Circulation Training

By David Schuster

Launcher introduction

CKO/CKI

1. Create a borrower F5(new)

· Required fields
barcode, id, name, grade, homeroom

Continue CKO

· Type in barcodes on card except last one

· Edit checked out item ie duedate etc…

· Wait for instructions

· Fast Adds – DO NOT DO THIS

2. Edit a borrower – F6

· You can modify patron information only

3. Search for user name 

· Name

· ID

· Barcode

· Homeroom – exact match

List everything checked out

Send one of the items to lost

Renew

4. Blocks select from menu at top to create a block

5. CKI – F8

· Checkin first 2 items

· Note the message on the lost item if you check it in

6. Search in pac – F2

· Search for one of the barcodes by the number and send to circ

7. Back to CKO borrower still active???

8. Creating homeroom codes – New codes don’t show up until you reopen Horizon.

9. Modifying batch patron records

· Homerooms

· Btypes

10. Overdues

Deleting borrowers

Get an excel spreadsheet of students that you need to delete.  Make sure that if they are students and you set the id field to be 6 characters by using format cells and do custom, then type in 6 zeros.  That pads the id in the front for the right number of characters to match.

In excel, you will need to add a column and in that column you will put a D for delete.  Fill down the column.

The first row in the spreadsheet needs to match the data in the column with this header information:

Action code,Second_id

The file would look something like this:

M,123456

That is all the data that the system needs to delete these records.

Once you have the file in excel setup you save the file as a CSV file type.  That will maintain and insert the commas etc. to the file.

Once the file has been setup correctly you may want to do a test run and these are the settings you use:

Go to start, run, type the word command:

That should open a DOS window.  Now CD horizon72 – or the current horizon folder on the hard drive.  That should put you at:

C:\horizon72> now type:

Bimport /s /p /u /d /L901 /fs32 /ic:\upload.csv /ksecond_id

Bimport is the program, s is the server p is the password u is the user d is the database L901 is the location just in case there isn’t one, fs32 is the file structure of the data, i is the location of the data k is the key to the records

When you press enter the system will then start to delete the records depending on the action code assigned.  You should only be using M or D.  It will scroll on the screen indicating the status as it goes until the file has been completely loaded to the server.

Exporting records for TLC(state union)

Open the table editor in Horizon and open the matham table.  There is a spot there for move 001 to 035 on import.  Check that box this is optional, it puts your bib # then in the 001.

Open your dos window, start, run, cmd:

Cd to the c:\horizon72\util directory ie or where the marcout utility can be found.

Cd c:\horizon72\util

Now type the following which will start running almost immediately

Marcout /s /p…. /u /d /b1 /e9999999 /m /x /r

Marcout is the program, then you have the spud, b is for beginning number, e is for ending number, m is for filename, x is for profile you have to setup in horizon ahead of time for how to handle the data, r is for tag action on export which is also setup in horizon ahead of time.

It runs at about 1500 per minute on Plano ISD P4 workstation.

When the export is complete:

Open the table editor in Horizon and open the matham table.  There is a spot there for move 001 to 035 on import.  Check that box to turn off this feature for now.

Open the WS FTP and connect to the autographics site.

Adding a location(Most of the steps no acq)

1. Copy a location in the Location table

2. Change the information appropriate for new location through the address

3. Change scki if you have serials

4. Save and close

5. Close out of Horizon for the code to become active on your workstation

6. Open Horizon and go back into your new location in the location table

7. Setup the pac search/sort options for the new location

8. Close the location table

9. Open the circ_privilege table

10. Copy all of the circ_privilege options, #5 will not copy, skip it for now and finish all the others changing the location at the bottom of the screen.

11. Open the collection table and make sure you add the new location to the Inventory section if you plan on doing an inventory.

12. Close Horizon

13. Open SQL and connect to the Horizon database

14. Sp_helptext circ_privilege_code_iu_trig

Capture the text that comes up, all of it, and paste it in word pad.

Remove starting pieces down to “create circ_privilege_code_iu_trig”
Also remove any extra spaces in broken words to make them complete ie

Then there ar

E a few words…..  type problems

15. In SQL session – drop trigger circ_privilege_code_iu_trig

16. Open Horizon and copy #5 and make it the new location and save.

17. Close Horizon

18. In SQL again paste the changes you have made in word pad and execute the session that should lock you out of changing #5 again.

19. Mkuser in dos to create the dbuser/password they will use to access the server

20. ipac – admin/copy search profile

21. In Horizon table editor wordindex – limit the searches

22. Serials add receivers

23. Add new location to searching profiles that are already in existence.

24. That’s it!

Ipac 2.0 – Sun Startup and shutdown

When the server is restarted it automatically bring up Ipac.

To manually start ipac:

Go to start then run Telnet to server

Log into root

At the # sign is where you will issue these commands:

#ksh (enter)

#/etc/init.d/ibserver start

#/etc/init.d/hzindex start

#/etc/init.d/hzsearch start

#/etc/init.d/xsl start

#/etc/init.d/ipac start

#etc/init.d/socketgateway start

To exit type exit at all # signs until window closes – should be 2 times.

That should bring everything up and running.  It may take about 5 minutes for everything to work properly.

If you want to check to see if any one of the processes are running type:

#ps –ef|grep interbase – it should display a line showing ibserver at the end

#ps –ef|grep indexserver  - should display a line with /hznindexserver –cisettings.conf

#ps –ef|grep startdynamicindexer – should display something about the hzsearchserver

#ps –ef|grep java – this one you look for Xms128m – this is the XSL process and Xms96m which is the Jboss/ipac process

#netstat –an |grep 210 – should get a display that says listening

To shutdown ipac 2.0:

Log into root:

At the # sign is where you will issue these commands:

#ksh (enter)

#etc/init.d/ipac stop

#etc/init.d/xsl stop

#etc/init.d/hzsearch stop

#etc/init.d/hzindex stop

#etc/init.d/ibserver stop

#etc/init.d/socketgateway stop

If you need to shutdown and reboot the sun box type:

#init 6

Then your telnet should drop shortly and you should be able to reconnect in about 5 minutes.

Adding Author Search links in Horizon

This will allow you to create links to search Horizon automatically when a user clicks on the link.

Technically it could be done with any search, but providing authors gives the students more choices.  Since our Cataloger(Anne) is doing so much work with Authority control we should be in pretty good shape as far as pulling the correct titles for Authors you are entering.

Login to ipac admin, select Customize/Interface/Search Categories/ - go down to the appropriate Category that you want to add searches to.  Then click on Edit Sub-Categories:


[image: image11.png]Compound Search

Indexes;

[No. of Pieces
Ttem No.

Bib No.

Call Type

Last Status Update
Used Tr-house
Tn-house Uses

Selected index contains

Search String;

(collection)
Search for
£ AND £ OR ar Search String

IV Append List

Cancel | Prev. Search

=
I]

e || Show Codes |





Here again you can add or Delete or reorder the ones that are put in.  To create a new one you will need to click Add Search Category
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Then you will fill in the blanks like below.  You will have to have another ipac window open to do the search to fill in the information for the URL.  You may want to do your searches in advance, put them in word and copy them from there so you don’t get 
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confused with the Internet Explorers…

Author

You will need at least one space in the Description(this displays only on a mouseover)

Perform an Ipac 2.0 Search is required for it to search

Put in the URL from the search you performed.  There is more information below about formatting the URL.  

You probably won’t have images to use so leave that blank.

Doing a search:  Do the search as you would to find all the books by that author in ipac.  Copy the URL that is displaying at the top of your screen.  It will look similar to this initially:

http://catalog.pisd.edu/ipac20/ipac.jsp?session=10P7649727V52.95&menu=search&aspect=advanced&npp=10&ipp=15&profile=042&ri=&term=&index=.GW&aspect=advanced&term=&index=.TW&term=sachar+louis&index=.AW&term=&index=.SW&term=&index=.SE&term=&index=.NW&limit=&ultype=&uloper=%3D&ullimit=&sort=&x=0&y=0#focus
You need to take out all the parts that I have highlighted or if you prefer to copy only that part of the URL that is needed…  Either way works and then paste that into the URL line of the above picture.  Your other option is to type in the name of the author into this formula.  I would always recommend though that you search the author in ipac to make sure the results come up the way you want them to… 

&term=sachar+louis&index=.AW&

Now you have created the link, Click OK and you can reorder them then click ok and go back to setup, and apply changes to ipac.  Ipac will need to be restarted before they will display.  This needs to be done late in the afternoon or early in the morning as we have extended ours and different start and stop times.  I have restarted ipac at lunch times and it takes about 4-5 minutes for it to be back online.

Ipac Categories Display

Brief description of layout – 

Tabs are the High level

then there are Groups which are assigned to tabs

then there are Categories attached to Groups

then the URL’s are attached to Categories.

This is how to add or remove Categories from Displaying.  Login as administrator on Ipac.  You will need to go into Customize/Interface/Search Category Groups/Find the appropriate tab your links are on:
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Click on that description – then it shows you the Add a group or reorder the groups
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Click either Delete the category to remove it from the list – there always has to be one category listed otherwise it wants to delete the group totally…

To bring a category back to display to the kids you click on Add Root Category and it will take you to a list of all the categories.  You select the one you want and it should now be displaying here under this list in the Group.  You can reorder them now if you need to…
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Click ok and then we will need to restart Jboss.  Then they will show up, or they won’t if you deleted the category.

Ipac URL changes

Open internet explorer and go to:

Ipac admin tool

login:

 pswd: 

Select Customize

Select Interface

Scroll down and Select Search Categories

Select Edit sub-categories for the appropriate tab

Add search category

Title:____________________

Desc:____________________

URL Type: Open a full url

URL:________________ must be full path ie http://k-12.pisd.edu
Image path:______________we are not using this at this time, but we could

Number of columns: 1

Ok

Ok again

When you are finished click setup tab and then at the bottom apply changes to ipac.

The next day your changes should be there unless it is an emergency…  Jboss has to be restarted for changes to show, but that kicks everyone out of ipac when that happens.

Loading borrowers

Get an excel spreadsheet of students that you need to load from where ever.  Make sure that if they are students and you are loading them that you set the id field to be 6 or whatever your standard field size is by using format cells and do custom, then type in 6 zeros or whatever.  You will also need to do that for the location field, but it needs to match your location setup.  

In excel, you will need to add a column and in that column you will put a D for delete or an M for modify.  Fill down the column.

The first row in the spreadsheet needs to match the data in the column with this header information:

Action code,Second_id,Name,bstat,grade_code,location,parent_guardian,phone_no,address1,

The file would look something like this:

M,123456,”SCHUSTER, DAVID”,6,6,901,”SCHUSTER IRENE”,”469-752-8850”,”12006 BILOXI DR”

Once you have the file in excel setup you save the file as a CSV file type.  That will maintain and insert the commas etc. to the file.

Once the file has been setup correctly you may want to do a test run and these are the settings you use:

Go to start, run, type the word command:

That should open a DOS window.  Now CD horizon72 – or the current horizon folder on the hard drive.  That should put you at:

C:\horizon72> now type:

Bimport /s /p /u /d /L901 /fs32 /ic:\upload.csv /ksecond_id /bLoad /oh /mdom

Bimport is the program, splanos is the server ppatricia is the password usa is the user dhorizon is the database L901 is the location just in case there isn’t one, fs32 is the file structure of the data, I is the location of the data k is the key to the records, b is the default borrower type, o is the phone type, m is the mail sort type

When you press enter the system will then start to load the records or delete them depending on the action code assigned.  You should only be using M or D.  It will scroll on the screen indicating the status as it goes until the file has been completely loaded to the server.

Plano ISD Misc… SQL reports

Bibs with no holdings

select bib# from bib_control

        where bib# not in (select bib# from item where bib# = 

bib_control.bib# and delete_flag = 0)

Title, and Item counts

select count(*) from item

select count(*) from bib_control

select count(*) from bib_control

        where bib# not in (select bib# from item where bib# = 

bib_control.bib# and delete_flag = 0)

Blind authorities cleanup (7.2)

Drop old table:

Drop table blindauth

Create table for blind authorities:

Create table blindauth (auth# int)

Add lines to table:

Insert blindauth

Select auth# from auth_control

Where auth# not in

(select auth# from bib_auth)

Remove see blind references:

delete blindauth from auth

where blindauth.auth# = cat_link_xref#

Sort blinds:

select a.auth#, b.text

from blindauth a, auth_control b

where a.auth# = b.auth#

order by b.text

JT Utilities!

Plano ISD lives and dies by these programs!!!

Jtautoentry is a lifesaver!  This is how we mass deleted items and also how we mass delete bibs with no holdings.

I setup a function key for F11 that pulls up the item barcode search.

Then JTAutoentry does the following:

F11

{|sleep 1|}

{|Field 1|}

{|sleep 1|}

{|enter|}

{|sleep 2|}

!f

d

{|enter|}

{|esc|}

{|esc|}

Then I have a file of barcodes that I have pulled from Horizon using either IGE or what I call list creator that gives me titles etc…  I have the list up, and select (highlight) what I want to delete.  Display only the barcode, and then file export the barcode numbers that are selected to a file.  That becomes my update file for JTAutoentry for deleting items.  I usually display all of the information possible and then export it and import it into excel for my end of year weeds etc…

I also have one for getting rid of Lost/Missing items, batch printing spine labels, and bibs.  If anyone is interested I can give you my settings.

JT Autoentry minimac feature is also used by our processors to fill in the item information as we add new items.  It copies an existing item, wipes out the existing data that isn’t going to be  replicated and puts them at the top of the item record to fill in.  When they are finished they press another key that prints the spine label for them.  It probably saves about 10 keystrokes.  This one utility is a huge time saver.  I use it as I am doing anything that is going to require a lot of repetitive keystrokes, like setting up circ_slip printers!

http://www.jtdata.com  - free!!!
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Step 2 Printing the Inventory Exceptions Report



Step 4 Printing a Missing Inventory Report


Batch Borrower Changes

Double click on borrower batch on the Navigator window

You will get a compound search window, it will look similar to Item Group Editor, but you won’t have the options for item information just borrower


[image: image6.wmf] 


Click on Borrower ID under search options in the top window then click the box for append list on this screen.

Type in the ID#’s for the class – Enter after each entry – the list will appear on the list as you enter students.

When the list of students is complete, click cancel on the search window and you will have your list.

Edit at the top of screen and select – Select all or CTRL-A

Click on the Edit button on the bottom of the screen.  You will be asked if you want to batch edit these items. – Yes.

Then select the correct Btype, Homeroom etc…

Save, close the window

Follow the steps again for the next group.

Creating lists on the go

Using list creator you can create different lists for different needs.  You can then customize the list for display and sorting options.

Some things you could do, create a list of items that have not circulated for a certain number of times in a collection, list all reference and who it is checked out to, etc…  The possibilities are endless.  Below is a list of the search options:

Collection – codes

Call Number

Copy

Barcode

Loc.-location

Item Status

Item type

Volume

Note

Price

Inventory Date

Tempitem-don’t use

No. CKO’s usage

Last CKO

Due Date

Create date

Last Use date

Last Status upda

To create a list of items that have circulated a number of times, click location, type in your location number, click AND circle, select NO of CKO’s(usage), type > and a number or < and a number, click AND circle, click collection, then type in your collection code.  Now type search.

Another option might be: Equipment and who has it out – click on loc. And type in your location, click the AND circle, click on collection and type in the collection code ie EQ, then click AND circle, then select status o(out).

 If you are unsure what options you have on any of the choices you can click on the entry aid at the bottom right corner…  Or email me and I will give you the information you are looking for to create the list!  This is item information only – no homeroom or borrower info.

Bibliography Lists XE "Lists" 
Open IGE – (Item group editor) if you are creating a new group follow the next two steps.  If you are going to use an existing group skip to Part A. 

If you are creating a new group, you need to scan all of your barcodes for the new group.  Once you have them in your list(append list) you click cancel.

Then you do select all – (ctrl – A) or edit and select all. Continue with Part A

Part A
 - Press cancel for the search and cancel again about loading all rows.

From the top you can select group, and then you are going to tell it if you are going to retrieve a group or create a new group XE "group" .

Retrieving a group - Find the group name in the list or type in the name of the new group you are creating.  Please put your school code first in the group name so they all file together ie: 901 English Schuster etc…

Retrieving a group - Open the group and you will have a list of items.  The titles do not show at this time on this list.  You do have the call number etc… that you can sort and then print(ctrl – P) or file print.

If you want to change the information temporarially to Overnight you select them all, and then click edit.  It will allow you to change certain fields on these items.

If you change any information, ie batch change them to ON itype you will want to “archive” the information so that you can reset it later to the original settings.

When it asks for group click group button on this new window and select the group you are working with.  It will automatically save modifications to everything in the group unless you have some highlighted.

To reverse the change when you are ready to put the items back to the original settings click restore instead of doing archive, select the group button and select the group you are working with.  Select all the options in the window and click ok.  It will then reset the Location, Itype, and Collection code etc… to the original settings.

Adding Items XE "Equipment"  to Horizon

These are the instructions for adding items to Horizon.  

Open searching(F2)

Search the item by isbn.  When the title comes up go to the bibliographic records screen.  From the menu bar, select the send to button or F10.
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Now select copy/item list from the list of options

[image: image8.png]=181x]

@ e Edt Yow Bookmads Reqest Tooks indow telp -18x]
EEIEE G EN =R

)
X Newsearch
& Media Booking
Itern Barcode Lo T‘“E_ ﬂtD Pub date

4 ttem Group Edit
o8 Homeroom/ove
% Borrower Batch
o List Creator
Cireuttion
nventory
Seriss

Select one or more enfries to see more detail

alial,

Cancel -

Yoursearch [oovernead

Cancel

0 || A s

Jpac faver st [ fowe fwm |

start| G ovel Groupw. | ¥documentation | )chapequipment...| B)adding Equiam. .. [FfDistrict Libra.





Now select NEW and put in all the information on the record.  You are not to use the copy as we had been doing!  Doing copy creates lots of problems

Modifying items in Horizon

These are the instructions for modifying equipment/items in Horizon.  

Use item barcode lookup on your menu to search for the item.

The system will take you directly to the item or you will have to search(F2) it by title and look through all the equipment to identify the item you want to change.
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Double click on the item you want to modify and edit the information.

Click – Save and Close

Database free space:

There was an ebuzz about making sure your Master database has enough space to run.

2/10/03 was the date of this ebuzz.  Check it out…

I run this once every 2-3 months…
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4


At the computer,


connect the end of the cable labeled “telxon”


to the connector on the top of Telxon.








Step 1 Sending Inventory to the Horizon System
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Enter File name = school code,


type of transfer is inventory.








1


Open Horizon





16


Click ok	





17


Click Close





18


Close the Window





15


Click OK and the file will process
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In Horizon Double-click


Telxon Inventory.








8


Follow instructions on the computer screen
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Profile will come up, make sure the location, collection, are correct.
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For Data file put in your school number








If you get no response received, unplug Telxon, and reconnect and say “Yes” and press enter 3 times on Telxon
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When the window says 


Transfer complete


Then click OK
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 (When inventorying ICP/VR/HOL/PROF click the checkbox on the bottom of window)





7


Click Transfer





5


Open the Inventory folder and then double click on the Telxon upload icon.








2


Turn on the Telxon





3


Access the Inventory


Menu by pressing the


Exit (E) key on the Telxon.
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Turn on the Telxon.  Press<Enter>.  Select “erase INV file”. Say Yes to erase





3


Make sure your location and collection are correct and click OK





2


Double click on the Report Inventory exceptions





7


Click yes to process the file, then OK and close the window when finished.  Checkin items pulled on cart.





6


Now click ok, back on the screen with Stats only as an option click OK again.
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Fix any exceptions at this time before continuing
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Are you sure


Yes





7


Close the profile inventory exceptions





Problem information for exceptions:





Step 3


Running Find Missing Inventory (FMI) You must run this one time for each collection(Do this after you have finished uploading a collection)





1


From the Horizon window





2


Open the Inventory folder








3


Double Click on  Find Missing Inventory





4


Enter Collection code and make sure location is correct





5


Click Stats only





5


When you have printed copy in hand, select the clear option to remove the exceptions you just printed.
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Close the Inventory Exception Window





4


Click file print for the report to be printed, 


(print warning click ok)
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Disconnect Telxon from cable.
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Return to Part 2 of Step 1


(First Page)


Do Step 3 only after you are finished scanning everything.





1


From the Horizon window open the Inventory folder





1


Fix any exceptions at this time before continuing





2


In Horizon





3


Open the Inventory folder





4


Double click on Report Missing Inventory





5


Select location and type in your school code





6


Click the circle in front of AND





7


Select Item Status in the top window





8


Enter mi in the box





14


Now go to file print and print your report to the printer.





13


Click sort and put it in collection, then call number order





Step 5


Resolving Missing Inventory items





4


You can rerun Step 4 again to get a fresh missing list.





3


Place the item in its correct shelf location





2


After locating items listed on the report, check them in.








1


Using the Missing items list search areas where the items may be found.





11


Type in the >= sign and then the date you started inventory


Ie 10/10/01





12


Press <enter> to see the report.





10


Select Last Status Update in top window





9


Click circle in front of the AND again
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