have
not been overridden.

To process a loan, scan in a Borrower barcode into the barcode selection box (top left of screen), then scanin a
Resource barcode. Renewals are dealt with in the same fashion, except you will be asked if you wish to renew
or extend the loan period for the resource.

At the bottom of the Loan page, you can see the number of resources remaining in the borrower's loan limits.

Click on a tab page to move to another circulation function. Click [X] to exit.
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Circulation
Tab: Returns

I Circulate: Circulation: Alice

1 Enter ITEM barcade || . § JIXI @ﬁl il

I | Heusetound

Loan I Booking | Reserve | Fine | Return |
Barcode][ -
R 0 ]
e - & Today
j = Yesterday
Authar ¢ Other
calte ]
Status P
Loan categorny —_—
Accessioned

Bomower

— Accession Mo,

ot [

Circulate: Circulation: Alice

EntarITEMharcndal ﬁ J x #ﬁ ?_

Barcod- [N Location [
= | Hwsebiound Catagow—
Mame
Loan | Booking I Reserve I Fine I Retun |
Barcode | 3077
Title |Insects ;I
;I 1 Yesterdap
Author [Brandt, Keith 1930- : Brickman. Robin  Other

Call No. |5595.7 BRA

Status ||Catalogued PR
Accession Mo, | 000554

Accessioned | 044081397

BTN Sinold, Camile Elis MR, JONES -]
oo |

Loan categorny |General

To return an item from loan, scan in the resource barcode into the barcode selection box. Note that borrower
details are not required to be scanned in before returns are processed. If a borrower is/was already being dealt

with, their details remain available/current without affecting the returns process.

reserved the item, a message will be displayed on the screen.

If the item is overdue, a message will be displayed on the screen accordingly. If another borrower has
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Circulation
Tab: Reservations

To process a reservation, scan the borrower barcode and go to the Reserve tab page. Click Add and enter

the barcode of the item. Alternatively, find the resource required in Inquiry and on the Resource Detail
screen click the Grab button. @I

Authors/Names

e

VS
=7

d

Copies

Subjects
Series

Physical descriptn

béﬁb%@

Curriculum Areas
¥

Back on the Circulate window on the Reserve tab, click the Put button.

Circulate: Circulation: Alice = E3

Erter barcade || b3

Staff

Loan Biooking Reserve Fine | Fieturmn | Dispatchl
Barcode Expires Available Title:
K —

This will import the information into Reservations. Enter the expiry date then choose if you want to reserve
this particular copy or any copy, then click
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Circulate: Circulation: Alice

Erter barcode“ - J x = aﬁ ?_
Location [T |

Category ENE

Staff

& 1 copy. @ueue position 1.

Loan | Booking Reserve Fine | Return | Dispatchl

Title
Computer Terms § CHRISTENSEN, Margaret

Available

Barcode Expi

AfW will display the borrower's position in the queue of people waiting for the resource.

Circulation
Tab: Bookings

AfW allows you to designate groups of resources for part day loan. Any of these resources may be booked in
advance. Bookings are added like Reservations. AfW guards against double-booking by advising when the
system is unable to process a booking and listing the periods/hours which are free on that day.

Circulation
Tab: Fines

The fine account for a library patron may be viewed and fines may be paid in part or in full. The librarian has

discretion over the level of fine and may adjust it accordingly. AfW flags an outstanding fine whenever a patron
is selected in Circulation.
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File Functions
Adding a new borrower

Click the Add button. L]

Elan:l:u:lel E N
o

!
| Bormower Type | Shudent j

Extemal
[nztitution
Staff

You will be prompted to enter a borrower barcode, along with borrower type. After you have entered a
borrower barcode and borrower type, click 'E

You can now enfplr the borrower’s details, eg Surname, Given Name, Sex etc. Once you have entered all

details, click :

i A 3 (STUDY HALL) =
1002 Ariag, Mark [MATH, P3)

1003 Amold, Camille Eliz (MA. JOMES]

1025 Bazzell, Becky [MA. JOMES)

1014 Beral, Jogeph Todd [MATH, P3) | ;I

B omower I Lddiess | [Cirmits: | Image | SpeciE I [Earifract |
Barcode [EHanae Loan category I Grade 9 'l
Borrower type [Student VI [Ehiange Housebound [~

Surname |&nderson [V R —
Start |08/07/1997

E xpiry

Given name |Darla

Master % — Loan Limits

Lt Fiction[

Sex [MAF)
Student code
Date of birth
Scholastic year
Fioll class

Meszage

Female = l

570-34-0344
12/05/1957

e

STUDY HAL

w

Dther|5
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Tab: Address.

I Borrower Details: Circulation: Alice

Smith, Helen
Smith, ‘william
Stark, Jami L.
Tekippe, Temy

Bormawer Address LLirmits | Image

Mailing title:
Address

Postcode
Contact name
| Phane
g Father wiark

Iather Wik

SpeE

[Eartract |

The address details for the borrower will be displayed. Click

when finished.

—
EI|.'I||to change the address details. Click

tab will not be available.

If you are registered for the AfW Multimedia module, you are able to attach an image to a borrower
record. This is done by using the Image tab. If you are not registered for AfW Multimedia, the Image

Viewing Borrower Details

Bommower Details: Circulation: Alice

=

Use the

=l

The

] abl] 2| | Name Barcode| <0=| =) €2 2

arrow buttons to move through the borrower file, in alphabetical order,

%‘ Find button allows you to find borrowers by either Name or Barcode.

Stark, Jami L.
Tekippe, Temy
|
Bomower | Addreszs | Limits | Image
Barcod EETTIINN  Chono- |
sumame ELI

Given name [
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Deleting a Borrower

Click the | 8| button.

Delete |

@ dre you sure’?
Mo |

Borrowers cannot be deleted if they have outstanding fines and / or loans.

Fine Schedule

AfW allows fine formulae to be created for different resource types and different borrower groups. Maximum
fine limits must be set and percentage limits, based on the cost of the item plus any fixed costs (eg postage
and processing), may be added on. Fines may be automatically calculated and applied to the borrower
account whenever an overdue resource is returned. Fines appear on overdue notices and facilities exist for
part payment of fine accounts plus listing of outstanding fines.

Resource Loan Category

This is where the user establishes and maintains the list of resource loan categories to be attached to
resource copies.

Borrower Loan Category

Borrowers are arranged in groups and each group has certain resource loan categories which they can borrow.
This function allows the user to define rules for borrowing.

Calendar

AfW maintains a calendar so that the library can specify which days the library is open and to store loan and
inquiry statistics. The user may both generate the calendar for future years and purge it for previous years.
AfW automatically compensates for “closed days” when calculating the effective due date.

Overdue Messages

The user is able to enter various messages to print on the overdue notices which correspond to different
numbers of days overdue.

Global Change functions

These functions allow groups of borrower records to be moved up to the next scholastic year, change the
borrowing limits, move groups into a different borrower loan category, register groups for, or remove groups
from, textbook hire and even the deletion of whole groups of borrowers. Certain safeguards pertain to these
functions, but they are time-saving functions for the librarian.
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Utilities functions

Change Resource Category

This utility allows all resources which have been tagged in inquiry and saved to the AfW clipboard, to have
their Resource Loan Category changed temporarily or permanently. This is extremely useful for study
Topics or current awareness issues which require you to alter the circulation rules for a specified period for a
designated set of resources

Resource Box

A Resource Box is a collection of items, each of which could be loaned individually, which have been
brought together as a set and are to be loaned as a set. The user should first create a record using
Management/Cataloguing for the “empty” Resource Box and give it a barcode. Then, using the Resource
Box utility, tell AfW which items are to go into the box.

AfW will allow the contents to be amended at any time, and the box and contents may be loaned using the

box barcode. The entire contents of the box can be returned either by using the one barcode or by returning
each individual item.

Forms
Borrower Cards
Borrower cards may be produced in a variety of formats.

See Part 5 for more detailed information on Circulation.
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Reports

Reports appear within both the module sub-folders and in the Reports area.

=$ R eparts =% Lithority Lists 5 Circulation Lists ; Chocktake
-5 Management -~ Publizher - Bonower
0 fesouce -l & Resaurce Boxes
- Duplicate Barcode 4 Subject _
- Collection Workshest g ?E;?; ~{ Booking
- SeefS.ee Alsanmm @ Supplier R Civculalion Nolizes
- Biccession Register i@ Department -4 Group Overdue Matices
40 Shelf List o e {:} Indlividual Overdue Notices
- Dlark Vear I:Iat.ah:lgl_le:z: {3- Hesewatpn Matices .
& futhoty Liss @ Subject O ety Tl .
-~ Catalogues o Title P '
~& Circulation Reports {:} Author | Sy |
-& E@rculat?on List§ -'Z} Sern.as % Dissection S—W
~& Cireulation Nofices n{:} Topic . - Claims for Late Orders -3 Catalogue Cards
-8 Aequistions {3 Resource by Dizzection A Labels
i =% Circulation Feparts : ;
g Ef’"nﬁ'ﬁ:k @ Loan Activity & Wish List ~{3r Bormower Cards
8 2lDCKIaRE 4@ Resource Usage Ty -
4 Testbook Carta i =% FPenodicals
EXID00K, oAt {:} Bomrower Uzage € Circulation List
- Spstem D Top 100 -~ Claim Overdue lzsues
- & Formg ,-,E} th'ucllfar-uleeulj IESOUICES | L@ Overdue Periodicals
- Claim Mizzed |zsuss
- Mizzing Penodicals
- Subscriptions Due
E Ctacltal o

¢ Reports fall into a number of different categories, as illustrated above.

e Reports can be produced in a variety of formats, and may be output a number of ways:

. Screen, so you may view a report directly on screen
. Printers that are set up in Windows
. Text files that may be opened in a word processing/spreadsheet program
. You are able to output a report to more than one option at the same time
[ )
Bomower Listing: Reports: Alice == x|
[0 Ordered by barcode. =] &|X =
creen
© Suan o e
v Staf " Rangs 1T et il twt]
¥ External = Barmawen Hiathge [ 1Rich Text Format file [itf)
IV Inztitution Frgml
Tol
[ )
[ )

See Parts 4 and 5 on cataloguing and circulation for more detailed information on reports.
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Shutdown Parameters

The parameters to perform an archive/shutdown are set in two parts. These parameters are set on
the Shutdown machine, which is designated at the time of installation.

1.

Library: Parameters: Alice

System/Parameters/Library/Shutdown

P 5 |

General I Regiztration | ........ 5 hUthWﬂl B arcode | Alphabet |

Archive Directory B

Mumber of archives in cycle
Changes befare archive m
Shutdown time m

Thiz iz the shutdown machine [#

web inuiy UL |

Archive Directory: This shows where the archive, (a hard disk backup) is kept. If

you wish to archive your data to a drive other than the AfW
drive, please contact your Softlink Support officer.

Number of archives in cycle: This parameter is set to the default of 3. This can be edited if

necessary.

Changes before archive: This parameter is set to 20,000 and should not be edited

unless advised by your Softlink Support officer.  This
parameter denotes the number of entries or edits of AfW data
you may make before an archive will be created automatically
during a Shutdown.

Shutdown time: This is the time that a Shutdown will be performed, unless

otherwise specified, when you log out of AfW.

This is the shutdown machine: This is usually set at installation. If you wish to change the

shutdown machine, open the parameters on that machine and
tick this box.

Web inquiry URL: If you have the Web Inquiry module, enter the URL of the Web

page from which it is accessed. @Web Inquiry will be
suspended during a shutdown.
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2, System/Parameters/Shutdown
Default settings for the Shutdown process are set here. If you want to force a data archive,

you would indicate this in the parameters before Log out. A data archive should be forced if
major changes are going to be made to the AfW database.

v Shutdown: Alice M=l B4

?

[T Force data archive

[w]*f it Faor logot

[W]5Suzpend "Web Inguin
[w]System check

[(IRebuild

[w|Housekeeping - Acquisitions
[w]Houzekeeping - Reservations
[w]Houzek eeping - Bookings
[w|Houszekeeping - Fines
[w]Houzekeeping - Loans
[w|Housekeeping - Topics
[w]Houszekeeping - Loan Categones
[w]Houzekeeping - [nguiny
[JPurge Loan Higtary

[[JPurge expired articles

[w]Purge loaded files
Oéutamatic MARC data update
[w|Load MARC data

[w]Load articles

[w]Load borrower data

[(JEmtract GO from Title
[CJé&utamatic Kewwaord Generation
[(Remove Unused Femwords
[(Jé&utomatic See Subject Generation
[ JHide Urused Subjects
[w]archive

[W]Confirm data loads

[w]allo login

System Administrator Functions 49



System Administration Functions

For networked AfW installations, all the following System Administration functions must be carried out
after all users have logged out of AfW, with the exception of the Shutdown workstation. At the
Shutdown workstation you must exit all modules before performing these operations.

For AfW Solo, you must exit all modules before performing these operations.

1. Shutdown

e How often? Every day
e When? As you Log out of AfW for the day
e How?

¢ Mastor- L. e 1| S >

Click the X in the top right hand corner of the window.

If the Shutdown is to be performed at a later time, leave the setting as is. If you wish to perform a
Shutdown now, click the Shutdown now button. If you do not wish to perform a Shutdown (this is
not recommended unless you will be logging in again later in the day) click the Cancel Shutdown
button.

The Shutdown files all the information you have been adding to AfW during the day into its correct
file and place. It also clears what is known as the Changes Log File, where all the work you do
during the day is saved. The Shutdown process will also perform all the Housekeeping functions
ticked in Parameters/Shutdown.

2. Data Archive

How often? Once or twice a week
When? During the Shutdown process
How?

Perform logging out and Shutdown as usual.

The archive is essentially a backup of AfW data to your hard disk. This archive is used if you
need to recover data when AfW is turned off abnormally, as in a power cut.

Please note that a Data Archive will be done automatically as part of the Shutdown process,
if you exceed the transaction threshold indicated by the Changes Before Archive parameter.

It is important that an external backup, to media such as Zip disk or tape, also be completed
on a regular basis. The set-up of your external backup procedure should be discussed with
your local IT personnel or your hardware / network vendor.
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3. System Check

How often? As required
When? When AfW informs you.
How? You will see a message requesting that you perform a System Check.

Make sure all other operators are logged out of AfW, and that you have all modules on your
workstation closed.

i Spstem Check: Utilities: Alice

Mew installation or ermor detected.
&, gystem check iz required.

I Cloze |

Click the Check button. The following message will come up if everything is OK. Click the
Close button.

nre- - — e - 1 =

i System Check: Utilities: Alice
Systemn checked OF Do de

5
T —

If everything is not OK, AfW will ask you to perform a Recovery.
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Recovery

How often? As required

When? When AfW informs you a Recovery is required, after a System Check.
How? AfW will take you directly into Recovery mode. Click the Recover button.
Recover: Utilities: Alice _ 0] x|

| 53232 CADASISharchietGREEN @
' with indices |

Recaver | Cloze

Click the Recover button. AfW will keep you informed on the progress of the Recovery.

If there are any problems with the recovery, AfW will tell you. You should go to
System/Reports and open up the Event Log. Print this report out and fax to your
Softlink Support Officer .

When the Recovery is complete, click the Close button.

You are now ready to resume normal operation.
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Introduction

From the AfW menu, click once on the Management folder to show its contents. First in the list is
“Cataloguing”. It is within this Cataloguing component that AfW allows the manual cataloguing and editing of
resource records. A resource can be anything you have in your library collection: books, CDs, tapes,
periodicals, kits, equipment, etc. Each permanent resource in the collection will require a barcode number to
uniquely identify it within AfW.

The Catalogue screen has a MARC editor and 8 tab pages — Accession, Catalogue, Copies, Keywords, Parts,
Multimedia, Preview, and MARC Notes. When manually cataloguing resources, only the first three tabs are
commonly used. The remaining tabs are for special purposes as described later in this chapter. These tab
pages provide an easy-to-use template of bibliographic information where no MARC experience is needed to
catalogue and edit the library records.

If maintaining a MARC standard in your library is desired, you may use the MARC button to access the MARC
editor and manipulate the tag and subfield information. To save time and avoid human errors, MARC records
may be loaded directly from MARC data disks which can be obtained from databases such as SCIS and
Kinetica.

Cataloguing

For each resource you catalogue, you will need to have an accession record with a title, GMD, and barcode
entered to identify the resource. It is required that the resource also be given a resource loan category for
circulation purposes. The degree to which you further catalogue any resource is purely up to you. AfW
supports full AACR2 description format. As with any resource, more details entered into the catalogue will
enhance a patron’s opportunity to find and use the resource. Follow this general rule to allow patrons the
greatest opportunity to find information they need.

Cataloguing

. Master - Al.. 9= E3 [ Cataloguing: Management: Alice = |E||5|
[ 7] abi] Egj STILL MORE Elf T Besto| <[] | :
R Steven Caney's invention book / by Steven Caney ; illustrations by Ginger Brown ; diagrams by Richard Merga;l
000873 * | 5till more knock-knocks, limmericks, and other silly savings / compiled by Laura Alden ; illustrated by Diana L. b
Stories for nine-year-olds and other voung readers # edited by Sara and Stephen Corrin ; illustrated by Shirley H;I
4 3
43 Cataloguing : . o . MARC |
£ Awthorlty Files Accession | Catalogue Copies | Keywordsl Partz | Multimedia Preview | MARC Notesl
Em Lookup Files Title | Still more knock-knocks, immericks, and other sily savings ;I
Bz Utilities =l
& Reports GMD | Tt j
g .éuth;:unty Lists Statement of responsibility | compiled by Laura slden ; illustrated by Diana L. Magnuson ; created by The ::I
..... = F:,,:SD e Author/Names[Alden, Laura 1955 Bl
-E7 Circulation ﬁl A | I\jagnuson, Diana _’I;I
-3 Acquisitions B —
-3 Periodicals Edition j
B3 Stocktake Additional edition =
g Eeptorts Publisher |Childrens Press: Chicaga I_,LI
yztem —
-3 Support Publication year (1926
Country of arigin j
Senes|[Laughing matters. =
1] s 2
Physical description |47 p. - ill.
ISBMASSM (051601868 Control Mo, |8502?9?5
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Cataloguing Tool Bar

Use the tool tips to remind yourself what each button across the top of the AfW cataloguing window is for.

] abl| | [sTILL MORE| e mesto]<sl=] T B e S B

|j The white page with the sparkle in the upper left corner allows you to add a new data item or resource.
==L Whenever you wish to create something new in an area, look for this button.

To edit a record, click the Edit button. While editing, the fields turn white and the Edit button
becomes a Save button which displays a floppy disk image. Click the Save button to save the
changes you have made.

AfW will ask you to confirm the action before deleting.

@ To delete the displayed resource, record or entry, click the button displaying a white page with a red X.

The text area containing the “STILL MORE” text allows you to type a partial title and search for the
bibliographic record within AfW’s catalogue. Clicking the button directly to this field’s right or pressing
<Enter> will initiate the search.

Title  Orders the records alphabetically by title.

Res HD.l Orders the records by their internal record number.
I Moves to the previous ordered resource screen.
| {}:.| E{} Moves to the next ordered resource screen.

’ | % Enter a barcode number to search by barcode. Use the button immediately to the field’s right or the
<Enter> key to initiate the search after typing the barcode. To search for a resource by its barcode, click
in the barcode search field and scan the barcode label with your barcode reader.

If the resource is catalogued as a part, its main resource can be accessed by clicking the Open Folder
button. Parts can be alternate titles or multiple titles contained within one physical work.

The Grab button can be used to copy this resource and paste it in another AfW area.

)

E The Help button accesses AfW’s on-line help documentation.

When unsure what a button does, place your mouse pointer over the button and wait for the AfW “Tool Tip”.
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Accession Tab

The Accession tab contains bibliographic information about a resource. The window below depicts the easy-to-
use, template format for creating a MARC record.

Cataloguing: Management: Alice

To move from one tab to
another, make sure you have
clicked the Save button. If

: the disk icon is visible, click it
Accession I Catalogue | Copies | Keywordsl Partz | Multimedia | F'reviewl Ma&RC Note MaRC | to save and move on.

Resource Mo.
000230

Add: Cataloguing: Management: Alice
Tite |

Statement of re

Autt The agony and the ecstasy, a novel of Michelangelo.

Alabama ¢/ by Allan Carpenter.
Alaska / by Allan Carpenter.
All the king's men. / With a new introd. by the authar. LI

Although AfW has several
authority files, there is no need to
manually maintain them. As
described in “Search Fields” and
“New and Delete Buttons” below
right, the authority files are
automatically and dynamically
updated. Just select the entry
you want or click a button to
have AfW automatically add a
new entry.

Additi

Country af arigin j
Series Jrir

i ]

Physical descriptiol
ISBNASSH Qi

e To add a new title, click on the New button.

e Start typing the title and press <Enter>. AfW will automatically search the catalogue to show you the
closest existing match. From this, you will be able to decide whether an existing or new record is
needed.

o |If the title does not already exist in the catalogue, you would press the New Resource button in this
window to create a new resource template and MARC record. AfW, in the next window, will give you
the opportunity to check the spelling and format of what you typed. When you have typed the full title,
click the OK button.

Edit Mode
You are now in Edit Mode for this resource record. The GMD (General Material Designation) defaults to Text for
ease of use. You may change it via the drop-down menu.

Directly Typing into Fields
Text fields such as the Statement of responsibility, Edition, Additional edition, Publication year, ISBN, Control No.,
etc. can simply accept direct typing.

Search Fields

To enter the publisher, type the beginning of the correct publisher name then click the Search button to the field’s
right. A look-up window will display the publisher authority file in which you can select the closest publisher
match from the authority file or add a new publisher and place.

New and Delete Buttons

To add an author name or series name, click the New button, type the name and press <Enter>. AfW will look
into the authority files for the closest match. As with adding a title, you will be able to choose from the authority
file window or create a new authority entry dynamically.
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Catalogue Tab

1
Calalogulng Management: Alice M= E

HESBHISCSEDND The agony and the ecstasy, a novel of Mlchelangelo

Alabarna /by &llan Carpenter. ;I

Acceszion Catalogue | Copies | Keywordsl Parts | Multimedial Previewl MARLC Notesl MARC |

suifi EXEIE

Departmentl

Motes

Euniculuﬁ areas ﬂ
Suﬁxle%ln j ta j
[
[

The Catalogue tab page contains information about how the resource fits into your collection. To edit this
information, click the Edit button on the top left corner of the toolbar.

e Classification Dewey or your preferred classification.

e  Suffix Generally the first 3 letters of the author’s last name.

e Department The department to which this resource belongs, for Book Hire only.

e Notes Text notes or annotations from the cataloguer.

e  Curriculum areas Where this resource fits into the curriculum, i.e. Maths, History, etc.

e Suitable from/to Indicates a suggested reading level range.

e Subjects SCIS, Library of Congress or your preferred subject authority listing.

e Topic Local subjects, which do not have and equivalent in your subject authority listing.
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Copies Tab

Cataloguing: Management: Alice =l
| O3] abi] 3| [sTicCmoRE Bl 1te Besto|<=|=p| | = M
Fesauee e, Stgven Caney's invention_book_.-" by Steven Ean_ey : iIIL_Jstrat eyt by_ Ginger Brown ; diagr_ams by Fiic:han_:l Merga;l
000223 Still more knock-knocks, limmericks, and other silly sayings / compiled by Laura Alden ; illustrated by Diana L. t
Stories for nine-pear-oldz and other young readers / edited by Sara and Stephen Corrin ; illustrated by Shirley HLI
4 3
Accession | Catalogue | : Copies Keywordsl Partz | Multimedia | Preview | MARC Notesl MARC |
e i 3
Itemn | Equipmest I I ErtEratize I
Barcode 143?— Change I Copy Mo. |0
Lacation j Loan categony | General | e
Clazsification |818 Status | Cataloged | e
suffiealD Accessiored[04/08/1997
Accession Mo, W Mizzing/ Disposed —
Comment
Supplier EI
Cost[7os temcade[
Order Ma. Diszection ﬁ
Ordered
Irevoice Mo,

The Copies tab page allows you to add the details of your copy of the resource you have catalogued. First, click
the New button to add a copy. You will be asked for the copy’s barcode number. Scan or type this in the field.
The Classification and Suffix will default to that which was entered or loaded on the Catalogue tab page, but
here is where you would indicate if one copy were, for example, shelved in another location while the other
copies were shelved in their regular location.

You may be as brief or detailed as you wish in filling out the Copies tab page. However, in order to circulate this
copy, you must assign a Loan category. The Replicate button allows multiple copies of this resource to be batch
added and barcodes will be assigned sequentially.

The Change button allows you to change the barcode number of this copy. Click the Change button and scan
the new barcode number to change the barcode.

Keywords Tab
Cataloguing: Management: Alice - IEIIﬂ
| O o] R [sTiccmore Bl Tte Resho|s|=p] | = M
R Steven Caney's invention book / by Steven Caney ; illustrations by Ginger Brown ; diagrams by Richard Merga;l
00mE Still more knock-knocks, limmericks, and other zilly sayings / compiled by Laura Alden ; ilustrated by Diana L. b
Stories for nine-pear-oldz and other young readers / edited by Sara and Stephen Corrin ; illustrated by Shirley HLI
4 3 .
Use the library System
Accession | Catalogue | Copies Parts Multimedia | Preview | MARC Notesl MARC Paramete rs to activate the
ANIMALS Automatic = . .
COLLECTION Butomatic automatic  generation  of
HUMOROUS Automatic
JOKES Hutomatic keywords.
FHOCK-KMHOCK Automatic ;I

To quickly keyword a phrase
on any of the tabs, highlight
the phrase, right-click and
select Keyword from the
pop-up menu.

The Keywords tab allows manual tagging of keywords, but Keywords can also be automatically generated. This
window, as shown above, displays those words that have been automatically keyworded. If a keyword is added
manually, the keywords window will display “Manual”.
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Parts Tab

Cataloguing: Management: Alice o ]
anl| (2| [sTiccmoRe Bl It Resnol | |
Elesuies s Steven Caney's invention book / by Steven Caney  llustrations by Ginger Brown ; diagrams by Richard Merga;l
000223 Still more knock-knocks, limmericks, and other silly sayings / compiled by Lawa &lden ; illustrated by Diana L. t
Stories for nine-year-olds and other young readers / edited by Sara and Stephen Corrin ; illustrated by Shirley H;I
4 »
Accession | Catalogue I Copies I Keywordsl tultimedia I Previgw I MARC Notesl MARC
= (Ej el
[ |
< | 30|

The Parts tab page allows alternate titles to be catalogued for the main resource. For example, a book
containing the works of Shakespeare might have numerous parts indicating those plays and poems included in
the main work.

Multimedia Tab

Cataloguing: Management: Alice - IEIIﬂ

s Y M B Bl Tte Restio| |2 | = M

Fresource Mo Steven Caney's invention book / by Steven Caney ; illustrations by Ginger Brown ; diagrams by Richard Merga;l
oooErE Still more knock-knocks, limmernicks, and other silly savings / compiled by Laura &lden ; illustrated by Diana L. b
Stories for nine-pear-oldz and other young readers / edited by Sara and Stephen Corrin ; illustrated by Shirley HLI
g »

Accession | Catalogue | Copies | Keywordsl Partz Freview | MARC Notesl MARC |
Image | Audio | Slide | Yideo
Diescription
Path
File name
File formatl 'l

If you have purchased the AfW Multimedia module, the Multimedia tab has four sub-tabs that allow images, audio
clips, slide shows and videos to be attached to bibliographic records. These multimedia files are made available
to patrons searching the catalogue in Inquiry. Each tab page looks the same and provides the following fields:

e Description Text description of the attached file.

e Path Drive letter and path of the stored file, eg: C:\OASIS\IMAGE\

e File name The file name including the three-letter extension.

o File format Use the drop-down menu to select the appropriate file format.
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Preview Tab

Ealaloguing M anagement: Alice !E[-

Resource Mo

£ hill
o0san The agony and the ecstasy a novel of Mlchelangelo

Alabama ¢/ by Allan Carpenter.
4

Catalogue I Copies | Keywordsl Parts Multimedia

Fequested by [
.
|

Accession |

Date requested
Date received
Invaoiced [~
Source

Date returned

Previewer 1

Recommendation

Presigwer 2

Recommendation

Comment

|||||I_ |IL | ‘

The Preview tab page works in association with the Acquisitions component of AfW in which resources obtained
“on approval’ can be sent out for previewing. Comments and recommendations can be entered to assist the
librarian in purchasing decisions.

MARC Notes Tab

- Cataloguing: Management: Alice = |EI|5|F
1
I STILL MORE Bl 1ve Bestio] =[] |
 Besource Mo Steven Caney's invention book / by Steven Caney ; ilustrations by Ginger Brown ; diagrams by Richard Merga_l
000823 * | 5till more knock-knocks, limmernicks, and other silly savings / compiled by Laura Alden ; illustrated by Diana L.
Stories for nine-pear-olds and other young readers / edited by Sara and Stephen Corrin ; ilustrated by Shirley H_I
4

Accession | Catalogue | Copies | Keywordsl Parts | Multimedia | Previewl MARLC Notesl MARC |
R20 A collection of limericks, humaorous sayings, and knock-knock ioil

hd
KN A

4 collection of limericks, humorous zayings, and knock-knock jokes d
on subjects such as sience, math, and animals. _I
v

The MARC Notes tab page displays notes and tag numbers, from the original MARC record, for records that have
been added to AfW through a MARC File import or through Rapid Retrospective. To add library specific notes
that are not necessarily MARC standard, use the Catalogue tab page instead.
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MARC Button

020 2051601368

082 $balD

100 %ablden, Laura 1955-

100 $aMagnuszon, Diana Ielete

INElete

The MARC button allows access to the MARC editor screen. Whether loaded as a full MARC record or manually
catalogued, this editor provides full control over the MARC record and allows tag and subfield editing.
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& Location

----- & Department

{} F.eyword
- Stop Wards

D Autthir

Cﬁ Subject
- Series

Cﬁ Supplier

Authority Files

This section will discuss all 12 on-line, dynamic authority files that allow user-friendly global
changes and full See and See also cross-referencing within AfW. Unless specific authority
editing, global changes or manual cross-referencing is desired, the authority files do not
need to be manually maintained. The authorities are automatically updated with new
information during data loads and manual cataloguing. Direct access permits manual
addition, deletion and editing.

New, Edit, Save and Delete buttons:

For each authority, as with resource cataloguing, the tool bar provides the standard buttons
to add new entries, edit and save current entries, and delete current entries. Only
additional features will be specifically discussed. To make a global change of an authority
entry, simply edit the entry, make the change and click the Save button. The change will be
made throughout the AfW system.

Name and Code buttons:
The Name and Code buttons, if available in an authority file, determine the order in which
the entries are displayed.

In this section, brief descriptions are provided for each AfW authority file. To the right of
the authority file name there is an indication as to whether or not AfW provides initial
information inside the file or whether the authority file’s contents are purely user-defined for
local needs.

GMD - General Material Designation

GMD: Management: Alice

(supplied with AfW)

=10 =

L]

ahll |

El

@

]|

Code IH

AR
CF
CH
Co

Art Original
Computer File
Chart

Computer Software
Diorama

-

-

Diescription I.-“-‘-.rt Original

Physical boses [

The GMD authority file holds the General Material Designation descriptions that describe, physically, what a

resource is.

The standard, approved GMDs are loaded with the AfW software, but can be modified to
accommodate local requirements.

Although currently not an official GMD, the code “CD” is often added to

represent compact disks. GMDs are used on the Accession tab page in cataloguing.

You may add more GMD authorities if you wish. However, do not delete the pre-set GMD authorities as
they are used by AfW to identify special cataloguing features. (see Cataloguing Examples for Computer
Files and Web Pages)
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Location
(locally defined)

Location: Management: Alice = =]
[Of0] [ |8 2]
CHS  CHS Lib.

ELE Electionic Files
FER  Penodicalz

Code IF'EH

Dezcription IF'ericu:IicaIS

The Location authority file is used to define special shelving locations within the library or outside the library.
These locations are unique, as opposed to the general shelves. Examples of common locations include
Reference, Audio Visual and Periodicals. Locations are used on the Copies tab of cataloguing.

Department
(locally defined)
Department: Management: Alice - =] =]
(3] abi] B3 B = [2]

EMG  Englizh -
FOR  Foreign Languages
HIS Higtony
IMD Industrial Arts
MAT  Math LI

EDdEIENG

DescriptiunlEnglish

Departments can be used to indicate a department within a school or corporation which owns a particular
resource. If certain copies or titles belong specifically to a department within an organisation, the Department
authority file can be used to define these groups. Departments are assigned on the Catalogue tab page in
cataloguing. The Department field is only available in cataloguing if you own the AfW Book Hire module.

Keyword
(locally or automatically defined)
Keyword: Management: Alice - |EI|5|
@R[ Bl H
ACCEPTANCE |
ACCIDEMT
ACCIDENTALLY |
ACCOUMT
ACCOUNTANT ~|

Keywords allow full text searching of the Title, Notes and Edition fields. Set keywords to automatically generate
from the System/Parameters/Management window. In addition, keywords can be manually added to any
resource record. Resource-based keyword maintenance and viewing is done via the Keywords tab page in
Cataloguing. The far left button on the tool bar will move the highlighted word to the stopped words list and
prevent its use as a keyword. Deleting a keyword successfully removes it from the Keyword list, but this does not
prevent its re-creation in the future, as would moving it to the Stop Word list.

Cataloguing

62



Stop Words
(supplied with AfW)
Stopped Word: Management: Alice - |EI|5|

LR ] Bl @l
sBaUT ﬂ

SBOVE
&FTER

AGAIN LI

The Stop Word authoriy file indicates all words that should not be made into keywords during the automatic
generation of keywords. Contained in the stopped word list, by default, are prepositions, articles, conjunctions,
etc. For special and corporate libraries with a narrow subject focus, it is often wise to use the stop word list to
halt keyword generation for words that may well refer to the majority of the collection. For example, a psychiatric
library may wish to stop words such as “psychology”, “psychiatric”, etc.

Level —Suitability Levels
(locally defined)

Level: Management: Alice o ] |
e T A =" [2]

LE..0 Lower Primary
HE 1 Upper Primary
M5 2 Secondary
a4 University
5 Pozt Graduate

PG
Code IE
Sequence IEI

Description ILDwer Primany

The Level authority file allows the set up of reading level ranges within the library collection. The code, as in all
authority files, is only used for internal tracking. The sequence is used to order the levels and starts with zero as
the first level. Levels can be used within the Catalogue tab page in cataloguing where the “Suitable from” and “to”
fields can be defined.
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Author
(locally or automatically defined)

Author: Management: Alice = 1= ]
| |j| ahll Bj I El Mame Code &
ABB100  Abbott, David -
ABB101  Abbott, R. Tucker 1915-
ABET00  Abels, Harriette Sheffer
ADL100 Ader, C. 5
ADLI0T  Adler, David A LI
‘ »
Code |4BB100
Nare [&bbott, D avid |
I
Source E
Motes/Refs ;I

The Author authority file is generally only used manually to merge two author entries for the same author or to
edit a misspelled name. Given that suppliers of MARC records are not perfect in the records they supply, and
variations in punctuation and spelling can lead to subtle differences in author names, a single author may appear
differently in various MARC records and therefore be loaded into the authority file separately for each variation.
As such, AfW offers a point-and-click method of merging like author entries. To merge two author entries into the
same entry, highlight the non-preferred entry and click the Scissors button. Notice this button turns into a
clipboard. Highlight the preferred author entry and then click the Clipboard button. You will then be asked if you
wish to delete the non-preferred entry. The two entries will be merged together.

The Source field indicates how the entry was added: A for ASCIS, L for Local.

The Notes/Refs section is a text area in which notes regarding the author entry may be stored. These notes are
visible in Inquiry.

The Name and Code buttons determine the order in which the author entries will be displayed. Generally, code
order is used as a support tool when technical assistance is requested.

Subject
(locally or automatically defined)
Subject: Management: Alice =10 x|
‘abi WEATHER | IName Eodel | E";l El . .
= EI WATT100 WwWaterworks - Juvenile lierature. E;ll ¢ If two or more SUbJeCt headlngs
WEATOD Wieather o o exist that should be merged into
WEATDT “Weather - Juvenile literature. q q
WED100 Weddings - Fiction. - one, highlight the non-preferred
\’:IES1D1 Wwiast [U.5.] - Description and travel-Toﬁ SUbjeCt, C”Ck the SCissors
Code —ﬁE?DDI button, h|gh||ght the p_)referred
Name e | term and click the Clipboard
o button. If you wish to delete the
non-preferred entry, answer yes
Source IE q q q
NotosFiets | to the dialog box question that is
displayed after the merge.
I-]
Auto see refs [
Seel ﬂ
See Also |Rain and rainfall ;I
I ~
| 2
Departments ;I
1| | F

The Subject authority file is probably the most powerful authority file in AfW. As with previous authority files, the
Source field indicates whether the entry was added locally (L) or from another source. The Notes/Refs field again
allows textual notes to be attached to an entry.
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The following entries are of significant importance and can be used to aid library patrons:

Auto see refs

The Auto see refs check box indicates whether or not see references were automatically generated for this
subject. In System-Parameters-Management, AfW allows the user to specify whether or not see references
should be generated and, if so, whether it should be “by term” or “by word”.

by term: A term in a subject is a group of words separated by a hyphen or the word “and”. For
example, with this feature turned on, the subject United States — Civil War — Aerial operations
can be searched for by any of the three terms.

by word: Expanding on the “by term” example above, subjects could be searched for by any word
obtained within the subject. For example, the above subject could be found by searching for
“States”, “War”, or “operations” as well.

See

The see field allows See references to be added. A See reference links a non-preferred term to a preferred term.
Simply edit the entry, type all or part of the preferred term into the field, click the Search button and click OK
when the preferred term is highlighted.

Subject: Management: Alice = IEllil |
: CaR Bl| |Mame Code| %] &
CAP100  CAPE MALAYS ;I
C4R100 CAREERS
CARTON Cars |
CAT102  Catholic high zchools - Fiction.
CATI01  Catholic schools - Fiction. LI
KN o
Code |CART01
Mame |Cars d
]
Source |L_
Mates/Refs d
Auto see refs [7
See |Motor vehicles L.LI
See ko ;I
i [ =
KN |
epartments: ;I
a7 I~

See Also

The See-Also field allows See Also references to be added. A See Also reference suggests, to a patron
searching the catalogue, other subject headings related to the current subject search. For example, a search on
“Weather” might suggest also seeing “Rain” and “Rainfall” or “Lightning” as related subjects. To add a See Also
reference, click the New button next to the See Also field, select the desired subject from the lookup window and
click OK.
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Maintain button
The Maintain button, on the upper right side of the toolbar, allows you to maintain the resources catalogued with

the current subject heading. For the subject heading WEATHER, clicking this button yields the window below.

. Rezources: Subject: Management: Alice: Weather. ﬂ
| gl & @
Why does it thunder and lightning? =
[t's raining cats and dogs ; all kindz of weather and why we have it
' Ad
1] | i
3 Rezource barcode ||

This window tells the user there are two resources catalogued with the subject weather. If a stack of books were
present to which this subject heading should be added, the resource barcode of each book could simply be scanned
at this point and the additional subject would be added. Likewise, one could use Inquiry to search the collection for
resources regarding “Weather”, place the resources on the clipboard, and click the Clipboard button above to
automatically add the current subject to the resources.

When a group of resources is gathered together on a common theme, it is a good idea to
add a subject or topic to each item. Do this by scanning the barcode of each item in the
window which is displayed after clicking the Maintain button.

Series
(locally or automatically defined)
Series: Management: Alice o =] 3 |
| al ahll @l || Bl [Hame Code #
THET0S  The Achievers. -~
ACT100  Action science.
ANATOO  An Anirnal fact book.
ANNOD  Animal habitats.
BET100 Better homes and gardens books. LI
« >
Code [THE103
MName [The Achievers. ;I
I
Source F
Notes/Refs ;I
I

The Series authority file is also dynamically created by data loaded into AfW. Like the previous authority files,
the Source field indicates locally (L) added entries or from another source. The Note/Refs section is used for
attaching text notes to a series authority entry.

The Scissors button can be used, as in previous authority files, to merge authority entries and remove non-
preferred entries if desired.
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Supplier

Supplier: Management: Alice

(locally or automatically defined)

=l x|

RER

Code
Name
Address

Postcode
Telephone

F
Company Mo.

o

i

Contact
Aocount Mo,

Lead time [days)

ACMODZ Acme Book Supply

Ell Iﬂame Qodel EI

ACKMO0Z

ACMO0T  Acme Penodicals Supply

i

il

Acme Book Supply

5223 Broadway

Suite: 1200

Denver, CO

80230
303-555-3346
303-555-3366

Mr. Carter

o

The Supplier authority file is used to maintain extensive details regarding the library’s suppliers. These can be

suppliers of books, periodicals, equipment, etc.

In this authority, fields are available for Name, Address,

Telephone, Fax, Company Number, Contact Name, Account Number and Lead time.

Publisher

Publizher: Management: Alice

(locally or automatically defined)

Lo

[ Ol abl 2] [FwatTs

El I ame Qodel il _EJ

=

F.w/100

F. w/atts: New York,

AL

F.wiatts: Londaon

FAB10
FARTO0
FACT00

Code |F w101
Mame [F. Wwiatts

Faber; London
Faber and Faber; London ;

Facks On File; Mew York, MY,

el

I I 3 Tl

I

Place [Londaon

The Publisher authority file maintains information about resource publishers. This authority holds two key pieces
of information for each entry: publisher name and publisher place. As with most authorities, the Scissors button
allows for the easy merging of two similar authority entries.
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Topic
(locally defined)

agement: Alice

RECY

RELDOD  Religion & Philosophy - Christian {QuickPich
RELOO1  Religion & Philasophy - Communism {QuickPic} ;I

Code IHEEUDD

Expiry date jgis

The Topic authority file contains local subject headings. In the example window above, the Topic authority is
being used to establish reading lists for a research project. The Topic authority file functions very much the same
way as the Subject authority file and is able to be searched for in Inquiry.

Topics are unique in that they may be set to automatically expire. For example, if in the above the reading list
was only required for a period of time, it would be appropriate to enter an expiry date so that the entry
automatically deletes itself.

As in the Subject authority file, the Maintain button on the upper right side of the toolbar can be used to view the
resources catalogued with the highlighted topic. This window can also be used as a convenient tool in which a
topic can be added globally to a group of resources.

Reszources: Topic: Management: Alice: Prehistoric Ti... _ |EI|1|

2]

Lid comets kill the dnosaurs? ﬂ

The dinosaurs and the dark star

The dinogaur encyclopedia

Dinosaurs

Dincsaurs from A to 2 ;I

N I b
Resource barcode I il

Clicking on the Maintain button will display the, current resources for this topic. Additional resources can be
catalogued with the topic by scanning their barcodes or using the Clipboard button.
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Lookup Files

Lookup files follow the same functionality format as authority files, but are not true library authorities. The lookup
files maintained by AfW are:

Country of Origin

Curriculum Areas

Reason for Ordering
Recommendation

Contract Fee Resource Category
Dispatch Mode

Status

Site

In this section, brief descriptions are provided for each AfW lookup file. To the right of the lookup file name it is
indicated as to whether or not AfW provides initial information inside the file or whether the lookup file’s contents

are purely user-defined for local needs.

Country — Country of Origin
(locally defined)

Chile
Germary
ICE  lceland =]

Code I.-'l'-.F!G

Description L0k

The Country lookup file is used to attach countries to resources. This is done on the Accession tab page in
cataloguing.

Area — Curriculum Areas
(locally defined)

Area: Lookup Files: Management: Alice !EIE

L1 abl] &2 | ?

CHE  Chemisgtry

HOM  Home Economics

LA Language Artz

LIT Literature ;I

En:u:leIBIEI

Dezcription |Eislal]

Curriculum areas can be used to separate resources into curriculum categories such as Mathematics, English,
Social Studies, etc. One or more curriculum area is added to resources on the Catalogue tab page in

cataloguing.
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Reason — Reason for Requesting the Resource
(locally defined)
Reazon: Lookup Filezs: Management: Alice !E[

?

DES  Desired item

MEE  Meeded item
REF  Replacement item

I:n:u:IelDES

Description [MEEEE R

The Reasons are used in conjunction with the Acquisitions component of AfW. These define the reason for a
resource being placed on the Wish List or ordered by the library.

Recommendation
(locally defined)

Recommendation: Lookup Files: Manageme. .. !EIE

L1/ abl| (2 | ?

Mo opinion after reviewing
FOT  Patential - if funding permits
FUR  Purchaze
RET  Returm - do not purchaze

== et Mo opinion after reviewing

The Recommendation lookup is generally used in conjunction with the Acquisitions component of AfW. When
resources are obtained On Approval, the Preview tab page in cataloguing can hold reviews of the resources. The
recommendations held in this lookup are approved for use on the Preview tab page.

Contract FRC Contract Fee Resource Category
(locally defined)

Contract FRC: Lookup Files: Management: ___ !E[E

L1 abl] B3 ?

C Cammunity B ezident

Code |C

Dezcription {Community Resident

The Contract FRC lookup allows Categories to be created so that certain patrons can pay a fee for the privilege of
a certain number of circulation transactions. This can be thought of as transaction-based membership as opposed
to the more common time-based membership. This is used in conjunction with the Library Services module.
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Dispatch Mode
(locally defined)

L1 abl| (2 ?

C Courer
H Hald
F b ail/Post
W W an

Code |C

Diescription |Courier

This is used with the Advance Bookings component of the Library Services module, which allows the mass
scheduling of resources in advance while taking into account shipping transit times, alternative booking slots and
copy use minimisation. The dispatch mode is the means by which a resource can be shipped to the patron who
booked it. Advanced Bookings can cater for multiple modes of dispatch of booked resources.

Status
(supplied with AfW)

Statuz: Lookup Files: Management: Alice !EI

B indery
Cataloged
Dizpozed

Faund ;I
Code I.-’-'-.

D ezcription 2

R l=Twy="] -

The Status lookup comes with the AfW software and indicates possible status descriptions for resources in the
collection. For example, a catalogued book may have a “Catalogued” status, whereas a resource that did not
appear during a Stocktake would be marked as “Missing”.

You may add more status authorities if you wish. However, do not delete the pre-set status authorities as
they are used extensively by the Stocktake component.

Site
(locally defined)

Site: Lookup Files: Management: Alice - |EI|5|
SEE Bl 2]
49 kain Site

a0 Second Site

Code (50

Dezcription ISecund Site

This is for use with the Union Catalogue Direct module only. This lookup file maintains the codes and
descriptions for each site in the union catalogue.
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EE ]

Favourites
Alice
@ Inquiry
-3 Management
@ Cataloguing
-3 Authority Files
-3 Lookup Files
----@ Utilities
----- 42 Failed Searches
----- O Dizpoze by barcade
----- g0 Set Barcodes
& Reports
&2 Autharity Lists
&2 Catalogues
&3 Forms
-3 Circulation
[ Acquisitions
--f3 Periodicalz
--fA Stocktake
- Reports
--B3 System
--f3 Support

Failed Searches

Utilities

This section will discuss all three Management utilities. The utilities allow for the
monitoring of OPAC usage, the fast disposal of weeded resources and the changing of
temporary barcodes assigned during data loading.

Failed Searches: Management: Alice !E[-

ACROBATS
AMIMAL
BEDDING
CaTAPILL

This window displays a list of the search terms entered into AfW Inquiry which failed to give an exact match.
From this window you can:

e Search for a resource in the Failed Searches list,
e Delete a resource from the list, or

e (Clear the list.

Failed searches can indicate several things: a gap in your collection which may indicate the need to purchase
new resources, or the subjects entered by Inquiry users do not match the subject headings you have used for
resources they are looking for. You may wish to create See references to point Inquiry users to the correct

subject headings.
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Dispose by Barcode

I Dizpoze by barcode: Utilities: System: Alice

L A It is recommended that

i you actually delete copy

Camment IWeededfromcollection-out of date records USing the Purge
Barcode [FO00030046 function in the Stocktake,

i
[
[

to allow the printing of a
report, giving details of
tittes and costs for audit
records.

=T ] | B

This facility allows you to dispose of resource copies without having to go directly to the Copy tab page of the
particular resource. This process will not actually delete the copy of the resource from cataloguing. It will
change the status of the copy to Disposed. It is recommended that you delete the copy using the Purge process
in Stocktake. This will allow you to print a report for disposed resources, giving details of title and the cost of the
resource for audit purposes.

Simply scan in all the barcodes of the resource copies. When all resources are scanned in, you may then check
all the entries, then click the OK button to complete the disposal process.

Set Barcode

This function facilitates the fast replacement of temporary barcodes, that have been assigned during data
loading, with real barcode numbers subsequently attached to resource copies.

(
I Set Barcode: Data loading: System: Alice _ o] x|
j Prefix of temparary barcodes to replacelz_

]
New barcodel

L)
[ Barcods Mew barcode Meszage

Fi102450765 E arcode changed

Temporary barcodes are assigned a prefix letter different from those used by actual barcodes. Enter the prefix,
then scan in the ISBN barcode on the back of your resource, or type in the ISBN. Click the OK button. Next,
scan in the resource barcode, and again click the OK button. The temporary barcode will now be changed.
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Reports

AfW provides a variety of reports for the Management module.

Resource

Duplicate Barcode

See/See Also From

Accession Register

Blank Year

Cataloguing

This report will allow you to check data entry for new
resources added, and allow added quality control for
cataloguers. It prints all details of resources for a variety of
specified ranges and restrictions

This report allows the checking of duplicate barcodes for
resources and borrowers.

Duplicate Barcodes: Reports: Alice _ =]
Jglx @

g (1 Resources, Bomowers and Temporany Loans J
02 Reszources and Borowers

|03 Rezources and Temporary Loans
04 Borrowers and Temporary Loans
1|05 Resources

06 Borrowers

i) porary loans -

£A Management

-3 Cataloguing

~E3 Authority Files

~E3 Lookup Files

-3 Utilities

2
- Resource

-~ Duplicate Barcode

- See / See blzo From

-4 Acceszion Fegister

-~ Collection summary

- Aoceszion list

- Shelf List

@3 Blank Year

@3 Collection Workzheet

This report will print subject headings with See, See Also and See Also From

28/09/1999 12:46:55
Page: 1

Subject Heading

Computer animation
See From: Animation, Computer
Computer drawing
Computer games
Computer games - Equipment
See From: Equipment - Computer games
See From: Games, Computer - Equipment
Computer games - Fiction
Computer graphics
Computer industry - Australia
See From: Australia - Computer industry
See From: Industry, Computer - Australia
Computer industry - Careers
Computer monitors
See From: Monitors, Computer
(Computer network) - Future - Internet

Qaa- Intarnat (Camniitar natwnrk) - Fitiira

Softlink Australia Demonstration System

See/See Also From Report
Including See, See also, See from, See also from
- From COMPUTER To COMPUTERZ

references.

This report produces an accession register that can be restricted by accession

numbers and dates.

This report gives details of resources that do not contain a Publication date. It can

be restricted to specific GMDs.
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Authority Lists

Authority Lists will allow you to print a report to use to check data entry for information entered into
Authority files discussed previously. You can use these to identify mistakes made during data entry,
which will facilitate the methods of editing authorities discussed previously.

Catalogues

i

Ea Favourtes

3 Alice

=2 Inguity

Ea Management

-4 Cataloguing

-3 Authority Files
Ea Lookup Files
£ Utiliies

&3 Reports

A uihority Lists

L@ Publisher
- Auther
@ Subject
L@ Series
@ Topic
@ Supplier
@ Department

-5 Catalogues

& Foms

=i

7 Maslel-A...!EE
EEEEER]
Favourites I
This function will allow you to print hard copies of your Cataloguing information. There are a wide ___g“iiquw g
variety of report formats and restrictions that can be specified when printing a report, which will allow %gagaaf;:;;g B
you to cater to a variety of user needs. @ ey ||
B3 Lookup Files
B3 Utlities
. Catalogues may be produced in alphabetical order by: --g Eii”“f » f
Lthority Lists
_=1 C:talogues
¢ Subject P
o T|t|e O Authar
e Author e
o Sel'leS & Forms L
e Topic
J Formats include:
e Detailed: full notes Full bibliographic and location
o Detailed: two lines of notes information with full, partial or
e Detailed: no notes no notes.
e Abbreviated Title, shelf location and copy information.
e Catalogue List Title, shelf location and barcode information.
) Restrictions include:
* gatt)?.logtged(Satte ranges There are many varieties of reports
¢ Fublication date ranges that can be produced, too numerous
* Alphabetical range . to illustrate here. It is recommended
*  Call Number (Shelf Location) range that you run trial reports to find the
e GMD formats that best suit your purposes.
e Resource Loan Categories
f Master - A [H[E E3 |2
Forms EEEEER|
Favourites M
The Forms print facility will allow you to print catalogue cards by author, title, subject and/or series. [ &5, "
m -

You are also able to produce barcode labels and spine labels for resources in a number of

C) Cataloguing
B3 Autharity Files

Always print a test report to paper first so you can select suitable stationery.

E7 Lankup Files
- Utities

€3 Reports

& Autharity Lists
Q Catalogues

& Forms

formats.

Cataloguing
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Cataloguing Examples

AfW provides a powerful cataloguing tool with a wealth of options to fit individual
cataloguing preferences and the numerous resource types in today’s libraries and media
centres. The cataloguing interface within AfW’s Management component provides an easy-
to-use cataloguing environment for your books, but also provides special options for non-
print resources such as: images, sound files, movie files, periodicals, computer files, web
pages, and equipment. This section will provide practical cataloguing examples and
improve your understanding of the screens and options available within AfW Management.

Each example assumes that Management/Cataloguing is open with the Accession tab page
active. If this is not the case, click Management in the AfW Menu and double-click on
Cataloguing. The Accession tab is automatically active when opened. To return to the
Accession tab page at any time, simply click it once.

% t anagement
----- ¢ Cataloguing
----- % Autharity Files
----- % Lookup Files
----- % Ltilities

As there can be large amounts of bibliographic information associated with any one resource, AfW uses tab
pages within the Cataloguing option to organise the information for display and editing. To switch between tab

pages when adding a resource, click the Save button, then click the next tab.
Example 1: Cataloguing a Book

Accession Tab

« To add a new title, click the New button in the top left hand corner of the Cataloguing tool bar.

Add: Cataloguing: Management: Alice

Title | [

200 illustrated science experiments for children / Robert J. B il

The agony and the ecstasy, a novel of Michelangelo.
Alabama / by Allan Carpenter,
Alazka 7 by Allan Carpenter.

All the king's men. / With a new intrad. by the authar, ;I
[ »

« In the field provided, type part or all of the new resource’s title then press <Enter> or click the Lookup button
at the end of the field. AfW automatically searches through your collection for the closest matching title and

displays this closest match in the centre of a look-up window.

Add: Cataloguing: Management: Alice

Title: |4 wrinkle it tirne: E

Words with wrinkled knees © animal poems / by Barbara Just;l
Works The complete tales and poems of Edgar Allen Poe, /
The "World of zcience,

wivamning 4 by Allan Carpenter,

Yaoung ghosts / edited by lzaac Azimay, Martin H. Ereenbert;l
4

0T

« At this point, there are three choices:
e New button: This title is a new title to be added to the collection.
¢ Duplicate button:
e Cancel:

Create a duplicate of the highlighted title in the look-up window.
Cancel the addition of this process — often used if you realise the title you are

trying to enter already exists and you wish, instead, to simply add copies to the

existing resource record.

« As this example focuses on adding a truly new resource to AfW, we would click the New button.
« A window appears in which spelling and punctuation may be checked. Click OK to proceed.

Add: Resource: Cataloguing: Management: Alice

Title [& wirinkle in time

Cataloguing

76




The following screen is a template for the new resource. Already in edit mode, the title you entered is
displayed and the GMD defaults to Text.

Cataloguing: Management: Alice o
| T Rl N
Resaceo,[[12 ol e L
oy wvorning / by Allan Carpenter. LI

BESSES 2
Accession || Catelonie || Gopes. || Revpods] | Bats. || Biillinedia || Preview, || HERC Hotes| ileAL
Title [4 wrinkle ir time = |
=
O
Statement of responsibility =
Author/Mames =l
el | -
Edition =
Additional edition ::I
Publisher By
Publication year —
Country of arigin ﬁ
Series j—
Ol B | i
Physical description
ISBNASSN ComtolMo|

The Duplicate button is useful if you
would like to catalogue encyclopaedias
as separate catalogue entries rather than
as copies of one entry. Duplicate a
record, then edit the volume information
for the duplicate.

As completely or briefly as you desire, complete the fields in this template. As noted previously, most fields
simply accept typing. Fields with the New and Delete buttons to their left dynamically access the authority
files when the New button is clicked. The Country of origin is selected using a drop-down menu. To enter a
Publisher, type part of the publisher's name, then click the Search button to the field’s right to access the
Publisher authority file. Select the correct publisher and click OK or click the New button for a new publisher.
When entering a new publisher, a publisher name and location may be entered.

When entering an ISBN, AfW performs a check to ensure the number entered is a valid ISBN. Invalid ISBNs
may be stored, but AfW will alert you to their presence.

When you have finished entering these details, click the Save button toward the left of the tool bar.

Catalogue Tab

Click the Catalogue tab then click the Edit button on the tool bar.

Cataloguing: Management: Alice

g [l 3

|ﬁ| ahll Bj @l Iitle Res Nol(}:l:{)l [ E"_I
Fesauee e, The 'warld of science.
1000001 & wrinkle in time
Wyorning / by Allan Carpenter.
4 i I
Accession | Copies | Keywordsl Partz | Multimedia Freview | MARC Notesl
Classification
Suffix
Department j
Motes d
[
Curriculum areas ;I
] ezl o
Suitable from j ta j
Subjects ;I
A ES =
KN — i
Topics ;I
el »
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« Inthis tab page, enter the Classification and Suffix of the new resource.

« If this resource was specifically purchased for a department, note this in the Department field. This is only
available if you own the AfW Book Hire module.

« The Notes field holds general notes or annotations you wish to attach to the record. If you wish to be specific
with regards to MARC standards for notes, the MARC Notes tab page should be used instead.

e Curriculum areas are set up in Management/Lookup Files/Areas. This field indicates the curriculum area(s)
that are relevant to this resource.

« Suitable from and to indicates the reading level range into which this resource fits. The reading levels are
set up in Management/Authority Files/Levels.

« Subjects are added using the New button. Clicking the New Subject button displays the following window.

Add: Subject: Cataloguing: Management: Alice 5[
Subject |science fic E
Science - Experiments - Juvenile literature. ;I
Science fichion, _I
SCIEMCE - GREAT ERITAIM
SCIEMCE - STUDY AND TEACHING
Sciertists - United States - Biography - Juvenile Iiterature._ILI
4 | I [

e Type the beginning of the subject you wish to add then press <Enter> or click the Lookup button at the end
of the field. In the same fashion as entering a new title, AfW will find the closest existing match within the
Subject authority file. If you find the subject you wish to enter, simply highlight it and click OK. If you wish to
add a new subject heading to the authority, click the New button, check the spelling and punctuation and
confirm its addition. As many subjects as desired may be added to a resource. Repeat the process above to
add additional subject.

« Topics is a user-definable and searchable index. This is not a part of the standard MARC record, but rather
a search index to provide solutions for local requirements.

Add: Topic: Cataloguing: Management: Alice

Topic

Literature - Mrs. Edwards

Earth Science - Cal. Paston :___I
_
=l

o | 2

Topics can be created within Management/Authority Files/Topic or can be created on-the-fly within the
Catalogue tab page. Topics can be used for any local searching needs. It is easiest to approach topics in
the same manner as subjects with one exception. Topics can be made to automatically expire if edited within
the authority file. To add a new topic on-the-fly, click the New topic button then select or add the desired
topic from the window depicted above.

« To move to the next tab page, click the Save button on the tool bar.
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Copies Tab

Click the Copies tab. To add a new copy, click the New button on the tool bar.
Add: Copies: Managment: Alice

Barcode |RO0236 2]

Enter the resource’s barcode by typing or scanning with a barcode reader. If the barcode is typed, simply
press <Enter> or click the OK button. If the barcode is scanned, the barcode reader will automatically click
OK for you.

1
Cataloguing: Management: Alice o

Title  Hes o)

(PP 2010 illustrated zperiments for children / Robert J. Brown, _I
00020 The agary an 2y, & novel of Michelangelo.
Alabama / by Allan Carpenter. ;I
: o
Aceession | [Eatalogue I Copies I Keywordsl Earts | A ultmedis | Eresie | s Notesl BRI |

507 BRO 0 -~ _F| iz
EF 5? ERO :: w

Item | Equipmert | I amtenatce |
[Change | Copy Ma. [0
& Loan category | General -
Classification | 507 Status |
suffis[BRO Accessioned [28/09/1399
Accession Mo, m Migzing/ Disposed
Cormment
Supplier ELI
Cost[oo0 ltemcode]
Order Ma. Diszection j
Ordered[
IvoiceMa.|

Location information is defined in Management/Authority Files/Location and is used to differentiate distinct
shelving locations in the library such as Reference, Audio Visual, or Periodicals that are separated from the
general collection. New locations should be added within the authority file. The location of a specific
resource may be noted within the Copies tab page by using the Location drop-down menu.

The Classification of a resource will default to that which was entered on the Catalogue tab page. As
copies of the same resource may be given different classifications, this may be noted here.

The Suffix of a resource defaults to the first three letters of the author’s last name. This may be edited on
the Copies tab page.

Accession numbers were previously used in libraries as the unique identifier of a resource for book
keeping. In the days of library automation, this has generally been replaced by the use of barcodes. If you
do not use accession numbers or wish the barcode numbers to act as your accession numbers, a system
parameter may be set to “Match accession numbers to barcodes”. This is found within
System/Parameters/Library on the Barcode tab page.

The Copy No field can be used to indicate a copy number stamped on the resource. This is most frequently
used when cataloguing textbooks. This field is only available if you own the AfW Book Hire module.

Each resource copy should have a Loan Category. Set up within Circulation/File/Resource Loan Category,

this category is used to group resources of like circulation policies. This is further discussed within the
Circulation section of this User Manual.
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« The Status of a resource indicates its current standing within the library. For example, a resource may be
noted as Accessioned, Catalogued, Missing, etc. AfW comes with some standard Status entries, but permits
the addition of those that suit local needs. Status entries are maintained within Management/Lookup
Files/Status.

« The Accessioned field indicates the date the resource was added to the collection.

« The Missing/Disposed field indicates the date the resource was determined to be missing or deliberately
disposed. If, during a Stocktake, a resource is not accounted for, its status will be changed to missing and
the date will be noted in the Missing/Disposed field automatically.

« The Comment field is a short, text field in which to make notes about this copy of the resource.

« The Supplier field accesses the Supplier authority file. First, set up the suppliers inside
Management/Authority Files/Supplier. When cataloguing, simply type part of the supplier's name and click

the Search button to the right of the supplier field. Highlight the correct supplier and click the OK button.

« Cost indicates the purchase price of the resource. When entering the cost, enter dollar and cents amounts
without the decimal point. AfW will automatically insert the decimal point.

o If desired, the order number and invoice number for this purchase can be noted.

« Item Code can be used to indicate the resource or stock code used to order the copy.

« The Dissection field can be used to indicate where the funds came from to purchase this resource.
Dissection codes are set up within the Acquisitions component of AfW and are accessed via a drop-down

menu.

« To move to the next tab page, click the Save button on the tool bar.

Keywords Tab

The Keywords tab page is used to manually enter keywords with which this resource can be found in Inquiry
(OPAC). As it is recommended that AfW’s automatic generation of keywords be used to facilitate full-text
searching, this tab page is normally only used for viewing the keywords as opposed to adding new ones. The
automatic generation of keywords option can be chosen within System/Parameters/Management and can be
individually turned on or off for words in the title, notes or edition areas.

Cataloguing: Management: Alice - IEIIﬂ
| |j| ahll Bj Ell Tile Res Nol(}:l:{)l | E"_I M
Posaace . [[Feldof e L
o wiwoming / by Allan Carpenter. LI
RS o]
Accession | Catalogue | Copies | Keywordsl Partz | Multimedia | Previewl MARC Notesl MARC |
MITOCHOMDRIA tMarual =
TIME Automatic
WRINKLE Automatic
H

The keywords tab shows both the keywords and their means of entry, i.e. Automatic or Manual.
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Parts Tab

Parts of a main resource indicate alternate titles or discrete works contained within the resource. To add a new
part, click on the Parts tab and click the New button. The New button behaves in the same manner as adding a
new title to the collection. Enter the name of the part, press <Enter> and either select an existing title that doesn’t
have any copies, or add a new title as the name of the part.

MARC Notes Tab

The MARC Notes tab allows strict MARC cataloguing rules to be followed with regards to the cataloguing of
notes. Notes in a MARC record can exist in various tags depending upon their content. During a MARC data
load, the MARC structure will be followed. During manual cataloguing, the specific notes’ structure may be
defined by clicking the New button, indicating the tag number and subfield letter. An example of this is displayed
below. If you do not wish to enter your notes into a specific MARC tag, you should enter them into the Notes field
on the Catalogue tab page.

Accessionl Cataloguel Copies | Keywordsl Parts | Multimedial Freview M

5 an introduction to understanding the character and ing

Example 2: Cataloguing other Resource Formats
Accession Tab

As with book items other resource formats may be catalogued in AfW. The most important difference in adding a
non-book resource is the need to change the GMD field from the default of Text.

: Cataloguing: Management: Alice = IEllil

b il =1 = T EEEE RN [ 2 g

| Frssueits :::izl:nE:[cde;.-’ Patricia Reilly Giff ; ilustrated by Blanche Sims. ;I
y loooooz F |

larida.

s o | »
-. Accession | [Eatalmgue [Capies: | Keywordsl E&rts | Aultmeda Ereview | FMEEE Notesl A |
Title|Flambards

Ll

GMD | Text =l

Statement of responsibiity| Sound Recording -
Author/Names Techrical Drawing
Ij @ Text
| | Transparency
Viden recording pas
E dition | #/orld ‘ide web 2

b

||

Additional edition
Publisher
Fublication year

Country of origin j
Series

] | K ||

Phyzical description

ISEMNASSN EontroINo.I

Enm

LL

This will result in a non-text GMD appearing next to the title of a resource in square brackets [ ], both in
Cataloguing and Inquiry.
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! Cataloguing: Management: Alice

B Iite Resnof<s[=b] | E]
Fizh Face / Patricia Reily Giff ; illustrated by Blanche Sims.
; H?ISDDDUD[ESzND' Flambards [Video recording]
Florida.
5 1] |
-. Acceszion | Catalogue Copies | Keywordsl Partz | Multimedia Preview | MARC Notesl MaRC |
Title [Flambaards =
=
GMD |Widen recarding j
Statement of responsibility :’
Author/M ames =
=l
- ﬂ@l | | |
4 Edition =
E Additional edition =
Publisher J 1
Publication vear
Country of origin j
Series e
5] 2 2
FPhysical description
ISENASSN Cantral No.l

If you are cataloguing World Wide Web sites or computer files, you will also need to insert the drive letter and file
name for a computer file, or the URL of the Web site you are cataloguing in the Physical description field.

: Cataloguing: Management: Alice

SOFTLINK Bl 1te Besto[=p] |

Elesaes s Silent invaders / by Hariette 5. Abels ; illustrated by Rodney and Barbara Furan ; edited by Howard Schroeder;l
o 000003 © |Softlink Intemational 'web Server [wWorld \wide Web]
v Sauth Caralina / by Allan Carpenter. LI
i o 2]
'. Accession | Catalogue Copies I Keywordsl Partz I Multimedia Preview | MaRC Notesl MaRC |
Title |Saftlink International 'web Server ;I
=
GMD [\w/orld wide Web |
Statement of rezponsibility j
Author/Mames =i
=l
- 1 P 2]
: Edition =
3 Addifional edition =
Publisher L.LI
Publication year
Country of origin j
Series frie
i 12| EV 1|
Physical description |softlink. cam.au
ISBM/ASSM EonlroINol

All other details for all other tab pages may be completed as in a book item. A barcode must be added if the item
is to be seen as available in Inquiry. When cataloguing a Web site or a Computer file, the barcode can be a
“phantom” barcode, e.g. W00001 might be your first Web site.
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Example 3: Cataloguing Equipment
Accession Tab

In the same manner as books are catalogued, pieces of equipment can also be catalogued and circulated using
AfW. Following the same cataloguing process as a book, equipment requires a title, a GMD of Equipment and a
copy specified by the barcode placed on the piece of equipment.

As described in the following example, catalogued equipment can be maintained and circulated as a library
resource and can also have its equipment details and maintenance record automated.

The example used is for an overhead projector.

Add a new resource to the collection with an appropriate title for the equipment piece.
Change the GMD to “Equipment”.

Click the Save button on the tool bar.

Click the Copies tab.

Click the New button, enter the equipment’s barcode and click OK.

arON =

Two new tab pages in the copies area are now available: Equipment and Maintenance.

" "
Cataloguing: Management: Alice =[] Cataloguing: Management: Alice [=[=]

OYERHEAD PROJECTOR

(Cvercoming cisability
O

inme
The owl and the pussy-cat |

Resource No.
1010823

Resource No.
1010823

Accesslunl Eataloguel Copies |Keywords| Earts | Multlmedlal Plewewl MERE Nolesl MERE Accesslunl Eataloguel Copies |Keywords| Farts | Multlmedlal Plewewl MERE Nolesl SRS

®d Rerlosts ®d Rerlosts
|~ |~

[tem | Equipment | I Efteranse | [tem | Equipment | Maintenance |

Description | Overhsad projector

Make | i
ke | Zomy 17M0BM995  Fix power cord

hiodel | DP-£51 20404938 Routine cleaning
Serial No. | 5-66234-2-0EM-3 LI
Engrawed [~ Date requested 7
Cost to library. W Missing [~ Maintenance required | Repair fan
Costtadonor [000 Datelastsighted |
comment| Last sighted by [ Diate action taken | 05071997
Building W Disposed — Comments on action taken | Repaired loose wire
Room[Lbrary | MWethod
Responsible statf | Lib Remark

The Equipment tab page allows details of equipment to be entered and stored such as the make, model and
serial number. The Maintenance tab page allows a history of maintenance requests and actions to be recorded.
Simply click the New button to add a maintenance request and date. When the requested maintenance is
performed, use the Edit button to record the date and a comment on the action taken.

If desired, use AfW to catalogue, circulate and inventory your equipment such as VCRs, TVs and projectors that
are scheduled for use.

Cataloguing

83



AW

Library
Automation
Software

5. Circulation



Introduction

The circulation component of AfW is the area in which you record resource transactions. Circulation allows resources to
be loaned out to borrowers and returned to the library. Circulation also maintains and follows your library policies
regarding who can loan out what resource type and for how many days. In addition, circulation manages fines and
overdues. In general, the Circulation area handles the distribution, return and policies regarding resources in your
library.

Clicking on the Circulation/Loans option on the AfW menu accesses the circulation features within AfW. This provides
access to the Loan, Booking, Reserve, Fine, and Return tabs with the Loan tab activated. The Circulate folder provides
four more access points to the same screen, but with each of the other tab pages active instead of Loan. These access
points are most commonly used for adding to one’s Favourites folder and in determining your security setup.

Planning Your Circulation Setup

The options within the Circulation/File folder define the rules associated with the circulation of the library resources.
The options that are involved in the Circulation setup include Borrower Loan Category (BLC) or borrower types,
Resource Loan Category (RLC) or loaning policies, fine schedules, and the calendar.

Although the policies by which your library runs can be changed at any time, it is wise to spend some time thinking
through the way in which you wish to define the Circulation setup. If you are running a school library, you may wish to
group all students into one BLC or separate them by scholastic year or other types of groupings. In a school library it
may also be advantageous to create a BLC for Teachers and Staff, holding them to different or less restricted
borrowing rules. If you are managing a special library, you may wish to create a different BLC for each department in
the organisation. These choices are fully user-definable.

The resources in the library may all fit into one “General” loaning policy (RLC) or perhaps it would be preferable to
create separate RLC’s for Fiction, Non Fiction, Audio/Visual, Reference, Equipment, Non-circulating, and Overnight
Loan resources. Again, these decisions are user-definable. Each resource copy should be given a RLC in
Management/Cataloguing/Copies tab page.

Having created BLCs and RLCs, it is now possible to define the length of time one type of borrower may have one type
of resource. For example, you may wish to allow Faculty staff to have Reference materials overnight, but restrict
Students from loaning them out at all. Likewise, in a school library if you separate the scholastic years into different
BLCs, you may wish to let older students loan out certain resource types for longer periods of time than younger
students. As an alternate example, in a medical library you may wish to let doctors and nurses loan out resources for a
longer period of time than interns or lab technicians. Each borrower must be given a BLC
Circulation/File/Borrower/Borrower tab page or this can be globally defined for a group of borrowers in
Circulation/Global Change/Loan Category).

If you charge fines for overdue resources, you may set up one general fine schedule such as 10¢ per day or you may

be as detailed as creating a fine schedule for each BLC/RLC. Fines may be charged for overdues on a per-day, flat-
fee, or grace-period basis. Define these within Circulation/File/Fine Schedule.
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Loans

Overview

When selecting Circulation/Loans, this is the window that appears. The cursor is automatically positioned in the Enter
barcode field and awaits a barcode or command.

1
J Circulate: Circulation: Alice o x|
ﬂl Enterborrowerl‘ |EI A Jlxl @lﬁl E
Barcode l— Lozation —
I= | Housebouns Category
Name L] You may manually
L] adjust the calculated
due date by clicking
Loan | Booking | Feserve | Fine I Fietun on the Date due
_ button. Do this for
Barcode Date due Call Mo Title -
exceptions to your
library rules.
d | |
’7 Hamamm;ictmnlﬂ_ DtharlU_J
T T ] ] =
‘ Enter barcode;| EIH ;J |J!Xi EF;’ ai Ej
The tool bar to the right of the Enter Barcode field consists of several buttons, which are explained below.
e Find Searches for all barcodes and commands that are scanned or typed into
the Enter Barcode field.
e Name Borrowers may be selected by name by using this button.
e Override Override a warning message and allow privilege.
e Finish Cancel current transaction.
e Borrower Displays current loans and loan history for selected borrower.
o ltem Used to lend an uncatalogued resource.
e Help Access to AfW help.

NOTE: You may scan any of the commands listed above that are on your Circulation Control Card. The command area
at the left of the enter barcode field will prompt you for the information AfW is awaiting.
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On the screen above, the borrower has overdue loans. The command area displays “Override or Finish”. Scan
OVERRIDE or click the green tick to allow further loans. Scan FINISH or click the red X to disallow further loans.
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Tab Colours
The circulation tabs may appear with a green, yellow or red background. These colours serve as a visual reminder to
the librarian. These colours are defined as follows.

e Greentab Ready to circulate or perform the action associated with the tab.
e Yellow tab The borrower has not yet been entered for this transaction.
e Redtab The transaction is restricted for this borrower.

Loan

To loan out a resource, scan the borrower’s barcode or find the borrower by name. When the name or barcode is
entered, the Loan tab will turn green indicating resources may now be scanned. Scan the resource barcode on each
resource the borrower wishes to have and the transaction is complete. It is that simple. The window below shows the
circulation screen in which two barcodes were scanned: Darla’s and then the resource’s. AfW automatically calculates
the due date according to your library policies.

Circulate: Circulation: Alice

Enter barcode I‘ =18
Student

I= | Heusebound

IENE Anderson,

Loan I Booking | Reserve I Fine | Return | Dispatch I

Barcode Date due Call No. Title:

05/10/1933  FIC DEL

1| i
IVHemaiming

Fictinn Dthern |

Switching to a New Borrower

When one borrower is finished and you wish to move on to the next, simply scan the next borrower barcode. As long
as unique barcodes are used among borrowers and resources combined, AfW knows the difference and will
automatically take you to the new borrower record, ready to loan out.

Temporary Resource Loan
To loan a resource not catalogued in AfW, select the borrower first, then click or scan ITEM. Enter a temporary barcode,

title, and Resource Loan Category to complete the loan.

Borrower Information
Click or scan BORROWER to view resources on loan to the selected borrower and their loan history.

AfW uses standard Windows display settings. If you would like to change the colours of the AfW screens,
simply change your Windows display settings.
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Information on Current Loans, Overdue Loans and Loan History

Circulate: Circulation: Alice

Student

Barcod: K

Loan Boaking Reserve Fine | Retumn I Dispatch |
ALL LOANS
Barcode Copy number  Retun Call No. Title

I 08/10/1999  FIC DEL Kitty from the start / Judy Delton. o
3019 04/00/2000  FIC ADL The fourth floor bwing and the skyscraper parade £ b
3025 04400/2000  FIC AlK The moon's revenge / by Joan Aiken ; illustrated by

Kl | i
" Overdue loans & Allloans € Loan history Ulél

When a borrower record is on screen, you may view all current loans, all overdue loans and the loan history for the

borrower. Click the Borrower button or scan. This will show all current loans. You may switch to other functions by
clicking the appropriate radio button.

For current and overdue loans, you may print out a listing by clicking the Print button in the bottom right hand corner of

the window. For current loans, you may renew loans, by highlighting the relevant loan record and clicking the Renew
button next to the Print button.

A borrower’s loan history may be reviewed by clicking on the Loan History radio button.

LOAN HISTORY
Barcode Retum Call Mo Title
3019 26/03/1933  FICADL The fourth floor twing and the skyscraper parade / by David &, 2
3025 274031993 FIC AlK The moon's revenge / by Joan Aiken ; ilustrated by Alan Lee.
3025 27031993 FICAlK The moon's revenge / by Joan Aiken ; illushated by Alan Lee.
3089 27/0341933  EBRO Arthur's Chiistrnas ¢ Mare Brown,
3140 27/03/1933  FICCOR The lemonade trick. / llustrated by Paul Galdore.
4 | |
" Owerdue loans Al loans () | ﬁl

Loan history will be purged periodically according to settings in the System Parameters.
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Within the circulation window, multiple means of accessing commands are available. If you are using the mouse, click
on the appropriate tab page or button. If you have your hands on the keyboard, simply type the name of a tab page or
command and press <Enter> to move to that area or perform the indicated command. Likewise, since much of the time

The Circulation Control Card

a barcode reader is in your hands, circulation allows command barcodes to be scanned.

Supplied with the AfW software is a Circulation Control Card. This card contains several barcode commands used
within circulation. You are also able to print the Circulation Control Card using the Forms option in System/Reports.

The Circulation Control card is reproduced below for reference.

r

CIRCULATION CONTROL CARD

!

T T B
T T T
T T T
T T T
T T 1 T T

Barcode Commands — scanned while viewing the circulation window
e BOOKING
e RESOURCE

Circulation

e OVERRIDE
e BORROWER
e PRINT

e LOAN

e FINE

e NAME

e |TEM

e SALE

e RETURN

e RESERVE
e RENEW

e FINISH

e DISK

Activates the Booking tab

For use with Rapid Retrospective

For authorised operators, issues an override command

For a borrower, displays the current resources on loan and loan history
Issues the print command

Activates the Loan tab

Activates the Fine tab

Opens the window in which borrowers can be selected by name
Used when loaning an uncatalogued resource

For use with the Library Services Module

Activates the Return tab

Activates the Reserve tab

Used while renewing an resource

Completes a transaction and clears the screen
For use with the Library Services module
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Circulate Folder

The following areas of Circulation can be accessed by simply clicking the desired tab on the circulation screen.
Additional access is provided through the Circulation/Circulate folder.

Bookings

- Bookings

- Reservations

Circulate: Circulation: Alice

Erter harcndel Bl ﬁ J X i aﬁ Em
Student
Barcod [T ) ’

I | Hlaus=bound

Anders a

Mame

(Lo Hanoking | FHesenvel | Fine I Fetum | Dispatchl

Barcode

Add: Booking: Circulate: Alice

Eaicode |R0254
Date | 28/03/1999

Frnmlﬂ_
Tolﬂ_

" This copy LI

4 Ay copy LI

~ Period

~Book

The Booking tab offers a means of booking resources for future use on a user defined time basis. Bookings may not
currently span days (the Advanced Bookings section of the Library Services module is available for in depth handling of
multiple day scheduling, resource routing and per-copy minimisation of use). To book a resource, it must first have a
RLC defined as a part-day loan. This is defined by a check box in Circulation/File/Resource Loan Category. Click the
New button on the right column of the Bookings tab page then enter the requested information:

Barcode
Date
Period from
Period to
Book

The barcode of the resource to be booked.

The date on which the resource is requested.

The first hour or time slot of the day the resource is needed.
The last hour or time slot of the day the resource is needed.
Specify whether any copy or a particular copy is requested

If you do not know the barcode of the resource to be booked, you may use the Grab button in Inquiry to copy the
resource and then use the Put button to paste the resource into the Booking tab page. This process uses AfW’s
multitasking capabilities and demonstrates its fully-integrated design.

Circulation
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Reservations

Circulate: Circulation: Alice

| Enter barcode|| EJVI it I J I XI E’;I hl ﬁ-
Student L
Barcode [T DY HALL)

I~ Housebound

Loan Booking Reserve Fine I Fieturn | Dispatchl

Barcade Expires Avvailable
26/10/1333 M

Title

The Reserve tab page allows borrowers to request resources that are currently on loan. Borrower requests are held in a
queue sequenced in the order in which the requests were made. When a resource is returned for which there is a
Reservation, AfW will alert the librarian and permit a Reserve Notice to be printed and sent to the borrower. When the
borrower next uses the library, a message will alert the librarian that a requested resource is now available. As with
bookings, the New or Grab buttons may be used to add a reservation.

Fines

Circulate: Circulation: Alice

Student

When adding, editing, or
receiving payment on a fine, you
do not need to type the decimal
point.

Barcode
™ | Hensebaurd

IWEIEY Anderson, Darla

Loan Booking Feserve Fine: | Fieturn I Dispatchl

Date Amount Fine description
2 39 15.00 Damaged books - Anderson, Darla - -

Fines for overdue resources
are automatically calculated
=l based on the Fine Schedule

Total 15.00

The Fine tab displays fines that were automatically generated according to the system parameters for overdue
resources and also allows manual fine entries to be created. Authorised operators, can also edit, partially pay, pay in
full, and delete fines.

Help  Access to AfW help.

Add  Add a fine manually.

Edit Edit the selected fine.

Delete Delete the selected fine

IRE R =R =]

Pay Receive payment for selected fine. Partial payments are accepted.

y
i,
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Returns

- [o]x]
Enter ITEM barcods gl & /Xl =1 ME
Student
Barcode Location
I= | Housebound Categary
Mame ;I
Laoan I Bocking I Reseve I Fine I Return
Barcode |3221 D ate returned
Title |R ainbow prehistaric lfe encyclopedia / [authar, bark Lambert ; ediar, ;I IDQ’.ID?211 e
&.drian Sington] * Today
= £ Yesterday
Author |Lambert, Mark 1946- ; Singtan, Adrian ' Other
Call Mo. |560 RAM
Statuz |[Catalogued
Accession Mo, |000726
Laan categany |General . e
Borrower [&nderson, Darla STUDY HALL =] Accessioned |04/06/1337
=l Cost [15.20

The Return tab page allows rapid scanning of resources. When a resource barcode

Use the Date
returned radio
buttons to note
the day on which
resources were
returned, if they

are being scanned
in on a different
day.

If a resource is returned
damaged, use the Status
button to change the
status to “Disposed”.

is scanned into the Return tab

page. AfW will provide status information on the screen in case it is of importance to the librarian. The information
displayed includes the borrower who had the book and their details on the lower portion of the tab page as well as
resource information on the upper half of the tab page. The Status button can be used to make changes to the status
of a resource immediately upon its return. If a resource is overdue, the number of days overdue will appear in red type

above the loan tab.

The Date returned area allows the librarian to return resources as of today, yesterday or another date. This is useful
when scanning books in the morning that were returned the previous day, if borrowers are being allocated fines for late

items.

No keystrokes or commands are necessary between resources being returned, if no message is displayed.

Circulation Warning Messages

While circulating resources, AfW will provide warning messages to alert you to events such as unauthorised loans,
overdue resources, fines, etc. The following tables list the possible warning messages and the corrective actions that

may be taken for each.

Warning Messages on Returns

NOTE: Words or numbers noted in /falics are merely examples. Your data may be different.

Warning Message

Reason / Corrective Action

Resource marked as Missing on
01/01/98

until the next Shutdown .

(see: Warning Messages on Loans). Resource status may be
changed by clicking the Status button on the Return tab page or

Resource not currently loaned

This resource is not recorded as being on loan.

Overdue by 70 days

This resource is overdue by 70 days.

Fine is 5.00

An overdue fine of 5.00 has been charged to the borrower.
Change the fine amount if you wish by the Override button. *

Barcode 009876 is invalid

(see: Warning Messages on Loans)

* Qverrides are only permitted for operators with the appropriate security settings.

Circulation
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Warning Messages on Loans

Q

NOTE: Words or numbers noted in /talics are merely examples. Your data may be different.

Warning Message

Reason / Corrective Action

Unauthorised loan. Resource
Category of resource 1234 is
Unknown.

This resource has not been assigned a Resource Loan Category.
Assign a Loan Category in Management/Cataloguing/Copies tab
page. Look in System/Parameters/Management to see that
“Default resource loan categories” for Fiction and Non-Fiction
resources is not blank.

Unauthorised loan. Resource
Category of resource 1234 is
General.

Look in the borrower information at the top of the screen and see
that this borrower has been assigned a Loan Category. Look in
Circulation/File/Borrower Loan Category and see that the “Master
Due Date” is not in the past. Also look in Circulation/File/Borrower
Loan Category/Loans button to check that a “Fixed due date” is
not in the past.

The maximum permitted loans in the ‘Other’ Limit Category has

r'\gi)é'hrggm Other loans beep reached. Click 'the Qverride button to aIIon the Ioap ?f
desired. If you would like this resource to have a different Limit
Category, change the Limit Category for its Resource Loan
Category in Circulation/File/Resource Loan Category *

Maximum ‘Jtems’ loans The maximum permitted Ioan_s in'the ‘tems’ Limit Category has

reached been reached. Do not permit this loan, or click the Override

button to allow the loan if desired. *

Overdue Loan(s)

This borrower has overdue loans. Do not permit this loan or click
Override to allow the loan. *

Outstanding Fines (5.00)

This borrower has outstanding fines exceeding the Fine Borrowing
Limit as defined in the Borrower Loan Category. Do not permit
further loans, or Override to permit loans. *

Barcode 009876 is invalid

AfW does not recognise this barcode as being a part of the
catalogue. Check to see that this resource has been catalogued
and ensure that the correct barcode has been assigned in AfW.
Use the ITEM loan if you do not wish to permanently catalogue this
resource, but wish to loan it as a temporary resource.

See if the barcode in the warning message matches that on the
barcode label. This may have been a mis-scan. If this error occurs
regularly, you may need to set a “Special Barcode Formula”.
Consult with the Softlink support staff if this is the case.

Resource already on loan to
Anderson, Darla

This resource is already recorded as being on loan to another
borrower. Return the resource, then loan it to the new borrower.

Resource marked as Missing
on 01/01/98

The Status of this resource is “Missing” with a “Missing/Disposed”
date of 01/01/98. The loan will be permitted.

Resource 1234 is Reserved

This resource is reserved by another borrower. Do not permit the
loan, or Override to allow the loan. *

No Books on Witchcraft!

Borrower message will now
be cleared

This is the borrower's alert message as entered in
Circulation/File/Borrower. Clear this message by clicking the red X
button, or keep the message by clicking the green v* button.

* Overrides are only permitted for operators with the appropriate security settings.

Circulation
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Overview

There are two general ways to input all your borrowers into AfW. The easiest way is simply to export the borrowers
from your administration software and import the file into AfW. The second way of entering borrowers is to do it

File Folder

manually. Manual entry or editing is accomplished in the Circulation/File/Borrower option.

The other options within the Circulation/File folder define the rules associated with the circulation of the library

resources. Examples of Circulation/File options include: BLC’s or borrower policies, RLC’s or loaning policies, fine

schedules and the calendar.

Borrower (Editing and Maintenance)

To open the Borrower option, select Circulation/File/Borrower from the AfW menu.

Borrower Tab page

Borrower Details: Circulation: Alice

1014 Beral, Jogeph Todd [MATH, P3)
1015 Beral, Kristin [HISTORY
0 Eonham, Jagon E. [SCIEMCE]

1033 Bush, Steve (HISTORY)
1071 Cifaloglio, Peter [SCIENCE]

Borroweer I Sdiess I Cimits: | [mege

Barcode [Change
Bormawer typem
Sumamem
Given namelF

Masterl E

Carnment

Sen [MAF] Male 'l

Department|S CIENCE

£ £ Circulation
N
0% Loans
| .
- ~E3 Circulate
¥ 3
I Special | Cortrant I {:} ED”DWE[
Loan category IAdministration j .
Housebound [~ -~ Fine Schedule
—Membership———————
O & Rezource Loan Category
Expiy | -~ Bormower Loan Categon
—Loan Limits———————————— Ealendar
Fictionlﬁ {:}
-~ Owerdue Meszages
Dther|5

Messagel

Tool Bar Functions

Add

Edit

Delete
Search
Name
Barcode

€«

>

e Group Display
e Help

Circulation

Add a new borrower

Edit the selected borrower
Delete the selected borrower
Search by surname or barcode
Sort by Name

Sort by barcode

Browse previous borrower
Browse next borrower

Group information

Access to AfW help
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The Borrower tab page holds general information about the highlighted borrower. It is on this tab page that the New
button is used to manually add a new borrower. New borrowers are added by clicking the New button at the left end of
the tool bar, entering the borrower barcode, choosing a borrower type, then clicking OK, and filling in the tab page. As
a minimum, borrowers should have a name, a barcode, a loan category, and loan limits.

Clicking the New button allows a new borrower’'s barcode number to be entered using the keyboard or a barcode

reader. The Borrower type may be selected from a look up. Different Borrower types will store different information
unique to that Borrower type.

Borrower Type - Student

Circulation

E orrower | Addiess | LCirmits | |mage I Special I [Eartrach |
Barcode [Efiarge Loatn categary I Grade 3 = I
Borrower bype |5 tudent vI [Ehanae Housebound [
Sumame |&nderson - b= e
. Start |08./07/1997
Given name |0 arla | [——
E=piry
Master| E — Loan Limits—————————————
et Fiction|5
Sex [M/F]|Female vl
Student code |570-34-0344
Date of birth|12/05/1987
Scholastic year |3 Dther|5
Foll elass [STUDY HAL
b essagel
Borrower Type — Staff
Borrower I Address I LCimitts: | Iy ifis = I Specral | [Cantraet |
Barcode g0 [EHiarige Laat categary I Staff 'I
Borrower type |5 taff vI [Ehanae Housebound [~
_—— — Membership
Sumame|Zeigler —
) Start |03/07/1937
Given name |J eff - S
E xpiry
s E —Loan Limits———————————————
Gt Fiction[&
Sex [MAF]|Male vI
Diepartment|STAFF, Rkl
DtherIS
Message
Borrower Type- External
Eorrower | Addrezs I Limnits: | mage | Specia I [Eartract |
Barcodem [EHarae Loan categorylExternaI 'l
Borrawer type |External vI [EHange Houszebound [~
P —— — Membership
Surname | Durine
5 Start
Given name |Fobert
E =piry
Liass E —Loan Limits——————————————————
Commert Fiction |5_
Sex [MAF]|Male vl
Dther|5
Meszage
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Borrower Type — Institution

B omower | Address | LCimnitts: | Inage I SpeciE | [Eartract
Barcode 3 [Eharge Loan category I Institution = l
Borrawer type |Institution vI Ehange Housebound [~
Mame | S oftlink Europe - iemibeits
Stark
Epiry
st E —LoanLimits———————————————
Camment Fiction[20
a ther|2D
) essagel

Once the barcode and Borrower type have been entered, details about the borrower may be edited. You
should enter a barcode number, Surname, Given name, choose a Loan category (BLC), and enter into the
Loan Limits area how many resources this person is allowed to have at once. The Loan Limits area can be
defined globally for a group of borrowers so that your job is made easier when entering large numbers of
This can be done globally in

students or making changes to borrower data files loaded into AfW.

Circulation/Global Change/Limits.

(1 abl| B2 || Mame Barcode| <0|=x| 63

=

100
o0z
1003
1025
1014
<]

Anderzon, Darla [STUDY HALL)
Arnias, Mark [MATH. P3]

Arnald, Camille Eliz [MR. JOMES]
Bazzell. Becky [MA. JOMES)
Beral, Jozeph Todd [MATH, P3)

Bamawer |

Barrower t_l,JpeIStudent

Gi

Student code

Address I
Barcodel'l ool

Limits |

Surname [&nderson

wven hame |Darla

Change

'l Change

Image

M aster

5

Commentl
Sex [MAF)|Female =

570-34-0344

Date of birth|1 2/05/1987

Schal

lastic yearls
Rall cIassISTUDY HAL

|

| Special I [Santiact

E T

Loan category I Grade 5

Houzebound [
— Membership

EHpir_l,lI

Start IDE;’D?H 957

r— Loan Limits

DtherIE

Fiction|5

Messagel

|

The membership start
and expiry date is not
mandatory and can be
left blank for indefinite
membership.

e Barcode

o Borrower type

e« Surname
« Given name
e Master

e Comment
e Sex

Circulation

This field displays the barcode entered for the borrower. The Change button allows a borrower

barcode to be changed in the event a barcode is damaged or lost.

The borrower’s family name.
A borrower’s first name.

The name of the borrower who is responsible for this borrower’s library transactions. This is
generally used in public libraries where parents are responsible for younger children’s
transactions (overdues and fines). For school and special libraries, this will generally be left

blank.

A field to hold brief, text notes regarding this borrower.

The gender of borrower

The broad borrower group the borrower belongs to.
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e Student Code This field is used to hold the unique number for a borrower that is used within an administration
system. This allows an export from the administration system to be imported into AfW,
accounting for new and updated borrower information. This process is discussed in the data
loading section.

o Date of birth A borrower’s birth date in the date format specified in the system parameters.
« Scholastic year In a school library, a borrower’s scholastic year number
e Roll Class The roll class, registration group/class code for the borrower.
« Message The text will be displayed as an alert message when the borrower is scanned or entered in loans.
« Loan category  The loan category, or borrower policy, of this borrower.
e« Membership Allows the start and expiry dates of a borrower's membership to be entered.
e Loan Limits The number of loans allowed for each of the categories that you have defined in the Circulation
system parameters.
Borrower information can be loaded via a delimited file transfer from an administration database. Using this
borrower transfer feature to add and update AfW saves valuable time that would otherwise be spent typing.
The Borrower type may be changed if necessary, however this should be used with caution as not all
information may be transferred. The tab page will remain in Edit mode for you to add information as
necessary.
Address Tab

Borrower Details: Circulation: Alice

WName Barcode
Anderson, Darla (STUDY HALL] =
Arias, Mark [MATH. P3]

Anold, Camile Elis (MR, JONES)

Bazzel, Becky MR, JOMES)

Beral, Jozeph Todd [MATH, P3) ;I

Bormower Address Limnits | Image Special [Earitract |

Mailing title Jll
Address B3

The address tab holds mailing address information as well as contact name and phone number data. The address
entered in these fields will be used as the mailing address for Overdue Notices.
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Limits Tab

9D| ah|l @l I . Name Barcodeld:nln:{}l n-
100 Anderson, Darla (STUDY HALL) =
1002 Arias, Mark [MATH, P3)
1002 Arnold, Camille Elis (MP. JOMES)
1025 Bazzell, Becky [MR. JOMWES)
104 Beral, Jozeph Todd [MATH, P3) LI
4] | |
Borower | Address | Image | Special | [Eantrast |
Book hire member [~ ~ Delivery 1
— Restrictive Laan Mode I ae l
Categony I = l Daps required for deliveny IU_
Limit I a Drays required for retumn IU_
i~ Digk Production —Delivery 2
Immediate [~ Mode lﬁ
Diata format I Ukharc jv Drays required for deliverny ID_
Sales discount [0.00 3% Days required far return |D_
— Deliverny —Deliveny 3
Diay I_ Mode I ¥ l
Route I_ Dapz required for deliveny ID_
Drop order I_ Days required for retum ID_

The limits tab is only used if you have purchased the, Book Hire, or Library Services modules.

« Book hire member

This check box, when checked, indicates the borrower is allowed to loan out Book hire resources. This
parameter default can be set within the book hire parameters.

« Restrictive Loan

When using the Contract FRC in Library Services, the Category field defines the category from which this

borrower is allowed to borrow resources. The Limit field indicates how many total loan transactions they are
allowed to make.

o Delivery

For users of the Advanced Bookings section of the Library Services module, these are the delivery modes for

shipping resources to borrowers. Delivery modes track lead time and lag time for the shipment and receipt of
library resources.

Image Tab

& [arla [5

Arias, Mark [MATH

Anold, Camile Elis (MR, JONES)
Bazzel, Becky MR, JOMES)
Beral, Jozeph Todd [MATH, P3)

Bormower | Address | Limnits | Image | Special [Earitract |
Borrower images can be used
imge i PR

for identification at the point of
issue for borrowers wishing to
loan out library resources.

If you have purchased the Multimedia module, an image can be attached to borrower records. The Circulation system

parameters indicate where borrower images are held and the Image File field on the Image tab indicates the file name
of a particular borrower’s image.
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Special Tab
aDI ahll @I I - Mame Barcodel(}:l:{}l ﬂ-

1001 Anderson, Darla [STUDY HALL) -

1002 Arias, Mark [MATH, P3)

1003 Armold. Camille Elis (MFB. JOMES)

1025 Bazzell, Becky [MR. JOMES)

1014 Beral, Jozeph Todd [MATH, P3) LI

« | i
Borrower I Address | Lirnits I Image [Cantact I

Special 1 | Special 2 I

Contact 1 Marne: |kMrs. Teny Anderson

Contact 1 Phone:|284-4932

Contact 2 Mame:
Contact 2 Phone:

The Special tab page allows each user-definable field that has been given a name within the Circulation system
parameters to contain additional information related to the borrower. These fields are generally not necessary, but are
available if local requirements for borrower information go beyond the standard fields available on the other tab pages.
Unnamed special fields will appear completely blank, as shown beneath “Contact 1 Phone” above. There are 20 fields
customisable fields, evenly split between two subtab pages.

Fine Schedule

i IS B3
! (1] abl] £ l_gl
[ G General Fine 000 N
; P Periodical Fine 0.00 _I
| =l When setting up
4 | »l fine amounts all
Code[P amounts should be
Description [Feriodical Fine entered in cents,
Overdue surcharge [0.00 W|th0ut the
Overdue per day |0.25 * decimal pOint.
Fieplacement surcharge ID.DD
Item replacement |0 % *
Finirmurm fine armouat {0.00

If you charge your borrowers fines for overdue resources, you may set up one or more fine schedules to govern the
calculation of fines. If you do not charge fines, you may skip this task.

If you charge the same fines for all your resources no matter what person borrowed them, you need only add one fine

schedule. For example, you could enter a code of “G” with a description of “General Fine” that had a “per day” cost of
10¢.

Circulation 99



If you charge different types of fines, depending upon who or what was loaned, you may add additional fine schedules.

e Code A single-character code for the fine type.

e Description A text description of the fine schedule.

e Overdue surcharge A fixed or permanent cost that will be charged, i.e. a fixed cost of $2 means $2 will
be charged no matter what for an overdue resource.*

e Overdue per day A per-day cost to be charged.

o Replacement surcharge A fixed fine associated with a lost book.

e Item replacement If lost, the percentage of the resource’s Cost that will be charged.

e Minimum fine amount Overdue fines must accumulate to this amount before AfW will charge the borrower
afine. *

Assigning a maximum Fine amount
The combination of the Replacement surcharge and Item replacement act as a cap on fines. Overdue charges will stop
accumulating when the fine has reached the Replacement surcharge + the Item replacement.

*Defining Grace Periods:

The Fines feature in AfW is very flexible, and allows you to assign any fine schedule you would like. In defining grace
periods, AfW offers two options:

EXAMPLE 1: Let’s say you wanted to charge $0.10 per day for overdue resources, offer a grace period of 2 days, and
have the charges start on day 3. To accomplish this, enter negative 20¢ (-020) in the “Overdue Surcharge” area and
10¢ into the “Overdue Per Day” area. Negative fines are calculated to be zero, i.e. nothing due. Therefore, AfW will
have to count up to zero before charging a fine of $0.10 on the third day. When setting the negative amount in the
overdue surcharge, it MUST be in parenthesis. (-020)

EXAMPLE 2: Let's say you wanted to charge $0.10 per day for overdue resources, offer a grace period of 2 days, but
have the entire fine charged on day 3. To accomplish this, enter O (zero) in the “Overdue Surcharge” area and 10¢ into
the “Overdue Per Day” area. Then set the “Minimum Fine Amount” to $0.20. AfW will not actually charge the fine until it
reaches the minimum fine amount. Therefore, after the two day grace period, a fine of $0.30 will be charged on day 3.

Because a replacement resource will cost more || Do not leave the Replacement surcharge at $0. If the
today than it did when you purchased it, AfW || cost of the overdue resource has not been catalogued or
allows you to set the Item Replacement percentage | | is left at $0, NO fine will ever be charged because the
to a number greater than 100%. This can account | | maximum fine amount will be $0. Set an amount,
for the increase in cost of the resource if it is ever || possibly for administration costs associated with
lost and needs to be replaced. replacement, so that fines will always be charged.
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Fine Schedule - Worksheet

The set-up of RLCs versus BLCs determines how long different borrower types can loan out different resource
types from your library. This can sometimes be difficult to picture or decide. The following chart may be of help

in setting up your library. Remember the definitions are:

. RLC: Resource Loan Category — types of loaning policies in your library
. BLC: Borrower Loan Category — types of borrowers that will use your library

RLC —» Audio Equipment General Periodicals | Reference
BLC Visual
Year 7 Days: 10 Days: 2
Fine: G Fine: G
Year 8 Days: 10 Days: 2
Fine: G Fine: G
Year 9 Days: 10 Days: 2
Fine: G Fine: G
Admin. Days: 1 Days: 1 Days: 15 Days: 5 Days: 1
Fine: G Fine: G Fine: G Fine: G Fine: G
Teachers | Days: 1 Days: 1 Days: 15 Days: 10 Days: 1
Fine: G Fine: G Fine: G Fine: G Fine: G

In the example above, borrowers in Years 7, 8, and 9 are treated the same: General resources 10 days, Periodicals 2
days. Admin. borrowers can take AV and Equipment for 1 day, General resources 15 days, Periodicals 5 days and
Reference 1 day. Each type of borrower is charged a “G” General fine for any overdue resource.

Each RLC/BLC combination, requires a length of time in days. If left undefined, it is assumed the loan is not permitted.

Each RLC/BLC combination may have the same or a different fine schedule to determine what fine, if any, is
calculated.

Write in the chart below as a worksheet:

RLC —

BLC !
Days: Days: Days: Days: Days:
Fine: Fine: Fine: Fine: Fine:
Days: Days: Days: Days: Days:
Fine: Fine: Fine: Fine: Fine:
Days: Days: Days: Days: Days:
Fine: Fine: Fine: Fine: Fine:
Days: Days: Days: Days: Days:
Fine: Fine: Fine: Fine: Fine:
Days: Days: Days: Days: Days:
Fine: | Fine: Fine: Fine: Fine:

o “Days:” determines the number of days before the resource is due back.
e “Fine:” determines which fine schedule will be followed if you charge fines.

Use the blank chart as a worksheet to determine what RLCs and BLCs you wish to use. At the category
intersections, enter the number of days the loan is permitted to last and the fine type, if any, that will be charged
if overdue.

Fines will be calculated for every day a resource is overdue, including closed days, unless you have set in the
System/Parameters/Circulation to have fines charged for open days only.
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Resource Loan Category (RLC)

P |

| al::hll%l I a El

oo M

Code |A_

Audio Visual -
E quipment

General
=

Periodical

Description |Audio Yisual

Limit categary | Other

| Contract fee RC
Part day [~

Biook hire [~

Advance booking [

[

A Resource Loan Category (RLC), or loaning policy, is a group to which resources in your library belong that defines
their circulation characteristics, e.g. General (this could be split into Fiction and Non-Fiction), Audio Visual, Equipment,
Overnight, Reference and Periodicals. A different RLC is required for each group of resources that are circulated
differently.

In this area, add each of the RLCs you think you will use. Remember that you may make changes to this in the future.

Code
Description
Limit category
Contract fee RC
Part day

Book hire

Advance booking

A single-character code for the RLC.

A text description of the RLC.

As setup in the parameters area, the category you wish this RLC to be part of, with
respect to how many resources a person may borrow.

Only for use with the Library Services module. If you do not have this module, leave
this blank.

Check this if the resource can only be borrowed for individual hours or periods during
the day.

If you are using the Book Hire module check this box if this loaning policy is a part of
the book hire scheme.

If you are using the Advance Bookings section of Library Services check this box if the
resources may be scheduled via Advance Bookings.

Keep it simple. If your fiction, non-fiction, and easy reader books all circulate
for the same length of time and to the same borrowers, create one “General’
RLC rather than separate categories for each.
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Borrower Loan Category (BLC)

Keep it simple. If your
: = first, second, and third
3 E_ scholastic year
¢ [ Ofani 3] [ El 2] students are all allowed
Code[5 Audio Visual 5 G to have the same
Description 5t Eupment = & " resources for the same
Master due date Periodical 10 G i length of time, create
Fine borowing lmit [3.00° — one BLC for “Scholastic
_S:zo;;zéoan categary IAudlo Wisual years 1-3" rather than
& Fiedlerat 5 Day) separate categories for
{1 Fived diie date I— each. Remember,
1 Bt dayonly these are Only
Fine schedulelﬁeneral Fine j + examples. You may
~Due date label your BLCs as you
Calculated [14/07/133a see fit. Also refer to
Effective [17/06/1358 L earlier sections of this
Laans possible [7 i manual for information
" on BLC’s

A Borrower Loan Category or BLC is a group to which borrowers in your library belong that defines their circulation
characteristics, e.g.: Year 7, 8, 9, Administration, Staff. Different BLCs exist because borrowers in these groupings are

allowed to borrow resources from different RLCs for different amounts of time.

It may be that you circulate AV

resources to scholastic years 7, 8, and 9 overnight, but allow Administration and Staff borrowers to have AV material

for 5 days.

In this area, add each of the BLCs you think you will use. Remember that you may make changes to this in the future.
In a school you may wish to separate borrowers by scholastic year level or merely make the distinction of Student,

Teachers and Staff.

Left window:
Code:
Description:
Master due date:

Fine borrowing limit:

Maintain (open folder) button:

Right window:
Loan Period:
Fixed length :
Fixed due date :

Part day only :
Fine schedule:

Due Date:

A single-character code for the RLC.

A text description of the RLC.

This date is usually entered as the date at the end of the semester, term, or year, that
you would like to start trying to get resources back.

This is the monetary limit of a borrower’s fines at which you decide not to loan books
out anymore. For example, if you stop loaning out books to someone if he or she has
a fine of over $2.00, you would enter 200 here.

Allows you to add each RLC that can be loaned out by borrowers in this BLC, and
define how long they can keep the resource and what fines will be charged if the
resource is overdue.

Sets how long this BLC can have resources of this RLC.

The number of days that a borrower my have resources with this RLC.

Borrower’s with this BLC may have resources with this RLC until specified date, no
matter what date the resource was loaned.

Borrowers with this BLC may have resources with this RLC for part of a day only.

If you charge fines, select which fine schedule you will use (as previously set up in the
Fine Schedule option).

This is automatically calculated according to your entries to let you know how this
RLC/BLC combination will be handled. It also lets you know if loans are possible.

To define what RLCs are available to a BLC, highlight the BLC and click the Maintain (open folder) button. This
will display the window to the far right where loan periods and fines can be defined.
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Calendar

| B

03/07/M1938 Wwednesday M 1]
09/07/1938  Thursday N 2
10/07/1998  Friday M 0
11/07/1998  Saturday N 0
12/07/1998  Sunday N 0

Date [09407 41998

Generate |
Holidays |
[Eyele |
Day | Thursday Purge |

Libramy open [~

Oyt Generate: Calendar: Circulation: Alice ]|

Loans|2 Calend 1998
Inquies————————————————— Lib q alEn ar-lflearl
Stafflnquir_l,llﬂ 1orary LIpen
oPac[d ™ Sunday W wWednesday Cancel |
SETID W Manday W Thursday
W Tuesday v Friday
[ Saturday

So that AfW knows which days the library is open and to keep loan and inquiry statistics, a calendar year must be
generated. To generate a new calendar year use the following steps:

« Open the Circulation/File/Calendar option.

« The main window depicted (top left image) appears on the screen.

« Click the Generate button to reveal the Calendar Generation (top right image) window.
« Enter the year you wish to generate.

« Ensure the check marks properly indicate which days the library is open.

« Click the OK button to generate the calendar.

It is recommended that a calendar be generated for the current year and the following year as well.

-[Dates
ok,
From [17/07/1954 _
To[06/03/1538 ﬂl
Holidays:

Single days can be toggled between open and closed by pointing to the day in the calendar, clicking the Edit button
and toggling the tick in the Library open checkbox. To define a span of days as a holiday, click the Holiday button.
The Holidays window appears (above) and allows a date range to be entered. Enter the first and last days the library
will be closed and click the OK button.

mn L

Purge: Calendar: Circulation: Alice x|

Calendar year o purge I'I 997 Ok I
&l associated data will be deleted. Cancel |

Purge past years:

To purge past years from the calendar, click the Purge button. The Purge window (above) appears. Enter the
calendar year to purge and click the OK button. It is recommended that the current year be kept, but past years should
be purged as soon as their statistics are no longer required.

Overdue Messages: Circulation: Alice = =1 S
Overdue Messages [Ol=lR] [ Bl il
This option allows you to add messages to be included on SRR s oy iy jl
Individual Overdue Notices. Messages can be customised based
on how many days a resource is overdue. This message will =l
appear on overdue notices against individual resources. Days[z_
MessagelPIease return ta the library ag zoon az possible
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Global Change

The global change options within circulation allow for global processing of borrower records. Borrowers can be “rolled
up” to the next scholastic year level, have their loan limits set, and have their Borrower Loan Category set. If you are
using the Book Hire module, you can globally assign borrowers the permission to loan out textbooks. Borrowers can
be globally deleted by scholastic year, for easy removal of the scholastic year level that has graduated from a school.
Borrowers with outstanding loans or fines will not be deleted when the global deletion is run.

Scholastic Year

% ncrement all sudent scholastic vears

[ Decrement rather thar increment

" Change one student scholastic year
Current zcholaztic _I,Iearl

Mew zcholastic _I,Iearl
Roll Clazs

Thiz roll clazs option allows the roll class to be changed as well. The
scholastic year iz still included.

[ Also change ol class

The Scholastic Year global change option allows the scholastic year field in the borrower data to be globally
incremented. For example, at the beginning of the school year, the library should run this function to move each
borrower into the next scholastic year, i.e. a Year 7 will become 8.

The also increment roll class feature should only be used if you are using sequential codes in the roll class field. If
you are using teacher names or room names as the student’s roll class, DO NOT run this function.

The decrement feature can be used to reverse the results of having mistakenly run the increment feature. If you have

incremented the Roll Class in error in addition to the Scholastic Year, you will need to tick also increment roll class to
decrement it using this operation.
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Limits

7 |

" Staff
™ Institution
™ Extemal

= Scholastic year

e te Iimitl
Generall

— Lirnik ko

Other I_

The Limits global change option allows the lending limits, pertaining to the limit categories setup within
System/Parameters/Circulation, to be changed globally for a set of borrowers. When the Students check box is ticked,
the entry of a Scholastic year is required. If the change you wish to make involves more than one scholastic year, each
must be done separately. Simply click on the check boxes indicating who will be affected by the change, enter the
student Scholastic year if appropriate, enter the number of loans to Limit the group to and click the OK button.

Loan Category

Loan Category: ... M= E3

s @

—Who
v Students

[ Staff

[ Estemnal
[ Imstitution
— Scholastic year

Year to updateIE

— Borrower loan category

IErade a j

The Loan Category global change allows borrowers to be globally moved to a new BLC, based upon their borrower
type and scholastic year. At the beginning of a school year, it is necessary to move all borrowers to their new BLC, or
borrower policy. If you group all students into the same borrower loan category, this function would not be necessary
unless changes are made to your setup.
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Book Hire

Book Hire: User... !E[

[T Esternal
[ Institution

= Scholastic year

Tea o updatel

— Boak kire
& Include in book hire

" Femove from book hire

If you have purchased the Book Hire module, this global change option allows you to specify Who, among borrowers, is
allowed to loan out a resource catalogued as a textbook. When making this global change for Students, you must
specify a Scholastic year and repeat this process for each scholastic year. The Book hire radio buttons at the bottom
determine whether this privilege is being added or removed from the specified borrower type.

Delete

Delete: User Group: Circulation: Alice - 0] x|

/] &8[X [2]

— Scholaztic pear

Y'ear ho delete IEI

Students not deleted - outztanding loans.

Anderzon, Darla
Arrold, Camille Elz

The Delete global change option allows former students to be deleted from AfW. The increment global change will
have incremented the scholastic year of graduating or matriculating students to a number that is one beyond the
highest scholastic year level in the school. Indicate this scholastic year number in the Year to delete field and click
OK. AfW will not delete borrowers that still owe fines or have outstanding loans. Such borrowers are displayed in the
window and can be printed in a report of delinquent borrowers by clicking the Printer button.
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Utilities

Change Resource Category

Change Resource Loan Category: Circulation: Alice - |EI|5|

Bl a

— Rezource loan categaony

Change fram |Audio Yisual
E quipment
General
Perniodical

Change to [General j

— Make change
* Temporary [rate to restore original loan categnrieleEl.-"DB.-"'l 933
™ Pemanent

This option is designed to allow the temporary or permanent change of the RLCs of a group of resources .

Use Inquiry to place each resource in question on the AfW clipboard.

Open the Change Resource Category utility.

Highlight the RLCs that you wish to change the resources from.

Use the drop-down menu to select the destination RLC.

Choose either Temporary or Permanent by clicking the appropriate radio button.

If Temporary is chosen, provide a date on which the resources are to automatically change
back to their original RLC.

Click the Clipboard button to import the selected resources.

Click the OK button to activate the change.

Any resources which have been temporarily assigned RLCs will be moved automatically to their original RLC after the
date indicated has passed. This is processed during the Shutdown.

Resource Box

Resource Box: Circulation: Alice o =]
B Bl
BO0I002520 Fesource box for vear 9 assignment on birds [Kit] -
BOOS012520 Fesource box for year 8 studies on trees and forests [Kit]
KN — 2

Resource box barcode IBDDSDD252D

Physical resource box [F

A resource box allows multiple resources to be loaned out using one barcode. The example shown is a box of
resources on a particular topic. With the box and each resource barcoded and catalogued, the resources can be made
a part of the resource box. Within circulation, when scanning the resource box barcode, each volume not on loan is
loaned out to the borrower. Upon return, scan the box barcode and the librarian is given the option of assuming all
resources are present or scanning them individually. Resource boxes may be used for any grouping of resources that
are normally used and circulated together.
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Content: BO09002520: Resource Box: Circulation: Alice

x|
=l al

BOO2302520 598 2 MCa Birds and mammals -
BOO3332520 591 HOO I the jungle

BOOES32520 4281 WL Birds

BO0ER92520 574.5 GRI Backyard bush and bevand
BOORE22520 591 ILL Iustrated world of nature ;I
< | »l
Rezource barcode || |__h'||

The Maintain (open folder) button displays the resource box contents and allows resources to be added by scanning
the resource barcodes. To create a resource box:

« Catalogue each resource that will be in the resource box.

« Catalogue an additional resource for the resource box itself and give it a barcode.

« In the Resource Box utility, click Add and enter the resource box barcode.

e Click the Maintain button and enter or scan each resource to be held within the resource
box.

Resource box contents can still be individually circulated. If one or more contents of the resource box are loaned out
individually, when the resource box is circulated AfW keeps track of who has what resource for you. This is the reason
for individual resource scanning when a resource box is returned.

¢ Master - Al [[E E3

Lists
IBEE ]

This function allows you to print lists for borrowers, resource box contents and current loan status, o e
. . . . . . . -3 Inquiiy
Book Hire faculties and resources, and lists of future bookings for resources booked in Circulation. 5 Mersguren
@ Loans
3 Circulate
3 File
@ Global Change
£ Utilities
& Reports
=
@ Bomower
@ Resource Boves
£+ Book Hire
L@ Baoking
& Maotices
& Forms
A Acauisitions

Forms EEEEET|

fa Favourites
fa dlice
2 Inquiry
Borrower cards may be produced for selected borrowers. b gt
& Loans
£a Ciculate
£a File
£a Global Change
£a Utiities
& Reparts
& Lists
& Motices
o
@ Bomower Cards
{3 Acquisitions
-[a Periodicals
-[a Stockrake
& Reports
-[@ Spstem
~Ea Support
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Reports

The reports function allows you to print various reports particularly in regard to the usage of
your library resources. The information in these reports is collated from the Loan History file,
that is the resources detailed have been on loan and returned. It does not include current
loans for a resource or borrower.

Loan Activity:
This report is particularly useful for determining the usage of resources in your library. It can be defined by
shelf location range and loan date range, and can be restricted by year of publication, GMD, RLC and Topic.
You may also set the number of loans per copy, therefore printing reports for little used or well used resources.

Resource Usage:
Similar to Loan Activity, although the number of restrictions is fewer. Using the Summary format, you may
select to print out the report for a specific range of Titles, Shelf Location or Subject. This will print out a report
giving the number of times a resource has been borrowed. Detailed Resource Usage Reports produce Loan
History reports for resource titles, again using the above restrictions. The Detailed format prints the name of
each borrower that has borrowed each of the resources printed.

Borrower Usage:
This report allows you to print out reports on the number of resources a borrower has borrowed. This may be
produced for a particular group of borrowers for a specific range of names and loan dates. Detailed Borrower
Usage Reports produce Loan History reports for groups of borrowers or individual borrowers.

Top 100:
This report ranks the most popular resources according to number of loans. You may limit this to any number
up to 100, for GMD, sex of borrower, Loan Limit Categories, RLCs and BLCs.

Under used resources:
Prints resources not loaned since a specific date, for sex and Scholastic Year range. It may also be restricted
by Loan Limit Categories, RLCs and BLCs.

Notices
Group overdue notices For Student and Staff borrowers.
Individual overdue notices For all borrowers. You may choose to send them
internally or to a residential address.
Reservation notices Used to notify a borrower that a resource on reserve for
them is available to collect.

Membership Renewal notices  For libraries with set membership periods.
Recall Notices To recall resources not yet overdue, that are urgently
needed by the library for another borrower etc.

To produce recall notices, the resource must be identified in Inquiry and placed on the Clipboard first. The date
required is entered and the BLC of the relevant borrower is selected.

Hecall Hotices: Heports: Alice M= E3
01 Matice - 3 2
Due by IED.I"D?.-"EIB
Borrower loan categories
Staff -
English Teachers
I Ordinary
2 Studertne boaoks)
Adrmin Staff =
L]
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Introduction

AfW provides a powerful, yet easy-to-use, search interface to locate items in your library collection. The OPAC
(On-line Public Access Catalogue) interface is often referred to as OPAC, Inquiry, or Search. Each of these refers
to the same search engine interface within AfW.

Search Term: Inguiry: Alice !EIE
s -‘

Cila 1 2]« @

| 4

Afwf Demanstration 1999 Only

“Welcome to the AR Demonstration Library.

Thiz iz a uzer-defined text area in which mezzages
ta library patrans can be placed such az library
hours, zearch suggestions, announcements, etc.

To open AfW’s search interface in Staff mode, double-click the Inquiry option on the AfW menu. On student
workstations, the AfW Inquiry interface is usually available via a single desktop icon from which patrons access
Inquiry only and cannot access the AfW menu tool.

AfW Inquiry has numerous features and customizable options. For example, a school library may wish to have the
Quick Search feature activated for younger patrons while a corporate library would wish to disable this feature.
Likewise, a school library may wish to turn off the direct web access button while a corporate library may wish to
have this available to patrons. AfW Inquiry offers a wide range of flexibility and search options in an easy-to-use
interface so library patrons can quickly search the library catalogue.

Inquiry Options
Referring to the initial search screen captured above, a brief description of the main search paths is provided. The
subsequent pages will provide more detail regarding each method of searching the AfW library collection.

Web Launch. Directly launches your Web browser to the URL defined
in the system parameters.

Quick Access to the Quick Pic module.

Quick Search by category

Quick Search. One-word searching for younger or more
inexperienced patrons.

Quick Search. Two-word Boolean searching for younger or more
inexperienced patrons.

Access to Book Wizard.

On-line Help for Inquiry.

Link Menu. Displays other programs for patrons to access.

Standard Search, Type a word or phrase in the white field, press <Enter> or
click this button.

2 0@ == 2B
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Quick Search — By Category

Quick Search is an integrated, simplified searching tool for your library that has three unique search methods. The
first of these methods is the category searching. Clicking this button yields éﬁ| the category screen.

Quick Search: Inguiry: Alice

il 1] 2]

Animals

Click, for example, the Animals button and find a screen of library-defined subject buttons that relate to the icon
clicked in the previous screen. In this example, the first available subject button is Birds.

Anlzla «E @

| Birds | Minibeasts |
Dinasaurs

A28 «B &

Mammals

Buick Detail: Inquiry: Alice

w12 a e e J
T|t|e Available

Number found L3

Garden birds

Book of British birds Author [S10 TEMEALE] i
. BUR

Birds

Birds of the Welsh ¢«

Subjects {5

Clicking on the Birds button performs a search for “birds” and yields a simplified results screen
indicating the matching titles. Click the View button to see the details screen.
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Quick Search — One-Word \l

The second Quick Search method is a simplified one-word search where younger patrons who are beginning to
spell and type can search the library. Click the “1” button to enter this search mode.

Quick One Term Search: Inquiry: Alice | _ (o] x]

@ ﬂﬁ ﬂ ~ Begins with © Exactly matches @

Look forlligers
TIGER Lionel = |
Tigers =i
Tigers - Juvenile literature
TIGGER
TIGHT ,Malcolm
Tigwell, Tony
TIWDTHE
TILAENE
Tilbury, Ann
Tilby, M. J.
TILER
TILES Mary
TILKE ,Max =
xxxxxxxxxxxxxxxx T ==

Notice the results windows are dynamically updated with each letter typed to provide quick results. Once the
desired search term has been entered, pressing <Enter> or clicking the right arrow button yields the title list
screen. This screen displays all titles matching the chosen term.

Quick Result: Inquiry: Alice = =] 3

wltzlal <) S @
Number found EJJI

iy |

|Author Call number |
Kilpatrick, Cathy 59974 KIL
Lions and tigers Leigh-Pembert... 599 LEI

The tiger's milk : women of ... Angel, Adriana 917.285 ANG

111 Y Tigers

Available

£89.74
KIL

= Author [ E T et 110

Resource I3

=1 EU[5],53p, col ill, 24cm

Subjects QRN ITET TR ET TS

The total number of matching titles found is displayed. Click the title you wish to view and press <Enter> or
click the right arrow button on the screen to display details about the selected item. The lower area toggles
between Subjects and Notes by using the =| button. You may also move from one title to another
using the next and previous buttons to avoid % returning to the previous title list screen.

Using Inquiry 113



Quick Search — Two-Word

2

The third Quick Search method is a simplified Boolean search involving two words with the AND or OR operator.
This is useful for younger patrons as an introduction to Boolean searching. Click the “2” button to enter this

search mode.

The closest subject heading match for each term is automatically highlighted. The tab key can be used to
move between entry fields. Boolean operator changes can be made by simply clicking the AND/OR button which

displays the current operator.

button on the screen to display the title list screen.

The bibliographic details for a title are still available in the same manner as each Quick Search.

ulck Two Telm Seamh Inqulry Alic

Looklcals or (dogs
Catholic schoals - Fil  [DOG ;l
CATS DOGS
Cats - Fiction. - Dogs - Stories. -
CAUGHT DOMESTIC
CAUSED DOMINION
CAUSES DONNA
CELEBRATES DOODLE
CELEBRATING DORRIE
CELESTEVILLE DORRINGTON
CENTAURI DOS
CENTENNIAL DOUBTS
CENTER DOUGLAS
CENTRAL =i Douglas, Lloyd C 18';|

example, the notes were displayed by clicking on the button to the left of the Subjects/Notes field.

Using Inquiry

Quick Result:

Rotten Ralph's trick or treat! / Gantos, Jack
Spooky and the ghost cat / Carlson, Natalie S... E CAR
Old Yeller, by Fred Gipson. Gipson, Fred 190... FGIP
Cross-country cat / Calhoun, Mary

Available

1] ) Rotten Ralph’s trick or treat!
Author L& LERNETS S
Rubel, Nicole &

HI N30 p. : col.ill. ; 23 x 25 cm.

W [J5EY Sarah's rotten cat Ralph goes to a Halloween
% costume party dressed as her and creates horrible
mischief under the protection of his disguise.

Once the two desired terms are selected, press <Enter> or click the right arrow

In this
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Standard Search

The standard search interface is the most comprehensive area within AfW Inquiry. By simply typing a word or
phrase and either pressing <Enter> or clicking on the Search button, an initial results screen displays the
closest match and the way in which it was found. Although the search can be limited, this means a patron is
never required to specify his or her search scope to be only subjects or only authors — AfW searches
everything and eliminates this step.

Search Term: Inguiny: Alice !E[E

= -lf ﬂ
éﬁ 1 2 \u— @ AfW uses standard

Windows display

| ﬁ settings. If you

, would like to change
Afwf Demongtration 1999 Only the colours of the

AfW screens, simply
“Welcome ta the AP Demonstration Librarny. change your
Windows display
settings.

Thiz iz a uzer-defined text area in which meszages
to library patrons can be placed such az librany
hourz, search suggestionz, announcements, ete.

The search interface is designed along the following patron assumptions:
1. A patron generally is not familiar with exactly how a library operates.
2. A patron often does not know specifically what he or she is searching for.
3. A patron frequently makes spelling or typing mistakes.

Following these parameters, the interface is designed to provide a user-friendly environment in which patrons
can search without being hindered by their age or knowledge of library material.

Enter a search term and press <Enter> or click the Start button to begin. This will yield the initial results screen
centred on the closest match to the word or phrase entered.

Inguiry: Alice M= B3
Search term [DINDSALIRS ﬂ| @|
keyord dido ;I
litle: Dido and Pa /Joan Aiken.
keyord died »
keyord diet
keyord different
keyord difficulty
keyword dikes Complex
publisher Dillon Press : Minneapaliz, Minn.
keyord dirner +
keyord dinosaur
litle: The dinozaur encyclopedia / by Michael Bentan,
i zbject Lin A
litle Cinosaurs ¢ by Daniel Cohen | ilustrated by Jean Zallinger.
keyord dinosaurs
Litle: The dinozaurs and the dark star / by Robin Bates and Cheryl Simon ; illustrated by Jennifer
Litle: Dinozaurs from A to 2 / by Rozalie D avidzon,
subject Dinozaurs - Juvenile literature,
keyord diowide { }
kewmard diplodocus
keyord directions
keyord director
keyord dizabled
keyword dizadvantages hd
4 I I 3
m| I n |
= Pl | B

AfW centres on the subject “Dinosaurs” in this example. Pressing <Enter> or clicking the right arrow on screen
will move to the next screen showing all the title matches to the selected term. One may also choose to pick
from among the terms displayed in the window to dynamically refine the search.
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Initial Results Screen

The initial results screen contains several buttons. These are described below.

Inguiry: Alice M= B

Search term [DINDSAURS ﬂ | @
keyword dida ;I
litle: Dida and Pa / Joan Aiken.
keyword died »
keyword diet
keyword different
keyword difficulty
kewward ikes Complex
publisher Dillan Prezz : Minneapaolis, Minn,
keyword dinner +
kewaord dinozaur
litle: The dincsaur encyclopedia / by bichael Benton.

Dinozaurs / by Daniel Cohen ; ilustrated by Jean Zallinger.
keyword dinosaurs
title The dinogaurs and the dark. star / by Robin Bates and Cherpl Simon ; illustrated by Jennifer
title Dinozaurs fram A ta 2 / by Rozalie Davidson
subject Dinozaurs - Juvenile literature,
keyaord dioxide { }
keyuord diplodocus
keyword directions
keyaord directar
keyword dizabled
keyword dizadvantages hd
I I 3
I n |
|

The View button opens the next screen in Inquiry expanding upon what is
highlighted. This button automatically has focus so that pressing the <Enter> key is
the same as clicking this button. This makes searching easy by mouse or keyboard.

The Include button tags a highlighted term to begin a complex or Boolean search.
This button is also used as the Boolean operator OR. Further Boolean information is
contained later in this section.

The Scope button allows one to restrict searches to a particular index. For
example, using the radio buttons that appear when clicking this button, one can
restrict the search to particular search terms, e.g. authors, subjects, titles.

The Home button ends the current search and returns the user to the initial Inquiry
screen ready to begin a new search.

If you wish to search another term without going back to the initial screen, or if you
wish to add an additional term to a Boolean search, simply use the search term field
at the top of this page and click this button. This will search without cancelling
tagged Boolean terms.

D BB IR+ ¥

The Help button will display the AfW help.
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Resource List Screen

Once a search term has been selected from the initial results screen, a list of titles is presented. This screen

displays all titles matching the search criteria and the item call number(s).

described below.

Resource List: Inquiry: Alice M=

Dinozaurs. @

567.9BEN
567.9 COH
S67.9 DAY
567 3ELD

nd Cheryl Simon ; iIIustrate:l ’
The dinozaur encyclopedia / by Michael Benton,

Dinosaurs / by Daniel Cohen ; ilustrated by Jean Zallinger.
Dinozaurs from & ta 2 / by Rosalie Davidsaon. Found
Last of the dinosaurs : the end of an age / written by David Eldridge ; illustrate B

=l
I — |
See blza |
[—
=

3

ND S
— =

S EL @B W
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The View button opens the next screen in Inquiry expanding upon what is
highlighted. This button automatically has focus so that pressing the <Enter> key is
the same as clicking this button. This makes searching easy by mouse or keyboard.

The Restrict button restricts the Resource List to those titles not currently on loan
The Sort button sorts the title results into call number order.

The Print button will print a bibliography report of the titles (format determined in
parameters).

The Grab button copies the highlighted item for dropping into circulation functions,
i.e. reservations.

The Clipboard button copies the list of titles shown onto the AfW clipboard for use
elsewhere, i.e. adding to a topic.

The Back button moves one screen backward. This can also be accomplished by
pressing <Esc>.

The Refresh button returns to the initial results screen so another term can be
searched and tagged.

The Home button ends this search and returns to the initial Inquiry screen.

The Help button accesses the AfW on-line Help.

The buttons on this screen are
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Resource Details Screen

This screen provides the most detailed information for a selected title and provides access to copy-specific
information as well as specific subject headings used to catalogue the item. Most importantly, this screen
shows in its largest area the item’s availability. Patrons can immediately tell whether a book is available or on
loan. Authorised users can determine who has an item, when it is due back, and what pending reservations
and bookings exist. If made available by the librarian, patrons can place reservations on items directly from this

screen.

I Reszource Detail: Ing

v AuthorsdM ame:

Publisher [&]

Cantral M 90

Physical descript'n

) , inckion o and offers ible explanation of the

L8
r
C
H
I
r

Curriculumn Areas
-

All relevant details present in the MARC record or manually catalogued are presented in this easy-to-read
layout for patrons. The buttons used on this page are described below.

The Where is
it? Button
displays
details of who
has a
resource on
loan and
when it's due
back.

On the OPAC
terminals the
details of who
has the
resource is
not available.

8 | D | These next and previous buttons move through copies displaying each call
number.

Grab the Where is it? Help
item

Library Map Images Slide
Shows
Book Wizard Sound Clips Video Clips

Pl

|z
A ke
0@

i

Copies button This button displays copy information for each copy of the item.
Subjects button This button displays all subject, topics and keywords attached to this
item.

:?6:1 The Parts button shows alternate titles or titles of parts within a main item, i.e. plays in
a collective works book, movies on one tape, or short stories within one bound item.

The Next and Previous buttons move through the titles shown on the previous title list
screen.

If permitted by the librarian, this button allows patrons to reserve a copy of a resource.
-+ This is system parameter controlled.
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e Milwaukee : G

Physical descript'n

] ami  of 3 an a explanation of the

e ‘
¥

The Include button tags a highlighted term for use in a Boolean search. This is the
Boolean operator OR. Further Boolean information is contained later in this guide.

The Exclude button tags a highlighted term for use in a Boolean search. This is the
Boolean operator NOT. Further Boolean information is contained later in this guide.

The Back button moves back one screen. The <Esc> key moves backward as well.
The Refresh button returns to the initial results screen so another search may be
added.

The Home button ends the current search and returns the user to the initial Inquiry
screen.

D =t |

Using Inquiry 119



Boolean Searching

AfW’s Boolean searching is extremely powerful. AfW allows you to tag as many terms as you require for use
in a Boolean search. Terms can be tagged using the OR (include), AND (refine), AND NOT (exclude)
operators and a restriction window allows you to specify item criteria.

The buttons displaying the Boolean operators remain hidden until the first term is tagged. This maintains a
“clean” screen layout for patrons not using the Boolean capability. Once a desired term is highlighted and the
Include button is clicked, the complex search button grouping appears.

— Camplex

+ .
X - criteria
.
L
Clear the tagged View the tagged terms
D = terms

The Boolean Search Process

Include — OR Exclude — AND NOT

Refine — AND Restrict — add item

Screen Action

1. Initial Search Enter a search word or phrase and start the search.

2. Initial Results With a term highlighted, click the Include/oR button.

3. Initial Results Enter a new search term, search and click a Boolean button.
Note Repeat steps 2 and 3 to include all the desired terms.

4. Initial Results If desired, click the Refine button to add specific item criteria.

5. Initial Results Click the View button to see the tagged terms and their operators
Note The Boolean operators may be manipulated on this screen.

6. Tagged Entries Click the View button to see the results of the search.
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Item Criteria Restrictions

One can place certain restrictions to further qualify the items that result from a Boolean search. It may be
advantageous to restrict by publication date, physical description, GMD, etc. By clicking the Restrict button,
the following screen appears. In it, restrictions can be made or cleared. When ready to proceed, click the OK

button.

Restrict Search: Inguiry: Alice

Material description @
At Original ﬂ
Computer File
Chart
Computer Software LI
~“fears of Publication
between

and

Physical description

Country
Argentina
Canada
Chile
Germany

Lo Ll

Areas

Biology

Chernistry

Home E conomics
Language &its

KON

Levels

Lawer Elementary
Upper Elementary
Middle Schoal / Jr. High
High School

K

Boolean Search Example

To perform a Boolean search looking for a book written by George Orwell that has to do with communism one

would do the following. Begin by searching for “Orwell” and click the Include/oR button.

tagged, it's operator sign appears to its left.

1
[ Inquiry: Alice

‘ Search term [ORWELL

’ -
1 subject Oregon.
Litle: Oregon / by Allan Carpenter.
T keypword oregon
| subject Oregon - Juvenile likerature,
keypword original
|| kewword ariginally
keypword orleans
keypword ofleansa
keypword ormam
keypword ornaments

3

keypword oztracized

keypword others

keypword out-double-talk

keypword oubwit

keypword oven

author Overlie, George

keypword owning

keypword oxford

Litle: The Dxford companion to French literature. / Compiled and edited by Sir Paul Harvey and )
author Oxford 5 cientific Films =

[ o] x|

@

-}

Complex

[HE RN

.
At

-

Now, click in the Search Term field, type “communism” and press <Enter> or click Search.

Search term |COMMUNISM

Using Inquiry

When a term is
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Once “communism — fiction” appears, click the AND button to refine the search. Notice that AfW'’s tool tips will

help you remember which Boolean button performs which operation.

Inguiry: Alexandria M= E3
Search term [COMMUNISM ﬂ _l@
keypword colorful ;I
keyward colurnbia
keyword - combinations *
keypword combine
keyward comeback
litle: The comeback kid : the life and career of Bill Clinton /
keypword comedy i~ Camplex——
keyward cometh |
keypword comets + -
keypword comic
keyward communicate +*
#subject Communism - Fiction, ____J‘ x ?
te}lword CU“'] Refine the complex search by keeping only thoze resources alza found in the selected term [Boolean AND)
eyword com. s —
keypword complete —
Litle: Complete poems. s,
Litle The complete poems and plays, 1903-1350
Litle: The complete Sherlock Holmes; g }
keypword compozed
senes A Computer-awareness first book.
keypword computerized
author Conaway, Judith 1948-
subject Concentration camps - Fiction. h
4 I I 3

Now that both “Orwell, George” and “Communism — Fiction” have been tagged using OR & AND, if we click the =
View button respectively, we can view the Tagged Entries window. This becomes very valuable when tagging
numerous terms and serves as a review window as well as a forum in which to alter which operators are being

used with which terms.

Clicking on the = View button yields this review window with familiar buttons.

Tagged Entries: Inqui

: Alice

# subject Communizm - Fiction,

The { }Sets
button can be
used to store
the results of a
Boolean search
forusein a
future search.
Just give the
search a name
and continue.

Click the = View button on this page and the resulting title matches are displayed in a title list screen. As with

any search, more information on any title can be viewed on the bibliographic details screen.

Using Inquiry
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Resource List: Inquiry: Alice

Inclusions: 1
Refinements: 1

|

Ges Al |

RAesource Detail: Inquiry: Alice

Avthors/Names i

Physical descript'n

Motes

Curriculum Areas
¥

|
=
B

i
I

JdED

Copies

il

Subjectz

i
r. @€

i
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=

If the results of a
Boolean search do not
satisfy your goal, simply
click the Refresh
button, add additional
terms if desired, click
View to show the
tagged entries, change
any Boolean operators
and again View the
results. There is no
need to start all over!
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Accessing Computer Files and Web Sites

Non-Print Items

When a patron search finds certain non-print items, additional options become available. Parallel to the
discussion of cataloguing non-print materials, items such as computer files and web sites replace the
Reserve button with a button that allows access to the electronic item.

Computer files:

| Computer files can range from word processor documents, saved Web documents, catalogued
applications such as CD-ROM programs, etc. If the item found in Inquiry is a computer file, the Reserve
button is replaced with a button showing a computer. Clicking this button opens the catalogued computer
file in a separate window. When the patron eventually closes that separate window, Inquiry is available
from the point at which they left.

Web sites:

Web pages catalogued directly by their URL allow the web browser to be launched in an active mode that
connects live to the internet. For web page items, the Reserve button is replaced with a Globe button.
This button will launch the installed web browser and attempt to connect to the catalogued URL.

Resource Detail: Inquiry: Alice =0
Title =l N @ % @
i ‘“V“'I MY =
If live access Authors/Names 7 % o
to the web is e -
not desired, i A | =<0
Catalogue Only Publisher :J Counitry of origin Capi
pies
saved web i ISBN m{
pageS (html Series ‘:_J Control Mo. —
files). Disable Department .|
the web _'_J Acquizition
access from Physical descriptn
the Inquiry fetes = -
screen by I
removing the
URL from the -+ =
Inquiry system ] :
parameters. Curriculum Areas =] [Suitable for: =] ‘@
1 = e

Inquiry Conclusion

The AfW Inquiry interface has proven over the years to be an easy interface for patrons of all ages and a
powerful interface for patrons with high demands. With its simple method and powerful tools, Inquiry brings the
library items into quick view for every patron.

To maintain consistency within AfW, the search interface for librarians and patrons was designed to look the
same. With respect to security, however, trust fully that OPAC access from a patron workstation is fully secure,
follows the rules set forth in the system parameters and holds private any patron-based information such as
circulation statistics. These are only available from a librarian workstation to an authorised user.
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