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Dynix 180 Update

Cataloging Reports

This update chapter describes Changes to Report of Technical Services
changes to the Report of Activities (RTSA)

Technical Services Activities

(RTSA) for Cataloging and

Acquisitions accounts.

Insert these pages behind the
Cataloging Reports tab of the
Reports Manual.






Changes to Report of Technical Services Activities (RTSA)

Changes to Report of Technical Services
Activities (RTSA)

Some changes have been made to the Report of Technical Services
Activities (RTSA) for Cataloging statistics. Here are the changes:

¢ When you use Archive Bibliographic Records (ABR) to force
indexing of a non-owned bib, you can now see the counts for
this action in New Bibs Added and Authorities New sections.

*  Group Update Holdings (GUH) now counts the total number of
holdings modified and not the number of times you use GUH.

*  When you use Batch Change (BC) in the Holdings Summary
screen, you can now see the counts for Holdings Modified.

* The count heading “Holdings Repl(BC)” is now called
“Barcodes Replaced.”

One change was also made to the Report of Technical Services Activities
(RTSA) for the Acquisitions account:

* The heading “Invoices Created” has been changed to “Items
Invoiced.” This counts the number of items invoiced.
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Circulation Reports

This update chapter describes a  Notice Production Scheduling by Notice Type
new feature that lets you specify
which days of the week you
want certain types of notices
printed.

Daily and Monthly Statistical Reports

This update chapter also
describes a documentation
change for the descriptions of
Patron Statistical Classes and
Patron Loan Types for the Daily
and Monthly Statistical Report.

Insert these pages behind the
Circulation Reports tab of the
Reports Manual.






Notice Production Scheduling by Notice Type

Notice Production Scheduling by Notice Type

If you want to control when you print and send certain types of notices
(for example, because your library may have a limited postal budget),
you can use the new Update Notice Production Schedule (UNPS)
feature. This feature lets you specify which types of notices you want
printed on which days of the week.

To specify which notices are printed on which days

1 Enter “UNPS” (Update Notice Production Schedule) at any
Circulation menu.

The system displays the Notice Production control record:

CRECS Mai nt enance
Enter CRECS KEY : DEP. AG NOTI CES. DATE *** NEW ADDI TI ON ***
1st O due Notice
2nd O due Notice
3rd O due Notice
4th O due Notice
Final O due Not.
Recal | Notice
Hol d Notice
Billing Notice

CoO~NOORWNE

Hol d Cancld. Not.
10 Hol d Expired Not.
11 Sub. Renewal Not.
### END OF RECORD ###

1 1st O due Notice <

2 Use FM commands to complete or update the record.

At each field, you can enter “.?” for field help. (See Reference
Tools for a printed copy of field help.)

3  Enter “F” to file the record.

The system displays a prompt asking if you want to copy the
changes to other accounts.

4 If you want to copy the changes for this record to other
Circulation accounts, enter “Y” (Yes).

5 Enter “Q” to quit.
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Daily and Monthly Statistical Reports

The Use Count for Patron Statistical Classes (PSTAT) and Patron Loan
Types (PTYPE) is not the number of patrons who actually used the
system during a specific time period. The Use Count shows the number
of items checked out to each PSTAT or PTYPE. The count is the number
of checkouts.
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System Reports

This update chapter describes a
new feature that lets you create
your own Recall reports
(UMISCR) and run them from
the Reports menu (MISCR).

Insert these pages behind the
System Reports tab of the
Reports Manual.

Miscellaneous Reports Overview
Using the Interface
Creating a Miscellaneous Report

Printing a Miscellaneous Report

Update

18
19






Miscellaneous Reports Overview

Miscellaneous Reports Overview

Several reports are installed on your Dynix system. If you want, you can
create additional routine reports that your library runs by using Recall
commands. (Recall is taught in an Ameritech Library Services
workshop.) For example, you can create unique statistical reports on
different collections. Then, you or anyone who has the correct security
level, can print the report at any time.

You create reports from the System Administrator Menu with Update
Miscellaneous Reports (UMISCR). You can attach a security level to the
report so that only someone with the right security level can print a
report from the Reports menu (MISCR).

The interface for creating and printing your reports is the same as the
Acquisitions interface. If you do not have Acquisitions or have not used
Acquisitions, you may want to read “Using the Interface.”

This section explains how to:

* Use the interface.
¢ Create a miscellaneous report.

* Run a miscellaneous report.

Using the Interface

The options for creating and printing your miscellaneous reports have a
different “look and feel” than the regular Dynix FM screens (the same as
Acquisitions). This new interface simplifies workflow by letting you
access many options from a single screen. It features pull-down menus,
full-text editing, pop-up windows, and special command keys to help
you do your tasks quickly and easily. It also provides online help to
guide you every step of the way. This section explains the interface and
how you can use it to do your tasks more effectively.
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Command Keys

You use command keys to move between fields and screens, access drop
boxes and pull-down menus, edit fields, and do other tasks. The keys
you press for these functions vary between emulations. This guide
assumes you know the correct keys for your emulation and how to use
them.

When you are instructed to press a command (for example, “Press
<Save>"), look at the command line to see if the command is displayed.
Here is a sample command line:

Order Detoil

File Optio
@1 MAY 1993
Order 1D 2a Status Open FY a3
Lib PO Ho. Type Firm Flan

ISEH/IS5N  BEASAES443 Call Hao.
Author 1 CARLSOH, LORT M,
Title AMERICAN EYES HEW ASIAH AMERICAH SHORT STORIES

Publisher  Henry Holt & Company FPub Date
Format Uolume Edition

Uendor Baker & Taylor Item Ho.
Unit Price 18.88 Discount ¥ Currency  United States Dollar
Ho. Pieces Order Oty 1 Order Amt 16,88

Locat ion Oty HAccount Ho. Closs Amount Cncl Rtnd Rcwd Paid
1 HHF 18,88

Command
line

Quit=ESC; Save=F1; Detail=F8; Comment=F5

The name of The keystroke
the command  for the command

If the command you want is not displayed, you must refer to the list of
commands for your emulation.
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To print the list of commands

1
2

Enter “MISCR” (Miscellaneous Reports) at any system menu.

Press the Help command key (usually F3) two or three times
until the system help window appears. (If F3 does not work, ask
your system administrator for the correct key.)

System Help
[Functions... 1 [ Settings... ]

Move the cursor to <Functions> and press RETURN to display
the list of commands:

The name of each command. This guide
uses these names in tasks (for example,
“Press <Search>").

i Available Functions =—m—m———— /3
Function Home Keystrokes
Up Cursor up
Down cursor doun
Left cursor left
Right cursar right
Hext Prampt tah
Previous Prompt shift-tab
Top home, cursor up
Bottom home, cursor down
Previous Set page, cursar Lp
Hext Set page, cursar down
Search F2
Exit esc,
Dzlete del
Insert esc, i
Backspace backspace
Delete Hord ctrl-H
Redisplay ctrl-f

| [ Hext page 1 [ Quit 1

I
The keys you press for each command. For
example, with this emulation you would press F2
to do a search.

To page down the list, move the cursor to <Next Page> and
press RETURN. To page up the list, move the cursor to
<Previous Page> and press RETURN.

Make a screen print of each page of the list for future reference.
To do this, press <Print Screen> (ESC,P on most emulations). If
you want, use the printout to complete the last column in the
charts that follow.

Press <Quit> two or three times to exit help.
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This chart lists the commands you will use most frequently:

Command
name

Purpose

Key on most
emulations

Key on your
emulation

Save

To save your changes to a record, screen
or editing window.

F1

Search

To access a search menu from certain
fields (see “Searching” on page 30 of the
Acquisitions User’s Guide), or to display a
list of valid options for a field (see
“Accessing a Drop Box” on update page
16).

F2

Help

To display online help for a field (see
“Accessing Online Help” on update
page 17).

F3

Menu

To access a pull-down menu (see “Pull-
down Menus” on update page 8).

F4

Quit

To quit a field or screen without saving
your changes (if any).

e If you accidentally type something into

a field, press <Quit> to cancel your

typing and to redisplay the original text

(if any).
¢ If you want to erase your changes to

several fields on a screen, press <Quit>,

then choose <Yes> when you are
prompted: “Your changes will be lost!
Do you still want to exit?”

* Press <Quit> to quit Help or any other
screen.

ESC

Exit

To quit a process completely. In many

cases, this command takes you back to an

Acquisitions menu.

ESC,X

Delete

To delete a field. To do this, move the

cursor to the field you want to delete, and

press <Delete>.

DEL
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Command Key on most | Key on your
Purpose . .
name emulations emulation
Next To move from field to field in a logical RETURN or
Prompt sequence. TAB
Prev. To move back one field. SHIFT+TAB
Prompt
Up To move the cursor up. Up arrow
Down To move the cursor down. Down
arrow
Right To move the cursor to the right. Right arrow
Left To move the cursor to the left. Left arrow
Insert Depending on where you are: ESCI
¢ To select all items in certain lists, such
as an order work list (see update
page 15).
¢ To insert a new line in a multi-value
field.
¢ To change the editing mode from
“Insert” to “Typeover.”
Edit To activate full-text editing for a field (see | CNTRL+E
update page 11).
Goto Depending on where you are: ESC,G

¢ To go to a certain field (press <Goto>
and the name of the field or the
information in the field).

¢ To go to a certain line number in a list
(press <Goto> and the number of the
line).

¢ To go to a certain item in a drop box
(press <Goto> and the number or the
beginning letters of the item).
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Note the following about key commands:

* Pressing command keys. If key commands are separated by
a comma (for example, “ESC,1”), you must press the keys
quickly, one after the other. If key commands are separated
by a plus (for example, “CNTRL+E”), you must press the
keys at the same time.

e Escape-key sequences. If your function keys (keys that start
with the “F”) are programmed for other functions, you can
use the an escape-key sequence for commands assigned to
these keys instead. For example, if the Search command is
F2 for your emulation, but your F2 key is programmed for
another function, you can press ESC,2 to do a search. You
can press ESC,1 for F1, ESC,3 for F3, and so on. You can use
the escape sequence for function keys F1-F9.

Pull-down Menus

You can access options from pull-down menus. For example, you may
be able to delete a report by choosing “Delete” from the File menu. In the
documentation, the steps tell you: “Choose File, Delete.”

To access a menu option

1 Press <Menu> (F4 on most emulations) to access the pull-down
menus.

2 Move the cursor to the menu option you want (File, Option, or
Help), or type the first letter of the option (for example, press
“H” to move to the Help menu option).
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3 Press <Down> to display the pull-down menu. Here is a sample

menu:
oot ionf Help ]|
Distribution Fi

Horkslip & routing list F11
Review BIE record

Full BIE entry Fid
Claims reuiew

Flan update

Update wendor

Order activities

Frint order

Ouplicate arder

Uendor change

Cancel order Fi12

4 Move the cursor to the option you want (or type the first letter of
the option you want) and press RETURN.

Hot Keys

Several options on pull-down menus can be accessed immediately by
pressing a hot key. If a hot key is available for an option, it appears next
to the option in the pull-down menu.

Distribution Fi

Workslip & routing list F11
Feview BIG record

Full BIB entry F1@
Claims review

Plan update

Update vendor

Order actiuvities

Print order

Ouplicate order

Uendor change

Cancel order Fiz

Hot keys
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Moving Around Screens

This chart shows how to move around screens:

place on a screen

To do this Use this Key on {nost Key on your
command emulations emulation
Move to the top of a <Top> HOME,
record Up arrow
Move to the bottom of a <Bottom> HOME,
record Down arrow
Move to the top of the <Prev. Set> | Page,
previous screen in a Up arrow
multiscreen display
Move to the top of the <Next Set> | Page,
next screen in a Down arrow
multiscreen display
Move directly to a certain | <Goto> ESC,G

Reports Manual




Using the Interface

Moving Between Fields

To complete or update fields, you must first move the cursor to the field
you want. This chart shows how to move between fields:

to a certain
field

To do this Use this command Key on most | Key on your
emulations emulation
Move from <Accept Entry> or RETURN or
fieldtofieldin | <Next Prompt> TAB
a logical If you press <Accept
sequence Entry> at a required
field, the system tells
you the field is
required. To move past
the field without
completing it, press
<Next Prompt> or an
arrow key.
Move to a <Up>, <Down>, Arrow keys
particular <Left>, <Right>
field
Move back <Prev. Prompt> SHIFT+TAB
one field
Move directly | <Goto> ESC,G

Editing a Field

If you want, you can change a word or a phrase in a field without
reentering the entire field.

1 Move the cursor to the field you want to edit.

2 Press <Edit> (CTRL+E on most emulations).
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3 If you want to display a full editing screen for the field, press

<Edit> again:

ANERICAN EYES HEW ASIAM AHERICAN SHORT STORIES<

Full Screen Edit For Title

The current editing mode. “Insert” lets you insert new information

[ Linc [N o

141

without replacing the old. “Typeover” lets you type new information
over the old. To change editing modes, press <Insert>.

4 Edit the field using the command keys in this chart. Then press

<Save>.
To do this Use this Key on most Key on your
command emulations emulation
Move to the left <Left> Left arrow
Move to the right <Right> Right arrow
Move forward one word <Next TAB
Prompt>
Move back one word <Prev. SHIFT+TAB
Prompt>
Move to the beginning of a line <Beginning HOME,
of Line> Left arrow
Move to the end of a line <End of HOME,
Line> Right arrow
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To do this Use this Key on most Key on your
command emulations emulation
Move to the next line <Down> Down arrow
Move to the previous line <Up> Up arrow
Move to the top of the text <Top> HOME,
Up arrow
Move to the bottom of the text <Bottom> HOME,
Down arrow
Move to a certain word or <Goto> ESC,G
character
Delete information character by <Backspace> | BACKSPACE
character from right to left
Delete information character by <Delete DEL
character from left to right Character>
Delete a word <Delete CNTRL+W
Word>
Change the editing mode from <Insert> INS
“Insert” to “Typeover” or vice
versa
Save your changes and exit the <Save> F1
field
Exit the field without saving your | <Quit> ESC

changes
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Moving Around in a List

This chart lists the options for moving around in a list. These options
apply to lists that appear when you press <Search> in a coded field, as
well as other lists, such as an order work list. Some options are especially
helpful if the list is long.

Use this Key on most Key on your
To go . .
command emulations emulation
Down one line <Down> Down arrow
Up one line <Up> Up arrow
Down one screen <Next Set> Page,
Down arrow
Up one screen <Prev. Set> Page, Up
arrow
To the top of the list <Top> HOME,
Up arrow
To the bottom of a list <Bottom> HOME,
Down arrow
Directly to an item The first letter | The firstletter | The first letter
of the item of the item of the item
or
<Goto> ESC,G
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Selecting Items in a List

At certain lists, you can select one or more items to update. Selecting
multiple items lets you update them one after the other. For example, in
Acquisitions you can select multiple orders in an order work list to

update them one after the other.

To select or deselect an item, go to the item and press the space bar. A
“1” appears next to the first item you select, a “2” next to the second

item, and so on. This chart explains the options for selecting and

deselecting items in a list:

To

Do this

Select all items

Press <Insert>.

Select a range of items

“u_r

Go to the first item and press “<”.
Then go to the last item and press “>".
The system selects everything in from

“u_rm 7 QU

<" to “>".

Select items
individually

Go to the first item and press the
space bar; then repeat this for each
additional item you want to select.

To deselect all selected
items

Press <Delete>.

To deselect a range of
items

Go to the last item in the selected

"

range and press “>".

To deselect items
individually

Go to the selected item and press the
space bar; repeat this for each
additional item you want to deselect.
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Choosing an Option at a Pop-up Window

This guide may instruct you to “choose” an option at a pop-up window
like the one below. You choose an option by moving the cursor to the
option you want and pressing RETURN. You can move the cursor by
pressing <Right> or <Left>, or by pressing the first letter of the option
you want. For example, you can press “O” at the window below to move
the cursor to the <OK> option.

Ameritech Library Services
Harning!
This will allow you to change @ catalog record,
[ oK ] [ Copy 1 [ Cancel 1

Accessing a Drop Box

If you are completing a coded field, you can press <Search> (F2 on most
emulations) in the field to display a list of codes to choose from. The list
is called a “drop box.” Here is a sample drop box for the CURRENCY
field on the order record:

The description The valid codes
of each code for this field
1
Australian Dollar AuD
Austrian Shilling ATS
Bahrain Dinar BHO

Belgian Franc - Convert BEC
Belgian Franc - Finonci GBEL
l/r4

Shows where you are in the list. In this
example, the cursor is at the first of 44 codes.

You choose a code by highlighting it and pressing RETURN. To move
around in the list, see update page 14.
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Accessing Online Help

You can access online help for fields and menu bar options, as explained
below:

1 Move the cursor to the field or menu bar option you want help
for.

2 Press <Help> (F3 on most emulations) to display a short help
message at the bottom of the screen:

Order Detail 1/2 9
File 0Options
Order 10 = Status  Pre-order FY 1993
Lib PO Ho. Type FIRM Flan
I SBH/155H Call Ho.
Author 1
Title
Fublisher Fub Date
Format Uolume Edition
Uendar Item Ho.
Unit Price Oiscount # Currency
Ho. Pieces Order Qty @ Order Amt B 88
Locat fon Oty Account Ho, Clazs Amount Cncl Rtnd Roud Paid
1
2

Enter the purchase order (PO} number you want to assign this order, if any. You
can enter o period to automatically ossign the next auailable number.

This symbol means additional help
is available for the field or option.
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3  Press <Help> again to display additional help, if available:

Help for Lib PO Mo, =—m—m—m—m—m—— /2 -
REOUT THIS FIELD

Purchase order numbers let you group orders so you can later retrieve them
for printing, receiving, inuoicing, or updating all at once. PO numbers are
vendor specific; you con't use the same PO number for different vendors. |f
you enter an existing PO number, the UEHDOR, SHIP TO, SHIP UIA, and PLAN HO
fields are conpleted automatically. For new orders, the session default (if
any) automatically appsars here, but you can enter a different number if you
want . You can't change this field if the order's status is "Conceled" or
"Closed.”

WHAT TO EWTER

Use the displayed purchase order number {if any}, or enter another number
You con enter letters or numbers, or o combinotion of both, Enter o period
if you want the system to automatically ossign the next availoble number

TAKE HOTE

If you enter an existing PO number, the vendor, currency, discount, ship-to

and ship-via information outomatically appear in the appropricte fields and
[ Hext Page 1 [ Leave Help 1

4 If you want, press <Print Screen> (ESC,P on most emulations) to
print the screen so you can refer to the help after exiting the
screen.

5 Press <Quit> to leave help.

Creating a Miscellaneous Report

To create a report

1  Access the account for which you want to create a report.

2 Enter “UMISCR” (Update Miscellaneous Reports).
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Printing a Miscellaneous Report

The system displays the Update Miscellaneous Reports window:

Update Miscellaneous Reports

File Help
Report Code CD fecurity Lewvel 2  Last Updated 05 JUL 1989
Deseription Compact Discs Updated by  DYNIX

SO0RT HOLDINGE EY SO0RT.TITLE T-TITLE T-&UTHOR REQUIRE.ZELECT<

INSERT Line [ B

Enter the code you want for the report.
4 Enter the security level you want for this report.

The security level lets those with the level you enter or above
print the report in Miscellaneous Reports (MISCR).

Enter a description of the report.
Enter the Recall statement that will run to print the report.
Press <Save> to exit the Recall Statement part of the window.

Press <Save> again to save the report.

O© 0 NN o G

Repeat steps 3-8 for each new report you want; otherwise, press
<Quit>.

Printing a Miscellaneous Report

To print a report

1  Access the account for which you want to print a miscellaneous
report.

2 Enter “MISCR” (Miscellaneous Report).
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The system displays the Miscellaneous Reports window:

Hiscellansous Repotts
File Help

Print to Device Terminal

b
Compact Discs

Holdings

ITYPE

PTYPE

155

Quit=E3C: Generate report=F1l

3 Choose where you want the report to print. (For more
information on how to choose where to print the report, see
“Moving Between Fields” on update page 11 and “Accessing a
Drop Box” on update page 16.)

4 Choose the report you want. (For more information on choosing
the report, see “Moving Between Fields” on update page 11 and
“Moving Around in a List” on update page 14.)

5 Press <Generate report> when you are ready to print the report.

Here is an example of a report:

S0RT HOLDINGE EY SO0RT.TITLE T-TITLE T-aAUTHOR REQUIRE.SELECT 1Z:32Z:55am
05 Jul 1993 PAGE 1
HOLDINGE...... 1 1 AUTHOR. .. oooiiooan

2231240021824490 Bourree fantasque : for Chabrier, Emmanuel,

pians solo / 1541-1594.
-z249564 The Client Grisham, John
-249565 The Client Grisham, John
-249366 The Client Grisham, John
-248567 The Client Grisham, John
-249563 The Client Grisham, John
-249569 The Client Grisham, John
-z48700 The educating of Calhoun, Daniel
imericans, a decumentary Hovey, comp.
histery.
-249571 Elephant's Song Smith, Wilbur
3212400204472% Five intradas and Koch, Johannes

chorales on Easter hymns Hermann Ernst, 191&-
: for organ and trumpet [/

-Z493870 The Hope Wouk, Herman

-Z49872 Image Butler, Octawvia
-Z49872 Image Butler, Octawvia
-2493874 Image Butler, Octawvia

Press any key to continue...

6 Press <Quit>.
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