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1 The Circulation Menu 
 
 
 
1.1 Overview to Circulation Menu 
 
The Circulation Menu allows the selection of various Circulation functions.  The functions may be 
selected by pushing the appropriate push button or by typing the two letter code that is 
associated with a particular function.   
 
 
1.2 Circulation 
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1.3 Fields:  Circulation 
 
 
 
1.3.1 Field 1 Organizational Library Name:   50 characters, display only 
 
Purpose:  To identify the organization name of the library.   
 
1.3.2 Field 2 Catalog Name:   50 characters, display only 
 
1.3.3 Field 3 Function Keys 
 
1.3.4 Field 4 Main Library Back Office Menu:    
 
Function [Search Catalog] is the Online Patron Access Catalog (OPAC).  This staff entry 
empowers library staff beyond the standard patron features.   
 
All of these functions enable the staff to identify an item by bar code, item number, MARC 
Number, ISSN, ISBN, OCLC Control Number, LC Control Number, and Keywords.   
 
Function [Loan Item] allows a staff member to identify a patron for a loan.  If the patron does not 
exist, the patron may be added.  Once the patron is identified and the patron's account is in 
compliance with circulation rules, then the staff member can loan available items to the patron 
according to the lending rules for each item.   
 
Function [Loan Item with Override] is similar to Loan Item, except it allows privileged staff 
members to loan any item to any patron, regardless of the patron's account status or the lending 
rules for a particular item.  This function also enables a variable loan date and time.   
 
Function [Return Item] will check in any item on loan.  If the item is overdue, fines may be 
collected.  This function will also process returned lost items, missing items, items with a status of 
locate, recalled items, etc.   
 
Function [Return with Override] is similar to function [Return Item] except that it has a variable 
check date and time.  It is often a privileged function, but is mostly used to catch up on a pile of 
returns.   
 
Function [Conditional Returns] is used instead of Returns when an item comes back in poor 
condition, and fees have not yet been levied on the patron.  The status of the item stays at 
"Conditional", and the item stays on the Returned Damaged report.   
 
Function [Internal Circulation] is used by libraries that wish to keep statistics on the use of 
resources within the library.   
 
Function [Renew Item] will continue a loan to a patron without the patron first returning the item, 
but only within the rules established for the item, the patron, and other interested patrons (e.g., 
those who have  holds on the borrowed item(s)).   
 
Function [Renew with Override] works the same as Renew except it is not constrained by the 
various rules.  This function is usually privileged.  
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Function [Hold] displays the current status of patron fines and item loans with an option to show 
the detail.  There is also an option to cancel a Hold that has already been placed.  A patron is 
checked for Hold privileges and the item is also checked to make certain that it is eligible for a 
Hold.  Once all the conditions are met by the patron and by the item, then the hold can be placed 
for the patron on the item.   
 
Function [Locate] flags an item that should be available to patrons, but cannot be located within 
the library.  The flag forces the item to be included in the Locate Report, a Circulation 
Management Report.   
 
The [Recall Item] function marks an item that is on loan to be recalled to the library.  The function 
places the item in the status Recall, and marks the status on the borrower's record.  It also 
triggers a recall notice for printing on the next day (if your library established recall notices).  
When the item is Checked In, the system verifies that a recalled item has been returned and 
places the item in the status Available so that it may be loaned.   
 
Function [Patron Lost Item] is similar to Conditional Return in that the status of the item is set to 
Lost, and the management thereafter is via the Circulation Management Reports.  If the item 
happens to be found or returned, then function Return Item can process the item.   
 
Function [Patron Claimed Returned] displays the pertinent information for the patron claiming an 
item or items were returned and also allows the patron to view detail information.  All items may 
be marked as "claimed returned" or they may be marked individually.   
 
Function [Patron Fines] is really the Loan window since patrons pay fines either at the time of a 
return or a new loan.   
 
Function [Item Inquiry] displays the fundamental item values and usage data.   
 
Function [Item Edit] modifies existing values for an item.  An item is often referred to as holdings 
or copies.  An item represents the bib (a bib can have many items, i.e., many copies and/or 
volumes).   
 
Function [New Book or A/V Item] creates a holdings record for a bib for a book or A/V item.  This 
function should not be used to check-in serial issues!  
 
Function [New Temporary Item] creates a holdings record when the bib is not available, or not 
truly part of the catalog, such as a professor's book, notes, or slides on reserve for students.   
 
Function [Notices] reminds patrons that items are due, waiting to be picked up, and fees are to be 
paid.  
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Menu Style:  Push Button 
 
 
Menu Values: 
Search Catalog 
Loan Item 
Loan Item with Override 
Return Item 
Return with Override 
Conditional Return 
Internal Circulation 
Renew Item 
Renew with Override 
Hold 
Locate Item 
Recall Item 
Patron Lost Item 
Patron Claimed Returned 
Patron Fines 
Patron Edit 
Patron Inquiry 
Item Inquiry 
Item Edit 
New Book or A/V Item 
New Temporary Item 
Notices 
Help 
Change Password 
Quit 
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2 Circulation Functions 
 
 
 
2.1 Overview to Loans 
 
Function [Loan] is used for lending materials to patrons and for collecting patron fines and fees.  
The process for both is the same.  First, the user identifies a patron.  If the patron is new, and if 
the library allows the dynamic adding of patrons via Loans, then the user can add the patron, 
otherwise the session is over.  If the patron is in the patron database, then the software checks to 
see if the patron is eligible to borrow materials.  Eligibility is based on outstanding loans, fines, 
fees, and if the patron's account has not expired.  Ineligibility is called a Circulation Block.   
 
Once identified, the circulation user may examine the patron's current loans, collect fines and 
fees, edit the patron's demographic record (if allowed), and execute a loan.   
 
Function [Loan] and [Loan with Override] differ in that the later can override a Circulation Block.  
Also, [Loan with Override] can change the date and time of the loan.   
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2.2 Loans 
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2.3 Fields:  Loans 
 
 
 
2.3.1 Field 1 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.3.2 Field 2 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.3.3 Field 3 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
2.3.4 Field 4 Message Area:   76 characters, multiple, display only 
 
Purpose:  To display a message from the system to the user.   
 
Example:  display the bib or item being processed.   
 
2.3.5 Field 5 Function:   55 characters, display only 
 
Purpose:  To specify the exact window function. The window title might be broader than this 
specific term.   
 
2.3.6 Field 6 Patron Expiration Date:   10 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed. 
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   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.3.7 Field 7 E-mail Address:   50 characters, multiple, display only 
 
Purpose:  To specify the patron e-mail address(es).   
 
Format:  The e-mail address should have the form where there are some letters and/or numbers 
followed by the "at" symbol which is then followed by the host mail server.   
 
Discussion:  The e-mail address typically is made up of a User ID and a mail server address 
separated by an "at" symbol.   
 
   Examples:  doe_j@gum.com  
              123@hotmail.com  
 
 
2.3.8 Field 8 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans.   
 
2.3.9 Field 9 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.3.10 Field 10 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.3.11 Field 11 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.3.12 Field 12 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.3.13 Field 13 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
2.3.14 Field 14 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.3.15 Field 15 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans.   
 
2.3.16 Field 16 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting. 
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2.3.17 Field 17 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
2.3.18 Field 18 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.3.19 Field 19 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.3.20 Field 20 Advance Due Reminder:   2 characters, display only 
 
Purpose:  To specify the number of days in Advance of a Due Date to e-mail a reminder to the 
patron.   
 
Format:  It is any positive integer.   
 
2.3.21 Field 21 Function Keys 
 
2.3.22 Field 22 Patron Look Up:   7 characters 
 
Purpose:  A patron may be retrieved by entering a patron ID number, a bar code, a social security 
number, the patron's name or one additional unique ID.  A new patron may be added by entering 
a patron's last name followed by a comma and then the patron's first name.   
 
Format:  The patron number should be only numbers. The bar code may be entered by keyboard 
or with a bar code reader.  The social security number should be entered in the format NNN-NN-
NNNN.  The name should be entered in the format with last name followed by the first name (plus 
initials or middle names), and separated by a comma.  The additional index may contain any 
combination of letters and numbers with a length greater than 3.   
 
Discussion:  The Patron Look Up window allows several different searches.  The social security 
number, patron ID number, and Bar Code look ups all assume that the entry is pointing to a 
certain record.  The patron name look up will present a list of names after the first few letters of 
the name are entered.  The Additional ID may be maintained using the Patron Add/Edit window.  
It may contain unique identifiers for a patron such as a University ID.   
 
2.3.23 Field 23 Menu for Loan Functions:   tab stop 
 
Function [Close] returns the user to the circulation menu.   
 
Function [Patron Edit] invokes the function with the same name as on the main Circulation Menu.  
The entire patron record may be edited.   
 
Function [Pay Fees] remits or waives accrued lost or damaged fees.   
 
Function [Pay Fines] remits or waives accrued overdue fines.   
 
Menu Style:  Push Button 
 
Show Detail   Pay Fines   Pay Fees   Print   Patron Edit   Help   Close
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Function [Print] outputs specified data regarding the patron's record and transactions, including 
an optional format of a loan receipt, for example:   
 
 32116 Doe,John  
 Local Address:                          Home Address:  
 Laboratory                              1 Home Lane  
                                         Lowell,MA  01851  
 X 4321                                  123-4567  
   
 E-mail: doej@coldmail.com  
   
 Due 03/29/2002 14:16  
 The New England journal of medicine.  
 Volume 340/Issue 1/Year 1999/Copy 1  
   
 Due 04/09/2002 22:00  
 Gould, Stephen Jay.   
 Hen's teeth and horse's toes /  
   
 Due 04/12/2002 20:00  
 McCarty, Bill  
 Learning Red Hat Linux /  
 Copy 1  
   
Function [Show Detail] displays the title and item specifics of all current loans, holds, outstanding 
fees and fines, for example:   
 
 Overdue Loan        Fine $  20.00  Notice sent on 05/30/02  
 Out:      05/10/02  Wolff, Harold G.   
 Due:      05/24/02  Wolff's Headache and other head pain.   
           03:00 PM  WL 342 W8552 1980  
                     MARC# 14391   Item# 18        Barcode D10017  
 
2.3.24 Field 24 Date of Loan:   12 characters, tab stop 
 
Purpose:  To specify the date of the loan. This field may be non-editable in some systems.   
 
Format:  It is any reasonable date format such as NN/NN/NNNN. No future dates.   
 
2.3.25 Field 25 Time of Loan:   8 characters, tab stop 
 
Purpose:  To specify the time of the loan. This field may not be editable in all catalogs.   
 
Format:  It is any reasonable time format, e.g., 2 PM may be entered as  
 
     1400  
     14:00  
     2P  
     2PM  
     2 PM
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2.3.26 Field 26 Find Item:   120 characters, tab stop 
 
Purpose:  To specify numbers or words that might identify an item or the MARC bib associated 
with the item.  If the MARC bib is found, all of its associated items are displayed for selection.   
 
Format:  Free text, but in conjunction with the search method to be selected in the following field.  
A bar code may be scanned here to hasten the process.   
 
2.3.27 Field 27 Find Menu:   tab stop 
 
Purpose:  To specify the appropriate look up that matches the entry made in the textual Find field.   
 
Format:  It is a menu selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Bar Code 
Item # 
MARC # 
Call # 
Title 
Author 
ISBN/ISSN 
Control# 
LCCN 
 
Discussion:   
 
Function [Bar Code] will attempt to match the value in the field Find to the index of Bar Code 
values.  The software will also test if the bar code is an acceptable bar code value, e.g., not a 
patron's bar code.  This value cannot be truncated.   
 
Function [Item #] will attempt to match the value in the field Find to the list of Item Numbers.  This 
value cannot be truncated.   
 
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [Call #] will attempt to match the value in the field Find to the index of Call Numbers.  
This value may be truncated but must be in context, e.g., "WB 115 H323" for all editions of 
Harrison's Principles of internal medicine.   
 
Function [Title] will attempt to match the value in the field Find to the series authority file.  This 
value may be truncated and out of context, e.g. "new eng med" for the New England Journal of 
Medicine, but the word fragments must be greater than one Character each.   
 
Function [Author] will attempt to match the value in the field Find to the author authority file.  This 
value may be truncated, e.g., "Ein,Al" for Albert Einstein.   
  
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.  
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Function [ISBN/ISSN] will attempt to match the value in the field Find to the index of ISSN and 
ISBN Numbers.  This value cannot be truncated.   
 
Function [Control#] will attempt to match the value in the field Find to the index of MARC bib tag 
003 Control Number Identifier concatenated to tag 001 Control Number.  This is commonly called 
the OCLC number.  This value cannot be truncated.   
 
Function [LCCN] will attempt to match the value in the field Find to the index of MARC bib tag 
010, Library of Congress Control Number.  This value cannot be truncated.   
 
2.4 Overview to Patron Add/Edit Option 
 
The Patron Add/Edit Option window allows the entry of basic patron information such as name, 
addresses, phone numbers, social security number, and various notes.  Each patron is assigned 
a unique patron ID number as well as a unique bar code.   
 
 
2.5 Patron Edit 
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2.6 Fields:  Patron Edit 
 
 
 
2.6.1 Field 1 Patron Number:   6 characters, display only 
 
Purpose:  This field displays the patron's database identification number.  This value can be 
entered in the look up window to edit this patron's record.   
 
Format:  This value cannot be modified.   
 
2.6.2 Field 2 Function Keys 
 
2.6.3 Field 3 Patron Name:   75 characters, mandatory 
 
Purpose:  To identify the patron by the patron's individual name or corporate name.   
 
Format:  An individual's name formats to last name, followed by a comma, followed by the first 
name.  A corporate name is simply free text.   
 
Discussion:  An individual's name may include a middle name or initial.  The name may be in any 
combination of upper and lower case letters.   
 
   Examples:   STODDARD,ROGER  
               Stoddard,Roger  
               Stoddard,Roger W.   
               STODDARD,ROGER WARREN  
   
   Examples of corporate names:   
               CyberTools Inc  
               ILL Boston Public Library  
 
2.6.4 Field 4 Title:   10 characters 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.6.5 Field 5 Patron VIP Title:   40 characters 
 
Purpose:  To specify a patron's Very Import Person Title. It is not a required field.   
 
Format:  Any combination of letters, numbers and punctuation may be used as long as the length 
does not exceed 40 characters.   
 
   Example:  DIRECTOR OF CYTOLOGY DEPARTMENT  
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2.6.6 Field 6 Patron Suffix:   10 characters 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
 
2.6.7 Field 7 Social Security Number:   11 characters 
 
Purpose:  To specify a unique Social Security Number for each patron.   
 
Format:  The social security number format is NNN-NN-NNNN. The format NNNNNNNNN is also 
acceptable since the dashes are automatically inserted.  The social security number may not 
duplicate a number currently on file for some other patron.   
 
   Examples:  324-48-9482  
              497-70-0265  
 
2.6.8 Field 8 Additional ID for Look Ups:   10 characters 
 
Purpose:  To specify an additional ID that may also be used for look ups.   
 
Format:  It is any combination of letters and numbers.   
 
2.6.9 Field 9 Patron Local Address:   30 characters, tab stop 
 
Purpose:  To specify the Patron's Local Address.  It may be a street address or a mail stop.   
 
Format:  This field may have any combination of letters, punctuation, and numbers.   
 
   Examples:  1916 17th St., NW #309  
              4233 MERCIER STREET  
 
2.6.10 Field 10 Patron Local Zip/Postal Code:   10 characters 
 
Purpose:  To specify the Patron's Local Zip or Postal Code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN.  The postal code format is A** *** 
where A is an alphabetic character and * is any alpha-numeric character.  
 
Discussion:  The entry of the zip or postal code may cause a default value for the city and the 
state or province to be presented.  
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2.6.11 Field 11 Patron Local City:   30 characters 
 
Purpose:  To specify the Patron's Local City.   
 
Format:  The patron local city may contain any combination of letters, numbers, and punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
2.6.12 Field 12 Patron Local State or Province:   3 characters 
 
Purpose:  To identify the Patron's Local State or Province.   
 
Format:  The state format is two uppercase letters that are a valid state code.  This field is a table 
look up.   
 
 
2.6.13 Field 13 Patron Local Phone:   19 characters 
 
Purpose:  To identify the patron's local phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
2.6.14 Field 14 Patron Home Address:   30 characters, tab stop 
 
Purpose:  To specify the Patron's Home Address.  It may be the street or post office box.   
 
Format:  It may contain any combination of letters, numbers, and punctuation.   
 
   Examples:  1916 17th St., NW # 309  
              4233 MERCIER STREET  
 
2.6.15 Field 15 Patron Home Zip or Postal Code:   10 characters 
 
Purpose:  To specify the Patron's Home Zip or Postal Code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN whereas the postal code is A** *** 
where A is an alphabetic character and * is an alpha-numeric character.   
 
Discussion:  The entry of the zip or postal code may cause a default value for the city and the 
state to be presented.  
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2.6.16 Field 16 Patron Home City:   30 characters 
 
Purpose:  To specify the Patron's Home City.   
 
Format:  It may contain any combination of letters, numbers, or punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
2.6.17 Field 17 Patron Home State or Province:   3 characters 
 
Purpose:  To identify the Patron's Home State or Province.   
 
Format:  The format is two uppercase letters that are a valid code.  This is a table look up.   
 
     Example:  MA for Massachusetts  
                    
 
2.6.18 Field 18 Patron Home Phone:   19 characters 
 
Purpose:  To identify the patron's home phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
2.6.19 Field 19 E-mail Address:   50 characters, multiple, tab stop 
 
Purpose:  To specify the patron e-mail address(es).   
 
Format:  The e-mail address should have the form where there are some letters and/or numbers 
followed by the "at" symbol which is then followed by the host mail server.   
 
Discussion:  The e-mail address typically is made up of a User ID and a mail server address 
separated by an "at" symbol.   
 
   Examples:  doe_j@gum.com  
              123@hotmail.com  
 
2.6.20 Field 20 Advance Due Reminder:   2 characters 
 
Purpose:  To specify the number of days in Advance of a Due Date to e-mail a reminder to the 
patron.   
 
Format:  It is any positive integer.  
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2.6.21 Field 21 Patron Bar Code:   20 characters 
 
Purpose:  To specify the patron's unique bar code.   
 
Format:  The patron's bar code may be any combination of letters and numbers.   
 
Discussion:  The bar code may be scanned using a bar code reader or typed via the keyboard, 
but scanning is more accurate.   
 
   Examples:  D218LX  
 
2.6.22 Field 22 Password:   8 characters 
 
Purpose:  To specify the password for this patron.   
 
Format:  Any combination of letters and numbers without punctuation.  It must be at least 3 
characters.   
 
2.6.23 Field 23 Patron Class:   7 characters, mandatory, tab stop 
 
Purpose:  To specify the patron class information.   
 
Format:  Any combination of letters and numbers that match one of the previously defined 
classes.   
 
 
2.6.24 Field 24 Patron Valid Date:   11 characters, mandatory, tab stop 
 
Purpose:  To specify the date that the patron record will be active.   
 
Format:  It is any valid date. The date must not follow the patron expiration date.   
 
Discussion:  The valid date may be entered in a variety of ways.  Unless otherwise specified, the 
current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.6.25 Field 25 Patron Expiration Date:   11 characters, tab stop 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000 
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2.6.26 Field 26 Patron Alert Message:   72 characters 
 
Purpose:  To specify an important message or an alert message for this patron.   
 
Format:  It is any combination of letters, numbers and punctuation.   
 
   Example:  STOLEN CARD...ASK FOR I.D.   
 
2.6.27 Field 27 Audible Alert:    
 
Purpose:  To identify if an audible sound should be associated with the Alert Message.   
 
Format:  It is Yes or No.   
 
Discussion:  The selection of Yes indicates that an audible alert will be sounded for this patron.   
 
2.6.28 Field 28 Comments:   66 characters, multiple 
 
Purpose:  To specify comments relating to this patron.   
 
Format:  It is any combination of letters, numbers, and punctuation.   
 
2.6.29 Field 29 Date of the Note:   11 characters, tab stop 
 
Purpose:  To specify the date that the comments were entered or the date that the comments 
were last modified.   
 
Format:  It is any valid date format.   
 
2.6.30 Field 30 User Name:   30 characters 
 
Purpose:  To specify the name of the user that entered or last modified the comment.   
 
2.6.31 Field 31 Ok, Cancel, Help & Remove:   tab stop 
 
Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.   
 
Format:  It is an action that toggles the push button.   
 
Menu Style:  Push Button 
Ok 
Cancel 
Help 
Remove... 
Print... 
 
Function [Remove] will expunge the Patron's record from the database.  This function will only 
run if the patron has no existing circulation transactions, e.g., no loans, no fees, no fines, etc.   
 
Function [Print] will invoke the standard Patron Print function as found elsewhere, e.g., functions 
[Loans] and [Patron Inquiry]. The Patron's record can be displayed along with a circulation 
summary and/or detail. 
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2.7 Differences with the Patron OPAC Edit 
 
Patrons may edit their own records from the OPAC.  The biggest differences are that a patron 
cannot see or edit the patron notes, and the OPAC edit archives the pre-edited values as a 
generated note.  Thus, the OPAC edit creates an audit trail.   
 
2.8 Overview to Patron Bar Code Entry 
 
This window allows the entry of a bar code for a patron that has not had one assigned yet.  An 
item may not be loaned until a patron has an assigned bar code.   
 
 
2.9 Add a Patron Bar Code Prior to Loan 
 
 

 
 
 
2.10 Fields:  Add a Patron Bar Code Prior to Loan 
 
 
 
2.10.1 Field 1 Function Keys 
 
2.10.2 Field 2 Patron Bar Code:   19 characters, mandatory 
 
Purpose:  To specify the patron's unique bar code.   
 
Format:  The patron's bar code may be any combination of letters and numbers.   
 
Discussion:  The bar code may be scanned using a bar code reader or typed via the keyboard, 
but scanning is more accurate.   
 
   Examples:  D218LX 
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2.11 Overview to Payments 
 
 
The amount that needs to be paid to clear fines or fees will default in this window and that amount 
may be accepted by pressing quit.  There are also choices to waive the amount due or Cancel 
out of the window.   
 
 
2.12 Payments 
 
 

 
 
 
2.13 Fields:  Payments 
 
 
 
2.13.1 Field 1 Amount Due:   15 characters, display only 
 
Purpose:  To display the amount of the fine or fee.   
 
2.13.2 Field 2 Function Keys 
 
2.13.3 Field 3 Payment Amount:   15 characters 
 
Purpose:  To specify a payment of fine or fee.   
 
Format:  It is any valid money amount.   
 
2.13.4 Field 4 Menu to waive or pay.:   tab stop 
 
Purpose:  To Apply Payment or Waive a fine or a fee.  It also may Cancel the window without 
taking any action.   
 
Menu Style:  Push Button 
 
Menu Values: 
Apply Payment 
Waive Amount 
Cancel 
Help
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2.14 Overview to Date Entry 
 
This utility window allows the entry of a valid date.  If an invalid date is entered a help message is 
displayed that indicates valid formats.  This window is used from many other windows.   
 
 
2.15 Date and Time Entry 
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2.16 Fields:  Date and Time Entry 
 
 
 
2.16.1 Field 1 Date Entry Caption:   35 characters, display only 
 
Purpose:  This is the caption for the date to be entered.   
 
2.16.2 Field 2 Message Area:   76 characters, multiple, display only 
 
Purpose:  To display a message from the system to the user.   
 
Example:  display the bib or item being processed.   
 
2.16.3 Field 3 Time Entry Caption:   35 characters, display only 
 
Purpose:  This is the caption for the time to be entered.   
 
2.16.4 Field 4 Date Entry:   12 characters, tab stop 
 
Purpose:  To specify a valid date for the operation.   
 
Format:  It is any valid date format.   
 
Examples, using the US format:   
 
           08/02/99  
           08-02-99  
           08/02     (Assumes the current year)  
           080299  
           08021999  
           08/02/1999  
           2 (if the month is August)  
           +1 (if today is 8/1 for 8/2)  
           -1 (if today is 8/3 for 8/2)  
 
2.16.5 Field 5 Time Entry:   8 characters, tab stop 
 
Purpose:  To specify a valid time for the operation.   
 
Format:  It is any valid time format.   
 
Examples for five past four in the afternoon:   
 
     16:05  
     1605  
     4:05 PM  
     0405P  
   
If 16:05 is now, you may enter an equal sign, e.g.:   
 
     = 
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2.16.6 Field 6 Window Controls Ok & Cancel:    
 
Purpose:  Control window flow. Ok will save and apply the displayed values, whereas Cancel will 
reject the changes.   
 
Format:  It is a push button selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Ok 
Cancel 
 
 
2.17 Overview to Circulation Returns 
 
This window is used for the following functions:   
 
     1. Standard Returns;   
     2. Returns with Override;   
     3. Conditional Returns;   
     4. Internal Circulation.   
   
A Standard Return is also known as check-in.  It is used when the staff processes the return of a 
borrowed item in real time.  An item on loan is returned in good condition, so its status is changed 
from ON LOAN to AVAILABLE.   
 
Returns with Override allowing the user to specify the date and time of the return.  For example, 
staff might perform this task at the beginning of the day, and use the end of the previous day's 
date and time as the return values.   
 
Conditional Return is used to process an item that has been returned in poor condition.  Rather 
than changing its status to AVAILABLE, it is changed to IN CONDITIONAL, and maintains a link 
between itself and the patron's record so that the patron may be charged later, if necessary.  
 
  
Internal Circulation is the practice of a patron using books or journals while in the library, and 
when the patron is done, the patron does not return the item to its location.  Rather, the patron 
places the item in a location (typically a cart) with other such utilized items.  These items are then 
processed for Internal Check In for the purpose of statistics.   
 
   
This window requires the identification of the item.  Once the item is identified, the software 
checks the item's status in the database to see if the item is a candidate for the return function.  If 
the book is overdue, there is an opportunity to pay the fine.  Finally, any holds on the book are 
also displayed.   
 
If an item is considered LOST or placed into LOCATE and the item is returned, then the staff 
member is notified and the database updated.   
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2.18 Returns 
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2.19 Fields:  Returns 
 
 
 
2.19.1 Field 1 Message Area:   76 characters, multiple, display only 
 
Purpose:  To display a message from the system to the user.   
 
Example:  display the bib or item being processed.   
 
2.19.2 Field 2 Function:   55 characters, display only 
 
Purpose:  To specify the exact window function. The window title might be broader than this 
specific term.   
 
2.19.3 Field 3 Function Keys 
 
2.19.4 Field 4 Date Returned:   12 characters, tab stop 
 
Purpose:  To specify the date of the return. This field may be non-editable in some systems.   
 
Format:  It is any reasonable date format such as NN/NN/NNNN. No future dates.   
 
2.19.5 Field 5 Time Returned:   5 characters, tab stop 
 
Purpose:  To specify the time of the return. This field may be non-editable in some systems.   
 
Format:  It is any reasonable time format such as NN:NN.   
 
2.19.6 Field 6 Find Item:   120 characters, tab stop 
 
Purpose:  To specify numbers or words that might identify an item or the MARC bib associated 
with the item.  If the MARC bib is found, all of its associated items are displayed for selection.   
 
Format:  Free text, but in conjunction with the search method to be selected in the following field.  
A bar code may be scanned here to hasten the process.   
 
2.19.7 Field 7 Find Menu:   tab stop 
 
Purpose:  To specify the appropriate look up that matches the entry made in the textual Find field.   
 
Format:  It is a menu selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Bar Code 
Item # 
MARC # 
Call # 
Title 
Author 
ISBN/ISSN 
Control# 
LCCN
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Discussion:   
 
Function [Bar Code] will attempt to match the value in the field Find to the index of Bar Code 
values.  The software will also test if the bar code is an acceptable bar code value, e.g., not a 
patron's bar code.  This value cannot be truncated.   
 
Function [Item #] will attempt to match the value in the field Find to the list of Item Numbers.  This 
value cannot be truncated.   
 
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [Call #] will attempt to match the value in the field Find to the index of Call Numbers.  
This value may be truncated but must be in context, e.g., "WB 115 H323" for all editions of 
Harrison's Principles of internal medicine.   
 
Function [Title] will attempt to match the value in the field Find to the series authority file.  This 
value may be truncated and out of context, e.g. "new eng med" for the New England Journal of 
Medicine, but the word fragments must be greater than one Character each.   
 
Function [Author] will attempt to match the value in the field Find to the author authority file.  This 
value may be truncated, e.g., "Ein,Al" for Albert Einstein.   
 
  
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [ISBN/ISSN] will attempt to match the value in the field Find to the index of ISSN and 
ISBN Numbers.  This value cannot be truncated.   
 
Function [Control#] will attempt to match the value in the field Find to the index of MARC bib tag 
003 Control Number Identifier concatenated to tag 001 Control Number.  This is commonly called 
the OCLC number.  This value cannot be truncated.   
 
Function [LCCN] will attempt to match the value in the field Find to the index of MARC bib tag 
010, Library of Congress Control Number.  This value cannot be truncated.   
 
2.19.8 Field 8 Close the window:   tab stop 
 
Purpose:  this function ends the use of this window. 
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2.20 Overview to Renews 
 
This window displays the pertinent information for the patron renewing an item and allows the 
patron to view detail information.  All items may be renewed or they may be renewed individually. 
The item is checked for holds and the expiration date of the patron's borrowing privileges.  If 
items are renewed and cancel is selected, the renewals are cancelled.   
 
 
2.21 Renewal 
 
 

 



 31 

2.22 Fields:  Renewal 
 
 
 
2.22.1 Field 1 Patron Name:   64 characters, display only 
 
Purpose:  To identify the patron by the patron's individual name or corporate name.   
 
Format:  An individual's name formats to last name, followed by a comma, followed by the first 
name.  A corporate name is simply free text.   
 
Discussion:  An individual's name may include a middle name or initial.  The name may be in any 
combination of upper and lower case letters.   
 
   Examples:   STODDARD,ROGER  
               Stoddard,Roger  
               Stoddard,Roger W.   
               STODDARD,ROGER WARREN  
   
   Examples of corporate names:   
               CyberTools Inc  
               ILL Boston Public Library  
 
2.22.2 Field 2 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.22.3 Field 3 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
2.22.4 Field 4 Function:   55 characters, display only 
 
Purpose:  To specify the exact window function. The window title might be broader than this 
specific term.   
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2.22.5 Field 5 Patron Expiration Date:   11 characters, display only, tab stop 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12 or 01/13/99 or 01/14/1999 or 02/28/2000  
 
2.22.6 Field 6 Patron Number:   6 characters, display only 
 
Purpose:  This field displays the patron's database identification number.  This value can be 
entered in the look up window to edit this patron's record.   
 
Format:  This value cannot be modified.   
 
2.22.7 Field 7 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans.   
 
2.22.8 Field 8 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.22.9 Field 9 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.22.10 Field 10 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.22.11 Field 11 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.22.12 Field 12 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
2.22.13 Field 13 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.22.14 Field 14 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans.  
 
2.22.15 Field 15 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.  



 33 

2.22.16 Field 16 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
2.22.17 Field 17 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.22.18 Field 18 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.22.19 Field 19 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.22.20 Field 20 Function Keys 
 
2.22.21 Field 21 Renew Menu:   tab stop 
 
Purpose:  To specify viewing the Detail, Renewing all items, or ending the Renew session via 
Close.  Please note that any changes made in this interactive window are immediate, and thus 
function independently of the Close button.  In other words, Close will not undo changes made 
during the session since the changes are applied in real-time.   
 
Menu Style:  Push Button 
Show Detail   Renew All   Close 
 
2.22.22 Field 22 Author of an Item:   40 characters, display only 
 
Purpose:  To display the author of the book.   
 
Format:  Any text and punctuation that is the author of a book.   
 
2.22.23 Field 23 Title of Book to Renew:   67 characters, display only 
 
Purpose:  To display the title or description for an item  
 
Format:  Any text and punctuation  
 
2.22.24 Field 24 Date Item Was Loaned:   10 characters, display only 
 
Purpose:  To display the date the item was loaned.   
 
2.22.25 Field 25 Date Item Is Due:   10 characters, display only 
 
Purpose:  To display the date that the item is due  
 
Format:  Any valid date  
 
2.22.26 Field 26 Renewal Question:    
 
Purpose:  To renew an item by marking the check box. 
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2.23 Overview to Holds 
 
The Patron Hold window displays the current status of fines and loans with an option to show the 
detail.  There is also an option to cancel a Hold that has already been placed.  Finally, an item 
may be looked up by Bar Code, Item Number, MARC Number, Call Number, ISBN, OCLC, 
LCCN, or Keyword and then placed on Hold.  A patron is checked for Hold privileges and the item 
is also checked to make certain that it is eligible for Holds.   
 
 
2.24 Holds 
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2.25 Fields:  Holds 
 
 
 
2.25.1 Field 1 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
 
2.25.2 Field 2 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
2.25.3 Field 3 Message Area:   76 characters, multiple, display only 
 
Purpose:  To display a message from the system to the user.   
 
Example:  display the bib or item being processed.   
 
2.25.4 Field 4 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.25.5 Field 5 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans. 
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2.25.6 Field 6 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.25.7 Field 7 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.25.8 Field 8 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.25.9 Field 9 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.25.10 Field 10 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
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2.25.11 Field 11 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.25.12 Field 12 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans.   
 
2.25.13 Field 13 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.   
 
2.25.14 Field 14 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
2.25.15 Field 15 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.25.16 Field 16 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.25.17 Field 17 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.25.18 Field 18 Function Keys 
 
2.25.19 Field 19 Patron Look Up:   7 characters 
 
Purpose:  A patron may be retrieved by entering a patron ID number, a bar code, a social security 
number, the patron's name or one additional unique ID.  A new patron may be added by entering 
a patron's last name followed by a comma and then the patron's first name.   
 
Format:  The patron number should be only numbers. The bar code may be entered by keyboard 
or with a bar code reader.  The social security number should be entered in the format NNN-NN-
NNNN.  The name should be entered in the format with last name followed by the first name (plus 
initials or middle names), and separated by a comma.  The additional index may contain any 
combination of letters and numbers with a length greater than 3.   
 
Discussion:  The Patron Look Up window allows several different searches.  The social security 
number, patron ID number, and Bar Code look ups all assume that the entry is pointing to a 
certain record.  The patron name look up will present a list of names after the first few letters of 
the name are entered.  The Additional ID may be maintained using the Patron Add/Edit window.  
It may contain unique identifiers for a patron such as a University ID.   
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2.25.20 Field 20 Menu for Hold Functions:   tab stop 
 
Purpose:  To specify the action of viewing patron's detail, canceling an item already on hold, or 
exiting the window.   
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
Cancel Holds 
Close 
Help 
 
 
2.25.21 Field 21 Find Item:   120 characters, tab stop 
 
Purpose:  To specify numbers or words that might identify an item or the MARC bib associated 
with the item.  If the MARC bib is found, all of its associated items are displayed for selection.   
 
Format:  Free text, but in conjunction with the search method to be selected in the following field.  
A bar code may be scanned here to hasten the process.   
 
2.25.22 Field 22 Find Menu:   tab stop 
 
Purpose:  To specify the appropriate look up that matches the entry made in the textual Find field.   
 
Format:  It is a menu selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Bar Code 
Item # 
MARC # 
Call # 
Title 
Author 
ISBN/ISSN 
Control# 
LCCN 
 
 
Discussion:   
 
Function [Bar Code] will attempt to match the value in the field Find to the index of Bar Code 
values.  The software will also test if the bar code is an acceptable bar code value, e.g., not a 
patron's bar code.  This value cannot be truncated.   
 
Function [Item #] will attempt to match the value in the field Find to the list of Item Numbers.  This 
value cannot be truncated.   
 
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.  
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Function [Call #] will attempt to match the value in the field Find to the index of Call Numbers.  
This value may be truncated but must be in context, e.g., "WB 115 H323" for all editions of 
Harrison's Principles of internal medicine.   
 
Function [Title] will attempt to match the value in the field Find to the series authority file.  This 
value may be truncated and out of context, e.g. "new eng med" for the New England Journal of 
Medicine, but the word fragments must be greater than one Character each.   
 
Function [Author] will attempt to match the value in the field Find to the author authority file.  This 
value may be truncated, e.g., "Ein,Al" for Albert Einstein.   
 
  
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [ISBN/ISSN] will attempt to match the value in the field Find to the index of ISSN and 
ISBN Numbers.  This value cannot be truncated.   
 
Function [Control#] will attempt to match the value in the field Find to the index of MARC bib tag 
003 Control Number Identifier concatenated to tag 001 Control Number.  This is commonly called 
the OCLC number.  This value cannot be truncated.   
 
Function [LCCN] will attempt to match the value in the field Find to the index of MARC bib tag 
010, Library of Congress Control Number.  This value cannot be truncated.  
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2.26 Overview to Locate 
 
Function Locate flags an item that should be available to patrons, but cannot be located within the 
library.  The flag forces the item to be included in the Locate Report, a Circulation Management 
Report.   
  
The Patron Locate window displays the current status of fines and loans with an option to show 
the detail.  An item may be looked up by Bar Code, Item Number, MARC Number, Call Number, 
ISBN or ISSN, OCLC, LCCN, or Keyword.  Once identified, a locate request is filed.  An item may 
also have a Pending Hold filed so that the item will be placed on hold when it is located.   
 
Once an item is placed in Locate, its status in the OPAC is shown as "Locate".   
 
Should the item re-appear, or should you desire to remove the item from the database, use 
function Return Item (Check In) to change the item's status from "Locate" to "Available".  Once its 
status is "Available", the item can then be loaned or removed.   
 
2.27 Locate 
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2.28 Fields:  Locate 
 
 
 
2.28.1 Field 1 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.28.2 Field 2 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
2.28.3 Field 3 Message Area:   76 characters, multiple, display only 
 
Purpose:  To display a message from the system to the user.   
 
Example:  display the bib or item being processed.   
 
2.28.4 Field 4 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.28.5 Field 5 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans. 
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2.28.6 Field 6 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.28.7 Field 7 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.28.8 Field 8 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.28.9 Field 9 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.28.10 Field 10 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
2.28.11 Field 11 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.28.12 Field 12 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans.   
 
2.28.13 Field 13 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.   
 
2.28.14 Field 14 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
2.28.15 Field 15 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.28.16 Field 16 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.28.17 Field 17 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.28.18 Field 18 Function Keys
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2.28.19 Field 19 Patron Look Up:   7 characters 
 
Purpose:  A patron may be retrieved by entering a patron ID number, a bar code, a social security 
number, the patron's name or one additional unique ID.  A new patron may be added by entering 
a patron's last name followed by a comma and then the patron's first name.   
 
Format:  The patron number should be only numbers. The bar code may be entered by keyboard 
or with a bar code reader.  The social security number should be entered in the format NNN-NN-
NNNN.  The name should be entered in the format with last name followed by the first name (plus 
initials or middle names), and separated by a comma.  The additional index may contain any 
combination of letters and numbers with a length greater than 3.   
 
Discussion:  The Patron Look Up window allows several different searches.  The social security 
number, patron ID number, and Bar Code look ups all assume that the entry is pointing to a 
certain record.  The patron name look up will present a list of names after the first few letters of 
the name are entered.  The Additional ID may be maintained using the Patron Add/Edit window.  
It may contain unique identifiers for a patron such as a University ID.   
 
 
2.28.20 Field 20 Menu for Locate Functions:   tab stop 
 
Purpose:  To select an action of viewing more detail or ending the session via Close.  Please note 
that any changes made in this interactive window are immediate, and thus function independent 
of the Close button.  In other words, Close will not undo changes made during the session since 
the changes are applied in real-time.   
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
Close 
Help 
 
 
2.28.21 Field 21 Find Item:   120 characters, tab stop 
 
Purpose:  To specify numbers or words that might identify an item or the MARC bib associated 
with the item.  If the MARC bib is found, all of its associated items are displayed for selection.   
 
Format:  Free text, but in conjunction with the search method to be selected in the following field.  
A bar code may be scanned here to hasten the process.  
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2.28.22 Field 22 Find Menu:   tab stop 
 
Purpose:  To specify the appropriate look up that matches the entry made in the textual Find field.   
 
Format:  It is a menu selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Bar Code 
Item # 
MARC # 
Call # 
Title 
Author 
ISBN/ISSN 
Control# 
LCCN 
 
Discussion:   
 
Function [Bar Code] will attempt to match the value in the field Find to the index of Bar Code 
values.  The software will also test if the bar code is an acceptable bar code value, e.g., not a 
patron's bar code.  This value cannot be truncated.   
 
Function [Item #] will attempt to match the value in the field Find to the list of Item Numbers.  This 
value cannot be truncated.   
 
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [Call #] will attempt to match the value in the field Find to the index of Call Numbers.  
This value may be truncated but must be in context, e.g., "WB 115 H323" for all editions of 
Harrison's Principles of internal medicine.   
 
Function [Title] will attempt to match the value in the field Find to the series authority file.  This 
value may be truncated and out of context, e.g. "new eng med" for the New England Journal of 
Medicine, but the word fragments must be greater than one Character each.   
 
Function [Author] will attempt to match the value in the field Find to the author authority file.  This 
value may be truncated, e.g., "Ein,Al" for Albert Einstein.   
 
  
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [ISBN/ISSN] will attempt to match the value in the field Find to the index of ISSN and 
ISBN Numbers.  This value cannot be truncated.   
 
Function [Control#] will attempt to match the value in the field Find to the index of MARC bib tag 
003 Control Number Identifier concatenated to tag 001 Control Number.  This is commonly called 
the OCLC number.  This value cannot be truncated.   
 
Function [LCCN] will attempt to match the value in the field Find to the index of MARC bib tag 
010, Library of Congress Control Number.  This value cannot be truncated.  
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2.29 Overview to Recall 
 
The Recall function marks an item that is on loan to be recalled to the library. The function places 
the item in the status Recall, and marks the status on the borrower's record.  It also triggers a 
recall notice for printing on the next day (if your library established recall notices).  When the item 
is Checked In, the system will verify that a recalled item has been returned and will place the item 
in the status Available so that it may be loaned.   
 
2.30 Recall Items on Loan to One Patron 
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2.31 Fields:  Recall Items on Loan to One Patron 
 
 
 
2.31.1 Field 1 Patron Name:   64 characters, display only 
 
Purpose:  To identify the patron by the patron's individual name or corporate name.   
 
Format:  An individual's name formats to last name, followed by a comma, followed by the first 
name.  A corporate name is simply free text.   
 
Discussion:  An individual's name may include a middle name or initial.  The name may be in any 
combination of upper and lower case letters.   
 
   Examples:   STODDARD,ROGER  
               Stoddard,Roger  
               Stoddard,Roger W.   
               STODDARD,ROGER WARREN  
   
   Examples of corporate names:   
               CyberTools Inc  
               ILL Boston Public Library  
 
2.31.2 Field 2 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.31.3 Field 3 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
2.31.4 Field 4 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.  
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Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.31.5 Field 5 Patron Number:   6 characters, display only 
 
Purpose:  This field displays the patron's database identification number.  This value can be 
entered in the look up window to edit this patron's record.   
 
Format:  This value cannot be modified.   
 
2.31.6 Field 6 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans.   
 
2.31.7 Field 7 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.31.8 Field 8 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.31.9 Field 9 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.31.10 Field 10 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.31.11 Field 11 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
2.31.12 Field 12 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.31.13 Field 13 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans.   
 
2.31.14 Field 14 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.   
 
2.31.15 Field 15 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending. 
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2.31.16 Field 16 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.31.17 Field 17 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.31.18 Field 18 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.31.19 Field 19 Function Keys 
 
2.31.20 Field 20 Claim Returned Functions:   tab stop 
 
Purpose:  To specify an action.   
 
Show Detail will show the current patron's account, apart from any changes here.   
 
All Claimed Returned will mark all of the items for "Claimed Returned."  
 
Ok will apply the changes to the database, and exit the window.   
 
Cancel will ignore the changes made to the items.  The changes are not applied to the database.   
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
Ok 
Cancel 
 
 
2.31.21 Field 21 Author of an Item:   40 characters, display only 
 
Purpose:  To display the author of the book.   
 
Format:  Any text and punctuation that is the author of a book.   
 
2.31.22 Field 22 Title of Book to Renew:   60 characters, display only 
 
Purpose:  To display the title or description for an item  
 
Format:  Any text and punctuation  
 
2.31.23 Field 23 Date Item Was Loaned:   10 characters, display only 
 
Purpose:  To display the date the item was borrowed.  
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2.31.24 Field 24 Date Item Is Due:   10 characters, display only 
 
Purpose:  To display the date that the item is due  
 
Format:  Any valid date  
 
2.31.25 Field 25 Claimed Returned Selection:    
 
Purpose:  To select an item to be processed as "Claimed Returned." The actual change to the 
database will take place after the user presses the push button labeled Ok.   
 
Format:  It is a check box selection.  
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2.32 Overview to Lost Item(s) 
 
This window displays the patron information and allows the viewing of detail information.  Any 
loaned item may be selected indicating that it was lost.  If cancel is selected all items that were 
marked as lost will return to a normal status.  Choosing "Quit" will mark the item or items as lost.   
 
 
2.33 Patron Lost Item 
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2.34 Fields:  Patron Lost Item 
 
 
 
2.34.1 Field 1 Patron Name:   64 characters, display only 
 
Purpose:  To identify the patron by the patron's individual name or corporate name.   
 
Format:  An individual's name formats to last name, followed by a comma, followed by the first 
name.  A corporate name is simply free text.   
 
 
Discussion:  An individual's name may include a middle name or initial.  The name may be in any 
combination of upper and lower case letters.   
 
   Examples:   STODDARD,ROGER  
               Stoddard,Roger  
               Stoddard,Roger W.   
               STODDARD,ROGER WARREN  
   
   Examples of corporate names:   
               CyberTools Inc  
               ILL Boston Public Library  
 
2.34.2 Field 2 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.34.3 Field 3 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.  
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2.34.4 Field 4 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.34.5 Field 5 Patron Number:   6 characters, display only 
 
Purpose:  This field displays the patron's database identification number.  This value can be 
entered in the look up window to edit this patron's record.   
 
Format:  This value cannot be modified.   
 
2.34.6 Field 6 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans.   
 
2.34.7 Field 7 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.34.8 Field 8 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.34.9 Field 9 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.34.10 Field 10 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.34.11 Field 11 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
2.34.12 Field 12 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.34.13 Field 13 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans. 
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2.34.14 Field 14 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.   
 
2.34.15 Field 15 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
2.34.16 Field 16 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.34.17 Field 17 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.34.18 Field 18 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.34.19 Field 19 Function Keys 
 
2.34.20 Field 20 Lost Item Functions:   tab stop 
 
Purpose:  To specify an action.   
 
Show Detail will show the current patron's account, apart from any changes here.   
 
Ok will apply the changes to the database, and exit the window.   
 
Cancel will ignore the changes made to the items.  The changes are not applied to the database.   
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
Ok 
Cancel 
 
 
2.34.21 Field 21 Author of an Item:   40 characters, display only 
 
Purpose:  To display the author of the book.   
 
Format:  Any text and punctuation that is the author of a book.   
 
2.34.22 Field 22 Title of Book to Renew:   60 characters, display only 
 
Purpose:  To display the title or description for an item  
 
Format:  Any text and punctuation
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2.34.23 Field 23 Date Item Was Checked Out:   10 characters, display only 
 
Purpose:  To specify the date the item was loaned.   
 
Format:  It is a valid date.   
 
2.34.24 Field 24 Date Item Is Due:   10 characters, display only 
 
Purpose:  To display the date that the item is due  
 
Format:  Any valid date  
 
2.34.25 Field 25 Lost Check Box:   tab stop 
 
Purpose:  To specify items that were lost.   
 
Format:  It is a check box selection.   
 
2.34.26 Field 26 Replacement Amount:   6 characters, tab stop 
 
Purpose:  To specify the amount paid to replace an item.   
 
Format:  It is a dollar value.   
 
2.34.27 Field 27 Processing Fee:   7 characters, tab stop 
 
Purpose:  To specify the fee that covers the processing required to replace a lost item.   
 
Format:  It is a dollar value.   
 
2.34.28 Field 28 Total Fees:   7 characters 
 
Purpose:  to display the sum of the Replacement and Processing fees.   
 
2.34.29 Field 29 Paid Amount:   7 characters, tab stop 
 
Purpose:  To specify the total of the processing fee and replacement amount that is paid.  Any 
remainder is charged to the patron's account.   
 
Format:  It is a dollar value. 
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2.35 Overview to Patron Claimed Returned 
 
This window displays the pertinent information for the patron claiming an item or items were 
returned and also allows the patron to view detail information.  All items may be marked as 
claimed returned or they may be marked individually.   
 
 
2.36 Claimed Returned 
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2.37 Fields:  Claimed Returned 
 
 
 
2.37.1 Field 1 Patron Name:   64 characters, display only 
 
Purpose:  To identify the patron by the patron's individual name or corporate name.   
 
Format:  An individual's name formats to last name, followed by a comma, followed by the first 
name.  A corporate name is simply free text.   
 
Discussion:  An individual's name may include a middle name or initial.  The name may be in any 
combination of upper and lower case letters.   
 
   Examples:   STODDARD,ROGER  
               Stoddard,Roger  
               Stoddard,Roger W.   
               STODDARD,ROGER WARREN  
   
   Examples of corporate names:   
               CyberTools Inc  
               ILL Boston Public Library  
 
2.37.2 Field 2 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
2.37.3 Field 3 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   Examples:  III  
              Jr.   
              Sr.   
              M.D. 
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2.37.4 Field 4 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
2.37.5 Field 5 Patron Number:   6 characters, display only 
 
Purpose:  This field displays the patron's database identification number.  This value can be 
entered in the look up window to edit this patron's record.   
 
Format:  This value cannot be modified.   
 
2.37.6 Field 6 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans.   
 
2.37.7 Field 7 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
2.37.8 Field 8 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
2.37.9 Field 9 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
2.37.10 Field 10 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
2.37.11 Field 11 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
2.37.12 Field 12 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
2.37.13 Field 13 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans. 
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2.37.14 Field 14 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.   
 
2.37.15 Field 15 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
2.37.16 Field 16 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
2.37.17 Field 17 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
2.37.18 Field 18 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
2.37.19 Field 19 Function Keys 
 
2.37.20 Field 20 Claim Returned Functions:   tab stop 
 
Purpose:  To specify an action.   
 
Show Detail will show the current patron's account, apart from any changes here.   
 
All Claimed Returned will mark all of the items for "Claimed Returned."  
 
Ok will apply the changes to the database, and exit the window.   
 
Cancel will ignore the changes made to the items.  The changes are not applied to the database.   
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
All Claimed Returned 
Ok 
Cancel 
 
2.37.21 Field 21 Author of an Item:   40 characters, display only 
 
Purpose:  To display the author of the book.   
 
Format:  Any text and punctuation that is the author of a book.   
 
2.37.22 Field 22 Title of Book to Renew:   60 characters, display only 
 
Purpose:  To display the title or description for an item  
 
Format:  Any text and punctuation 
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2.37.23 Field 23 Date Item Was Loaned:   10 characters, display only 
 
Purpose:  To display the date the item was borrowed.   
 
 
2.37.24 Field 24 Date Item Is Due:   10 characters, display only 
 
Purpose:  To display the date that the item is due  
 
Format:  Any valid date  
 
2.37.25 Field 25 Claimed Returned Selection:    
 
Purpose:  To select an item to be processed as "Claimed Returned." The actual change to the 
database will take place after the user presses the push button labeled Ok.   
 
Format:  It is a check box selection.   
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3 Patron Functions 
 
 
 
3.1 Overview to Patron Add/Edit Option 
 
The Patron Add/Edit Option window allows the entry of basic patron information such as name, 
addresses, phone numbers, social security number, and various notes.  Each patron is assigned 
a unique patron ID number as well as a unique bar code.   
 
 
3.2 Patron Edit 
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3.3 Fields:  Patron Edit 
 
 
 
3.3.1 Field 1 Patron Number:   6 characters, display only 
 
Purpose:  This field displays the patron's database identification number.  This value can be 
entered in the look up window to edit this patron's record.   
 
Format:  This value cannot be modified.   
 
3.3.2 Field 2 Function Keys 
 
3.3.3 Field 3 Patron Name:   75 characters, mandatory 
 
Purpose:  To identify the patron by the patron's individual name or corporate name.   
 
Format:  An individual's name formats to last name, followed by a comma, followed by the first 
name.  A corporate name is simply free text.   
 
Discussion:  An individual's name may include a middle name or initial.  The name may be in any 
combination of upper and lower case letters.   
 
   Examples:   STODDARD,ROGER  
               Stoddard,Roger  
               Stoddard,Roger W.   
               STODDARD,ROGER WARREN  
   
   Examples of corporate names:   
               CyberTools Inc  
               ILL Boston Public Library  
 
3.3.4 Field 4 Title:   10 characters 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
3.3.5 Field 5 Patron VIP Title:   40 characters 
 
Purpose:  To specify a patron's Very Import Person Title. It is not a required field.   
 
Format:  Any combination of letters, numbers and punctuation may be used as long as the length 
does not exceed 40 characters.   
 
   Example:  DIRECTOR OF CYTOLOGY DEPARTMENT  
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3.3.6 Field 6 Patron Suffix:   10 characters 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
3.3.7 Field 7 Social Security Number:   11 characters 
 
Purpose:  To specify a unique Social Security Number for each patron.   
 
Format:  The social security number format is NNN-NN-NNNN. The format NNNNNNNNN is also 
acceptable since the dashes are automatically inserted.  The social security number may not 
duplicate a number currently on file for some other patron.   
 
   Examples:  324-48-9482  
              497-70-0265  
 
3.3.8 Field 8 Additional ID for Look Ups:   10 characters 
 
Purpose:  To specify an additional ID that may also be used for look ups.   
 
Format:  It is any combination of letters and numbers.   
 
3.3.9 Field 9 Patron Local Address:   30 characters, tab stop 
 
Purpose:  To specify the Patron's Local Address.  It may be a street address or a mail stop.   
 
Format:  This field may have any combination of letters, punctuation, and numbers.   
 
   Examples:  1916 17th St., NW #309  
              4233 MERCIER STREET  
 
3.3.10 Field 10 Patron Local Zip/Postal Code:   10 characters 
 
Purpose:  To specify the Patron's Local Zip or Postal Code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN.  The postal code format is A** *** 
where A is an alphabetic character and * is any alpha-numeric character.  
 
Discussion:  The entry of the zip or postal code may cause a default value for the city and the 
state or province to be presented. 
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3.3.11 Field 11 Patron Local City:   30 characters 
 
Purpose:  To specify the Patron's Local City.   
 
Format:  The patron local city may contain any combination of letters, numbers, and punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
3.3.12 Field 12 Patron Local State or Province:   3 characters 
 
Purpose:  To identify the Patron's Local State or Province.   
 
Format:  The state format is two uppercase letters that are a valid state code.  This field is a table 
look up.   
 
3.3.13 Field 13 Patron Local Phone:   19 characters 
 
Purpose:  To identify the patron's local phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
3.3.14 Field 14 Patron Home Address:   30 characters, tab stop 
 
Purpose:  To specify the Patron's Home Address.  It may be the street or post office box.   
 
Format:  It may contain any combination of letters, numbers, and punctuation.   
 
   Examples:  1916 17th St., NW # 309  
              4233 MERCIER STREET  
 
3.3.15 Field 15 Patron Home Zip or Postal Code:   10 characters 
 
Purpose:  To specify the Patron's Home Zip or Postal Code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN whereas the postal code is A** *** 
where A is an alphabetic character and * is an alpha-numeric character.   
 
Discussion:  The entry of the zip or postal code may cause a default value for the city and the 
state to be presented. 
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3.3.16 Field 16 Patron Home City:   30 characters 
 
Purpose:  To specify the Patron's Home City.   
 
Format:  It may contain any combination of letters, numbers, or punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
3.3.17 Field 17 Patron Home State or Province:   3 characters 
 
Purpose:  To identify the Patron's Home State or Province.   
 
Format:  The format is two uppercase letters that are a valid code.  This is a table look up.   
 
     Example:  MA for Massachusetts  
 
3.3.18 Field 18 Patron Home Phone:   19 characters 
 
Purpose:  To identify the patron's home phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
3.3.19 Field 19 E-mail Address:   50 characters, multiple, tab stop 
 
Purpose:  To specify the patron e-mail address(es).   
 
Format:  The e-mail address should have the form where there are some letters and/or numbers 
followed by the "at" symbol which is then followed by the host mail server.   
 
Discussion:  The e-mail address typically is made up of a User ID and a mail server address 
separated by an "at" symbol.   
 
   Examples:  doe_j@gum.com  
              123@hotmail.com  
 
3.3.20 Field 20 Advance Due Reminder:   2 characters 
 
Purpose:  To specify the number of days in Advance of a Due Date to e-mail a reminder to the 
patron.   
 
Format:  It is any positive integer.  
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3.3.21 Field 21 Patron Bar Code:   20 characters 
 
Purpose:  To specify the patron's unique bar code.   
 
Format:  The patron's bar code may be any combination of letters and numbers.   
 
Discussion:  The bar code may be scanned using a bar code reader or typed via the keyboard, 
but scanning is more accurate.   
 
   Examples:  D218LX  
 
3.3.22 Field 22 Password:   8 characters 
 
Purpose:  To specify the password for this patron.   
 
Format:  Any combination of letters and numbers without punctuation.  It must be at least 3 
characters.   
 
3.3.23 Field 23 Patron Class:   7 characters, mandatory, tab stop 
 
Purpose:  To specify the patron class information.   
 
Format:  Any combination of letters and numbers that match one of the previously defined 
classes.   
 
3.3.24 Field 24 Patron Valid Date:   11 characters, mandatory, tab stop 
 
Purpose:  To specify the date that the patron record will be active.   
 
Format:  It is any valid date. The date must not follow the patron expiration date.   
 
Discussion:  The valid date may be entered in a variety of ways.  Unless otherwise specified, the 
current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
3.3.25 Field 25 Patron Expiration Date:   11 characters, tab stop 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000
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3.3.26 Field 26 Patron Alert Message:   72 characters 
 
Purpose:  To specify an important message or an alert message for this patron.   
 
Format:  It is any combination of letters, numbers and punctuation.   
 
   Example:  STOLEN CARD...ASK FOR I.D.   
 
3.3.27 Field 27 Audible Alert:    
 
Purpose:  To identify if an audible sound should be associated with the Alert Message.   
 
Format:  It is Yes or No.   
 
Discussion:  The selection of Yes indicates that an audible alert will be sounded for this patron.   
 
3.3.28 Field 28 Comments:   66 characters, multiple 
 
Purpose:  To specify comments relating to this patron.   
 
Format:  It is any combination of letters, numbers, and punctuation.   
 
 
3.3.29 Field 29 Date of the Note:   11 characters, tab stop 
 
Purpose:  To specify the date that the comments were entered or the date that the comments 
were last modified.   
 
Format:  It is any valid date format.   
 
3.3.30 Field 30 User Name:   30 characters 
 
Purpose:  To specify the name of the user that entered or last modified the comment.   
 
3.3.31 Field 31 Ok, Cancel, Help & Remove:   tab stop 
 
Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.   
 
Format:  It is an action that toggles the push button.   
 
Menu Style:  Push Button 
Ok   Cancel   Help   Remove...   Print... 
 
Function [Remove] will expunge the Patron's record from the database.  This function will only 
run if the patron has no existing circulation transactions, e.g., no loans, no fees, no fines, etc.   
 
Function [Print] will invoke the standard Patron Print function as found elsewhere, e.g., functions 
[Loans] and [Patron Inquiry]. The Patron's record can be displayed along with a circulation 
summary and/or detail.  
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3.4 Differences with the Patron OPAC Edit 
 
Patrons may edit their own records from the OPAC.  The biggest differences are that a patron 
cannot see or edit the patron notes, and the OPAC edit archives the pre-edited values as a 
generated note.  Thus, the OPAC edit creates an audit trail.   
 
3.5 Overview to Zip Codes 
 
This window allows the entry of a city and state that should be associated with a given zip.  Other 
screens use this information to autofill the city and state when a zipcode is entered.   
 
 
3.6 Zip Code Entry 
 
 

 
 
 
3.7 Fields:  Zip Code Entry 
 
 
 
3.7.1 Field 1 Zip/Postal Code:   10 characters 
 
Purpose:  This field shows the current zip code that needs an associated city and state.   
 
Format:  The zip code field cannot be changed.   
 
3.7.2 Field 2 City:   30 characters, mandatory 
 
Purpose:  To specify the valid city name.   
 
Format:  It is any combination of letters and numbers.   
 
Discussion:  The city name should be entered with a length not exceeding 30 characters.   
 
3.7.3 Field 3 State or Province:   3 characters, mandatory, tab stop 
 
Purpose:  To specify the US Postal State or Possession code or the Canadian province code.   
 
Format:  The format is two uppercase letters.   
 
Discussion:  A US code or the Canadian province code may be entered or it may be selected 
from a look up table by pressing help. 
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3.8 Overview to Library Staff Patron Inquiry 
 
The Library Staff Patron Inquiry window displays basic patron information such as name, 
addresses, phone numbers, social security number, and an alert message if applicable.  The 
status of fines and loans may also be displayed with an option to show detail.   
 
 
3.9 Library Staff Patron Inquiry 
 
 

 



 69 

3.10 Fields:  Library Staff Patron Inquiry 
 
 
3.10.1 Field 1 Patron Local Address:   30 characters, display only 
 
Purpose:  To specify the Patron's Local Address.  It may be a street address or a mail stop.   
 
Format:  This field may have any combination of letters, punctuation, and numbers.   
 
   Examples:  1916 17th St., NW #309  
              4233 MERCIER STREET  
 
3.10.2 Field 2 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
 
3.10.3 Field 3 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the Patron Suffix which contains information such as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
3.10.4 Field 4 Patron Class:   7 characters, display only 
 
Purpose:  To specify the patron class information.   
 
Format:  Any combination of letters and numbers that match one of the previously defined 
classes.   
 
3.10.5 Field 5 Social Security Number:   11 characters, display only 
 
Purpose:  To specify a unique Social Security Number for each patron.   
 
Format:  The social security number format is NNN-NN-NNNN. The format NNNNNNNNN is also 
acceptable since the dashes are automatically inserted.  The social security number may not 
duplicate a number currently on file for some other patron.   
 
   Examples:  324-48-9482  
              497-70-0265
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3.10.6 Field 6 Patron Local Zip/Postal Code:   10 characters, display only 
 
Purpose:  To specify the Patron's Local Zip or Postal Code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN.  The postal code format is A** *** 
where A is an alphabetic character and * is any alpha-numeric character.  
 
Discussion:  The entry of the zip or postal code may cause a default value for the city and the 
state or province to be presented.   
 
3.10.7 Field 7 Patron Local Phone:   19 characters, display only 
 
Purpose:  To identify the patron's local phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
3.10.8 Field 8 Patron Home Address:   30 characters, display only 
 
Purpose:  To specify the Patron's Home Address.  It may be the street or post office box.   
 
Format:  It may contain any combination of letters, numbers, and punctuation.   
 
   Examples:  1916 17th St., NW # 309  
              4233 MERCIER STREET  
 
3.10.9 Field 9 Patron Home Phone:   19 characters, display only 
 
Purpose:  To identify the patron's home phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999 
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3.10.10 Field 10 Patron Home Zip or Postal Code:   10 characters, display only 
 
Purpose:  To specify the Patron's Home Zip or Postal Code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN whereas the postal code is A** *** 
where A is an alphabetic character and * is an alpha-numeric character.   
 
Discussion:  The entry of the zip or postal code may cause a default value for the city and the 
state to be presented.   
 
3.10.11 Field 11 Patron Bar Code:   20 characters, display only 
 
Purpose:  To specify the patron's unique bar code.   
 
Format:  The patron's bar code may be any combination of letters and numbers.   
 
Discussion:  The bar code may be scanned using a bar code reader or typed via the keyboard, 
but scanning is more accurate.   
 
   Examples:  D218LX  
 
3.10.12 Field 12 Patron Valid Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will be active.   
 
Format:  It is any valid date. The date must not follow the patron expiration date.   
 
Discussion:  The valid date may be entered in a variety of ways.  Unless otherwise specified, the 
current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
3.10.13 Field 13 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the Valid Date.   
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000 
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3.10.14 Field 14 Patron Local City and State:   34 characters, display only 
 
Purpose:  To specify the patron's local city.   
 
Format:  The patron's local city may contain any combination of letters, numbers, and 
punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
3.10.15 Field 15 Patron Home City and State:   34 characters, display only 
 
Purpose:  To specify the patron's home city.   
 
Format:  The patron's home city may contain any combination of letters, numbers, or punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
3.10.16 Field 16 Overdue Loans Fines:   8 characters, display only 
 
Purpose:  To display the fine total of all Overdue Loans.   
 
3.10.17 Field 17 Overdue Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Overdue Loans.   
 
3.10.18 Field 18 Fines Not Paid:   8 characters, display only 
 
Purpose:  To display the total monetary amount of all Fines Not Paid.   
 
3.10.19 Field 19 Lost and Damaged:   8 characters, display only 
 
Purpose:  To display the total amount of all the items that were Lost or Damaged.   
 
3.10.20 Field 20 Conditional Return Count:   4 characters, display only 
 
Purpose:  To display the total number of Conditional Returns.   
 
3.10.21 Field 21 Count of Fines Not Paid:   4 characters, display only 
 
Purpose:  To display the total number of Fines Not Paid.   
 
3.10.22 Field 22 Count of Recalled Loans:   4 characters, display only 
 
Purpose:  To display the total number of Recalled Loans.   
 
3.10.23 Field 23 Loans Count:   4 characters, display only 
 
Purpose:  To display the total number of Loans.  
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3.10.24 Field 24 Holds Waiting Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Waiting.   
 
3.10.25 Field 25 Holds Pending Count:   4 characters, display only 
 
Purpose:  To display the total number of Holds Pending.   
 
3.10.26 Field 26 Claimed Returned Count:   4 characters, display only 
 
Purpose:  To display the total number of items claimed returned.   
 
3.10.27 Field 27 Lost and Damaged Count:   4 characters, display only 
 
Purpose:  To display the total number of items Lost or Damaged.   
 
3.10.28 Field 28 Function Keys 
 
3.10.29 Field 29 Patron Look Up:   7 characters 
 
Purpose:  A patron may be retrieved by entering a patron ID number, a bar code, a social security 
number, the patron's name or one additional unique ID.  A new patron may be added by entering 
a patron's last name followed by a comma and then the patron's first name.   
 
Format:  The patron number should be only numbers. The bar code may be entered by keyboard 
or with a bar code reader.  The social security number should be entered in the format NNN-NN-
NNNN.  The name should be entered in the format with last name followed by the first name (plus 
initials or middle names), and separated by a comma.  The additional index may contain any 
combination of letters and numbers with a length greater than 3.   
 
Discussion:  The Patron Look Up window allows several different searches.  The social security 
number, patron ID number, and Bar Code look ups all assume that the entry is pointing to a 
certain record.  The patron name look up will present a list of names after the first few letters of 
the name are entered.  The Additional ID may be maintained using the Patron Add/Edit window.  
It may contain unique identifiers for a patron such as a University ID.   
 
3.10.30 Field 30 Patron Alert Message:   72 characters 
 
Purpose:  To specify an important message or an alert message for this patron.   
 
Format:  It is any combination of letters, numbers and punctuation.   
 
   Example:  STOLEN CARD...ASK FOR I.D.   
 
3.10.31 Field 31 E-mail Address:   50 characters, multiple 
 
Purpose:  To specify the patron e-mail address(es).   
 
Format:  The e-mail address should have the form where there are some letters and/or numbers 
followed by the "at" symbol which is then followed by the host mail server. 
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Discussion:  The e-mail address typically is made up of a User ID and a mail server address 
separated by an "at" symbol.   
 
   Examples:  doe_j@gum.com  
              123@hotmail.com  
 
3.10.32 Field 32 Window Controls:   tab stop 
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
Print 
Close 
 
Function [Print] outputs specified data regarding the patron's record and transactions, including 
an optional format of a loan receipt, for example:   
 
 32116 Doe,John  
 Local Address:                          Home Address:  
 Laboratory                              1 Home Lane  
                                         Lowell,MA  01851  
 X 4321                                  123-4567  
   
 E-mail: doej@coldmail.com  
   
 Due 03/29/2002 14:16  
 The New England journal of medicine.  
 Volume 340/Issue 1/Year 1999/Copy 1  
   
 Due 04/09/2002 22:00  
 Gould, Stephen Jay.   
 Hen's teeth and horse's toes /  
   
 Due 04/12/2002 20:00  
 McCarty, Bill  
 Learning Red Hat Linux /  
 Copy 1  
   
Function [Show Detail] displays the title and item specifics of all current loans, holds, outstanding 
fees and fines, for example:   
 
 Overdue Loan        Fine $  20.00  Notice sent on 05/30/02  
 Out:      05/10/02  Wolff, Harold G.   
 Due:      05/24/02  Wolff's Headache and other head pain.   
           03:00 PM  WL 342 W8552 1980  
                     MARC# 14391   Item# 18        Barcode D10017



 75 

 
3.11 Example of Patron Inquiry Function [Details] 
 
 
The following is an example of a Patron Inquiry function [Detail] display.   
 
 Patron: 32116   Doe,John  
   
 Fine Not Paid       $   3.00  Returned: 04/07/02 10:34 AM  
 Out:      04/07/02  Yu, Tsai-Fan,  
 Due:      04/01/02  The Kidney in gout and hyperuricemia /  
           09:00 PM  WE 350 K46 1982  
                     MARC# 26239   Item# 51047     Barcode D113YB  
   
 Recalled Loan  
 Out:      04/08/02  Daan, S.   
 Due:      04/22/02  Biological clocks and environmental time :   
 Recalled: 04/08/02  QH 527 B615 1989  
                     MARC# 47775   Item# 218583    Barcode D20Y46  
   
 Overdue Loan        Fine $  12.00   
 Out:      04/07/02  Peterson, Roy Reed,  
 Due:      04/07/02  Functional anatomy of the orbit  
           12:00 N   WW 202 F979 1988 MAC  
                     MARC# 50001   Item# 240361    Barcode D2171P  
   
 Loan:     04/07/02  Fries, James F.   
 Due:      04/21/02  Hyperuricemia and gout /  
           09:00 PM  WE 350 H998 1982  
                     MARC# 42248   Item# 161492    Barcode D20F35  
   
 Loan:     04/08/02  Daan, S.   
 Due:      04/22/02  Biological clocks and environmental time :   
           10:00 PM  QH 527 B615 1989  
                     MARC# 47775   Item# 218583    Barcode D20Y46  
   
 Hold Waiting  
 Placed:   04/04/02  Medcom, Inc.   
 Satisfied:04/08/02  Gout :    
 Cancel:     Indef.  WE 350 M488g 1971  
                     MARC# 15861   Item# 9273      Barcode D10A7N  
   
 Hold Pending:       Finneson, Bernard E.   
 Placed:   03/21/02  Low back pain /  
 Cancel:     Indef.  WE 755 L912 1980  
                     MARC# 16866   Item# 10550     Barcode D10B7S  
   
 Claimed Returned  
 Due:      04/07/02  Rose, Harry Melvin.   
 Claimed:  04/07/02  Viral influenza  
                     W 20 N469 no.262 1976 VC  
                     MARC# 28737   Item# 81121     Barcode D11R6D 
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 Conditional Return  
 Out:      04/07/02  Morrey, Bernard F.,  
 Due:      04/21/02  The Elbow /  
 Returned: 04/07/02  WE 820 E375 1994  
                     MARC# 57493   Item# 311920    Barcode D220FJ  
   
 Lost/Damaged Item  
 Due:      04/21/02  Wyngaarden, James B.,  
 Lost:     04/07/02  Gout and hyperuricemia /  
 Amount $     65.00  WE 350 W987g 1976  
                     MARC# 855     Item# 15066     Barcode D10F7M  
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4 Items Functions 
 
 
 
4.1 Overview to Look Up Title and/or Item 
 
 
This window is used to identify a title and/or a specific item, depending on the originating menu 
selection.  A title or an item may be looked up by Bar Code, Item Number, MARC Number, Call 
Number, ISBN, OCLC number, LCCN, or Keyword.   
 
 
4.2 Look Up Title and/or Item 
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4.3 Fields:  Look Up Title and/or Item 
 
 
 
4.3.1 Field 1 Function::   60 characters, display only 
 
Purpose:  To indicate how this window will be used.   
 
4.3.2 Field 2 Function Keys 
 
4.3.3 Field 3 Find Item:   120 characters, tab stop 
 
Purpose:  To specify numbers or words that might identify an item or the MARC bib associated 
with the item.  If the MARC bib is found, all of its associated items are displayed for selection.   
 
Format:  Free text, but in conjunction with the search method to be selected in the following field.  
A bar code may be scanned here to hasten the process.   
 
4.3.4 Field 4 Find Menu:   tab stop 
 
Purpose:  To specify the appropriate look up that matches the entry made in the textual Find field.   
 
Format:  It is a menu selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Bar Code 
Item # 
MARC # 
Call # 
Title 
Author 
ISBN/ISSN 
Control# 
LCCN 
 
Discussion:   
 
Function [Bar Code] will attempt to match the value in the field Find to the index of Bar Code 
values.  The software will also test if the bar code is an acceptable bar code value, e.g., not a 
patron's bar code.  This value cannot be truncated.   
 
Function [Item #] will attempt to match the value in the field Find to the list of Item Numbers.  This 
value cannot be truncated.   
 
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [Call #] will attempt to match the value in the field Find to the index of Call Numbers.  
This value may be truncated but must be in context, e.g., "WB 115 H323" for all editions of 
Harrison's Principles of internal medicine. 
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Function [Title] will attempt to match the value in the field Find to the series authority file.  This 
value may be truncated and out of context, e.g. "new eng med" for the New England Journal of 
Medicine, but the word fragments must be greater than one Character each.   
 
Function [Author] will attempt to match the value in the field Find to the author authority file.  This 
value may be truncated, e.g., "Ein,Al" for Albert Einstein.   
  
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [ISBN/ISSN] will attempt to match the value in the field Find to the index of ISSN and 
ISBN Numbers.  This value cannot be truncated.   
 
Function [Control#] will attempt to match the value in the field Find to the index of MARC bib tag 
003 Control Number Identifier concatenated to tag 001 Control Number.  This is commonly called 
the OCLC number.  This value cannot be truncated.   
 
Function [LCCN] will attempt to match the value in the field Find to the index of MARC bib tag 
010, Library of Congress Control Number.  This value cannot be truncated.   
 
4.3.5 Field 5 Close the window:   tab stop 
 
Purpose:  this function ends the use of this window.  



 80 

 
4.4 Overview to Managing Non-Serial, Permanent Holdings 
 
This window allows the management of non-serial holdings data.  This software uses the term 
"item" to represent the actual copies, volumes, and issues of the collection which constitute the 
catalog's circulation.  Each item is associated with a MARC bibliographic record.  Conversely, a 
MARC bib may have many items tied to it as holdings.  An item may be looked up by Bar Code, 
Item Number, MARC Number, Call Number, ISBN, OCLC, LCCN, or Keyword.  
 
This process starts by identifying the associated MARC bib, and then creates the item(s).   
 
 
4.5 Create Book & A/V Items 
 
 

 
 
 
4.6 Fields:  Create Book & A/V Items 
 
 
4.6.1 Field 1 Function Keys 
 
 
4.6.2 Field 2 Create Item Type:   mandatory 
 
Purpose:  To specify the item type from Book or Audiovisual. Book and Audiovisual function in the 
same way; the distinction is simply in the names.   
 
Format:  It is a radio button selection.   
 
Menu Style:  Radio Button/Check Box 
Book   Audiovisual
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4.6.3 Field 3 Find Item:   120 characters, tab stop 
 
Purpose:  To specify numbers or words that might identify an item or the MARC bib associated 
with the item.  If the MARC bib is found, all of its associated items are displayed for selection.   
 
Format:  Free text, but in conjunction with the search method to be selected in the following field.  
A bar code may be scanned here to hasten the process.   
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4.6.4 Field 4 Find Menu:   tab stop 
 
Purpose:  To specify the appropriate look up that matches the entry made in the textual Find field.   
 
Format:  It is a menu selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Bar Code 
Item # 
MARC # 
Call # 
Title 
Author 
ISBN/ISSN 
Control# 
LCCN 
 
Discussion:   
 
Function [Bar Code] will attempt to match the value in the field Find to the index of Bar Code 
values.  The software will also test if the bar code is an acceptable bar code value, e.g., not a 
patron's bar code.  This value cannot be truncated.   
 
Function [Item #] will attempt to match the value in the field Find to the list of Item Numbers.  This 
value cannot be truncated.   
 
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [Call #] will attempt to match the value in the field Find to the index of Call Numbers.  
This value may be truncated but must be in context, e.g., "WB 115 H323" for all editions of 
Harrison's Principles of internal medicine.   
 
Function [Title] will attempt to match the value in the field Find to the series authority file.  This 
value may be truncated and out of context, e.g. "new eng med" for the New England Journal of 
Medicine, but the word fragments must be greater than one Character each.   
 
Function [Author] will attempt to match the value in the field Find to the author authority file.  This 
value may be truncated, e.g., "Ein,Al" for Albert Einstein.   
 
  
Function [MARC #] will attempt to match the value in the field Find to the list of MARC Numbers.  
This value cannot be truncated.   
 
Function [ISBN/ISSN] will attempt to match the value in the field Find to the index of ISSN and 
ISBN Numbers.  This value cannot be truncated.   
 
Function [Control#] will attempt to match the value in the field Find to the index of MARC bib tag 
003 Control Number Identifier concatenated to tag 001 Control Number.  This is commonly called 
the OCLC number.  This value cannot be truncated.   
 
Function [LCCN] will attempt to match the value in the field Find to the index of MARC bib tag 
010, Library of Congress Control Number.  This value cannot be truncated.  
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4.6.5 Field 5 Close the window:   tab stop 
 
Purpose:  this function ends the use of this window.   
 
 
4.7 Item Edit 
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4.8 Fields:  Item Edit 
 
 
 
4.8.1 Field 1 MARC or Temporary Descriptions:   76 characters, multiple, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
 
4.8.2 Field 2 Function Keys 
 
4.8.3 Field 3 Item Type:   12 characters 
 
Purpose:  To specify an item type from the Item Type Table. This table includes the types Book, 
A/V, Temporary, and Serial.  Serial cannot be applied except via the Serial Check-in, in which 
case it is applied automatically.   
 
Format:  It is a table selection.   
 
4.8.4 Field 4 Temporary Item Type:   40 characters, tab stop 
 
Purpose:  To specify the type of temporary item from the Temporary Item Type table.  This table 
usually has values such as Book, Videocassette, Reprint, etc.   
 
Format:  It is a table selection.   
 
4.8.5 Field 5 Temporary's Description:   50 characters, tab stop 
 
Purpose:  To specify the description of the temporary item. It might include the title, author, and 
owner of the item.   
 
Format:  It is any text.   
 
4.8.6 Field 6 Year:   20 characters, tab stop 
 
Purpose:  To specify the year(s) for an item.   
 
Format:  A 4 digit year or 2 four digit years separated by a dash to signify a year range.   
 
Examples:   
     1999  
     1999-2000  
 
4.8.7 Field 7 Volume:   20 characters, tab stop 
 
Purpose:  to specify the volume(s).   
 
Format:  this field accepts any characters, but is typically a number or range of numbers.   
 
4.8.8 Field 8 Issue:   60 characters, tab stop 
 
Purpose:  To specify the item's Issue value, if applicable.   
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4.8.9 Field 9 Copy:   10 characters, tab stop 
 
Purpose:  To specify the Copy number of for this item.   
 
Format:  This value must be numeric.   
 
Example:  if you have three copies, and the item on hand is the second, then it is copy 2.   
 
4.8.10 Field 10 Price:   10 characters, tab stop 
 
Purpose:  To specify the price amount of the item.   
 
Format:  It is any valid money amount.   
 
Examples:    10.85  
             45.99  
            150.00  
 
4.8.11 Field 11 Bar Code:   20 characters, tab stop 
 
Purpose:  To specify a valid item bar code.   
 
Format:  Any combination of numbers and characters that make up a valid bar code.   
 
4.8.12 Field 12 Location:   40 characters, mandatory, tab stop 
 
Purpose:  To specify where the item is kept according to the Item Location Table.  This table is 
unique to each catalog, but typically contains values such as General Collection, Reference, 
Staff, etc.  Each location has a default Circulation Class which the new item will inherit upon the 
selection of the location.   
 
Format:  It is a table selection.   
 
4.8.13 Field 13 Item Circulation Class:   40 characters, mandatory, tab stop 
 
Purpose:  To specify the circulation class assigned to this item.  The circulation classes are the 
rules on loans and fines for an item.  Typical classes are Non-Circulating, One Hour, Two Weeks, 
etc., but are unique to each catalog.   
 
Format:  It is a table selection.   
 
4.8.14 Field 14 Status:   40 characters, mandatory, tab stop 
 
Purpose:  To specify where the item is in the circulation cycle.  Each catalog may have unique 
statuses, but common ones are Available (meaning the item may be borrowed), On Loan, Non-
circulating, etc.   
 
Format:  It is a table selection.   
 
4.8.15 Field 15 Call Number:   60 characters, tab stop 
 
Purpose:  To specify the call number for the item.   
 
Format:  Any combination of numbers and letters that make up the call number of the item.   
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4.8.16 Field 16  Message When Item is Returned:   50 characters, tab stop 
 
Purpose:  To specify a message that appears when the item is returned from circulating.   
 
Format:  This value is free text.   
 
Example:  if the item is a CD recording, the message might be " Check for scratches or cracks on 
the CD, and check for the booklet."  
 
4.8.17 Field 17 Non-public Comment:   72 characters, multiple, tab stop 
 
Purpose:  To specify free text notes for the library's internal use.  It is often used to record 
acquisition information.  This field is similar to the MARC 21 Bibliographic field 852 subfield x, 
Non- Public Comment.   
 
4.8.18 Field 18 Public Comment:   72 characters, multiple, tab stop 
 
Purpose:  To specify free text notes for library's public viewing.  The OPAC displays these notes.  
This field is similar to the MARC 21 Bibliographic tag 852 $ z, Public Comment.   
 
4.8.19 Field 19 Ok, Cancel, Help, & Remove:   tab stop 
 
Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.   
 
Format:  It is an action that toggles the push button.   
 
Menu Style:  Push Button 
 
Menu Values: 
Ok 
Cancel 
Help 
Remove... 
 
Function Remove will first confirm the deletion of the item, and then perform the function.  The 
item may not be deleted if it is on loan.  
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4.9 Overview to Item Inquiry 
 
The purpose of the Item Inquiry is to display the fundamental item values and usage data. Item 
Inquiry begins with the standard item look up, or as a hyperlink from the OPAC for library staff.   
 
 
4.10 Item Inquiry 
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4.11 Fields:  Item Inquiry 
 
 
 
4.11.1 Field 1 Bar Code:   20 characters, display only 
 
Purpose:  To specify a valid item bar code.   
 
Format:  Any combination of numbers and characters that make up a valid bar code.   
 
4.11.2 Field 2 Volume:   20 characters, display only 
 
Purpose:  to specify the volume(s).   
 
Format:  this field accepts any characters, but is typically a number or range of numbers.   
 
4.11.3 Field 3 Issue:   60 characters, display only 
 
Purpose:  To specify the item's Issue value, if applicable.   
 
4.11.4 Field 4 Year:   20 characters, display only 
 
Purpose:  To specify the year(s) for an item.   
 
Format:  A 4 digit year or 2 four digit years separated by a dash to signify a year range.   
 
Examples:   
 
     1999  
     1999-2000  
 
4.11.5 Field 5 Copy:   10 characters, display only 
 
Purpose:  To specify the Copy number of for this item.   
 
Format:  This value must be numeric.   
 
Example:  if you have three copies, and the item on hand is the second, then it is copy 2.   
 
4.11.6 Field 6 Location:   40 characters, display only 
 
Purpose:  To specify where the item is kept according to the Item Location Table.  This table is 
unique to each catalog, but typically contains values such as General Collection, Reference, 
Staff, etc.  Each location has a default Circulation Class which the new item will inherit upon the 
selection of the location.   
 
Format:  It is a table selection.  
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4.11.7 Field 7 Item Circulation Class:   40 characters, display only 
 
Purpose:  To specify the circulation class assigned to this item.  The circulation classes are the 
rules on loans and fines for an item.  Typical classes are Non-Circulating, One Hour, Two Weeks, 
etc., but are unique to each catalog.   
 
Format:  It is a table selection.   
 
4.11.8 Field 8 Status:   40 characters, display only 
 
Purpose:  To specify where the item is in the circulation cycle.  Each catalog may have unique 
statuses, but common ones are Available (meaning the item may be borrowed), On Loan, Non-
circulating, etc.   
 
Format:  It is a table selection.   
 
4.11.9 Field 9 Call Number:   40 characters, display only 
 
Purpose:  To specify the call number for the item.   
 
Format:  Any combination of numbers and letters that make up the call number of the item.   
 
4.11.10 Field 10 Price:   10 characters, display only 
 
Purpose:  To specify the price amount of the item.   
 
Format:  It is any valid money amount.   
 
Examples:    10.85  
             45.99  
            150.00  
 
4.11.11 Field 11  Message When Item is Returned:   50 characters, display only 
 
Purpose:  To specify a message that appears when the item is returned from circulating.   
 
Format:  This value is free text.   
 
Example:  if the item is a CD recording, the message might be " Check for scratches or cracks on 
the CD, and check for the booklet."  
 
4.11.12 Field 12 Temporary Item Type:   40 characters, display only 
 
Purpose:  To specify the type of temporary item from the Temporary Item Type table.  This table 
usually has values such as Book, Videocassette, Reprint, etc.   
 
Format:  It is a table selection.  
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4.11.13 Field 13 Temporary's Description:   50 characters, display only 
 
Purpose:  To specify the description of the temporary item. It might include the title, author, and 
owner of the item.   
 
Format:  It is any text.   
 
4.11.14 Field 14 MARC or Temporary Descriptions:   76 characters, multiple, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
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4.11.15 Field 15 Item Type:   12 characters, display only 
 
Purpose:  To specify an item type from the Item Type Table. This table includes the types Book, 
A/V, Temporary, and Serial.  Serial cannot be applied except via the Serial Check-in, in which 
case it is applied automatically.   
 
Format:  It is a table selection.   
 
4.11.16 Field 16 Non-public Comment:   72 characters, multiple, display only 
 
Purpose:  To specify free text notes for the library's internal use.  It is often used to record 
acquisition information.  This field is similar to the MARC 21 Bibliographic field 852 subfield x, 
Non- Public Comment.   
 
4.11.17 Field 17 Public Comment:   72 characters, multiple, display only 
 
Purpose:  To specify free text notes for library's public viewing.  The OPAC displays these notes.  
This field is similar to the MARC 21 Bibliographic tag 852 $ z, Public Comment.   
 
4.11.18 Field 18 Function Keys 
 
4.11.19 Field 19 Close or Detail Choices:    
 
Purpose:  To specify the next action in the Item Inquiry.   
 
Format:  It is a push button selection.   
 
Menu Style:  Push Button 
 
Menu Values: 
Show Detail 
Holds 
Utilization Statistics 
Close 
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4.12 Overview to Item Inquiry Detail 
 
This window shows the detail of the last circulating patron.   
 
 
4.13 Item Inquiry Detail 
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4.14 Fields:  Item Inquiry Detail 
 
 
 
4.14.1 Field 1 Status Date:   10 characters, display only 
 
Purpose:  To display the date of the latest status of an item.   
 
4.14.2 Field 2 Status:   30 characters, display only 
 
4.14.3 Field 3 MARC or Temporary Descriptions:   60 characters, multiple, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
 
4.14.4 Field 4 Date Out:   10 characters, display only 
 
Purpose:  To display the date the item was loaned.   
 
4.14.5 Field 5 Date Due:   10 characters, display only 
 
Purpose:  To display the date the item is due.   
 
4.14.6 Field 6 Last Circulating PID:   9 characters, display only 
 
4.14.7 Field 7 Patron Name:   60 characters, display only 
 
4.14.8 Field 8 Deleted Text:   7 characters, display only 
 
4.14.9 Field 9 Patron Suffix:   10 characters, display only 
 
Purpose:  To specify the patron suffix field which contains such information as Jr., Sr., M.D., etc.   
 
Format:  The patron suffix field may contain any combination of letters, numbers, and 
punctuation.   
 
   
   Examples:  III  
              Jr.   
              Sr.   
              M.D.   
 
4.14.10 Field 10 Title:   10 characters, display only 
 
Purpose:  To specify the patron title information such as Dr., Ms., etc.   
 
Format:  The individual's title may contain any combination of letters, numbers, and punctuation.   
 
Discussion:  An individual's title may be used to capture titles such as Mr., Ms., Dr., etc.   
 
   Examples:   Dr.   
               Ms.   
               Capt.   
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4.14.11 Field 11 Patron Class:   7 characters, display only 
 
Purpose:  To specify the patron class information.   
 
Format:  Any combination of letters and numbers that match one of the previously defined 
classes.   
 
4.14.12 Field 12 Patron Bar Code:   10 characters, display only 
 
Purpose:  To specify the patron's unique bar code.   
 
Format:  The patron's bar code may be any combination of letters and numbers.   
 
Discussion:  The bar code may be scanned in using a bar code reader or typed into the keyboard.  
However, the patron will not have borrowing privileges until a bar code is attached to the record.  
It is recommended that the bar code be scanned with a reader to avoid typographical errors.   
 
   Examples:  D218LX  
 
4.14.13 Field 13 Patron Local Address:   30 characters, display only 
 
Purpose:  To specify the patron's local address.   
 
Format:  The patron local address may have any combination of letters, punctuation, and 
numbers.   
 
   Examples:  1916 17th St., NW #309  
              4233 MERCIER STREET  
 
4.14.14 Field 14 Patron Local City and State:   25 characters, display only 
 
Purpose:  To specify the patron's local city.   
 
Format:  The patron local city may contain any combination of letters, numbers, and punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
4.14.15 Field 15 Patron Local Zip Code:   10 characters, display only 
 
Purpose:  To specify the patron's local zip code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN.   
 
Discussion:  The local zip code of the patron may be entered using 5 digits or using the ZIP+4 
format.  The entry of the zip code causes a default value for the city and the state to be 
presented.  
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4.14.16 Field 16 Patron Local Phone:   19 characters, display only 
 
Purpose:  To identify the patron's local phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and finally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
4.14.17 Field 17 Patron Home Address:   30 characters, display only 
 
Purpose:  To specify the patron's home address.   
 
Format:  The patron home address may contain any combination of letters, numbers, and 
punctuation.   
 
   Examples:  1916 17th St., NW # 309  
              4233 MERCIER STREET  
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4.14.18 Field 18 Patron Home City:   25 characters, display only 
 
Purpose:  To specify the patron's home city.   
 
Format:  The patron home city may contain any combination of letters, numbers, or punctuation.   
 
   Examples:  NEW YORK  
              New York  
              ST. LOUIS  
 
4.14.19 Field 19 Patron Home Zip:   10 characters, display only 
 
Purpose:  To specify the patron's home zip code.   
 
Format:  The zip code format is NNNNN or NNNNN-NNNN.   
 
Discussion:  The home zip code of the patron may be entered using 5 digits or using the zip+4 
format.  The entry of the zip code causes a default value for the city and the state to be 
presented.   
 
4.14.20 Field 20 Patron Home Phone:   19 characters, display only 
 
Purpose:  To identify the patron's home phone number.   
 
Format:  The patron's phone number formats to NNN NNN-NNNN or (NNN) NNN-NNNN.  The 3 
digit area code is optional.   
 
Discussion:  The phone number may or may not include the area code.  The area code may or 
may not be enclosed in parentheses.  The area code is always followed by the exchange, 
followed by a hyphen, and fi nally by a four digit number.   
 
   Examples:  (202) 625-2999  
              202 232-2334  
              625-2999  
 
4.14.21 Field 21 Patron Valid Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will be active.   
 
Format:  It is any valid date. The date must not follow the patron expiration date.   
 
Discussion:  The valid date may be entered in a variety of ways.  Unless otherwise specified, the 
current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
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4.14.22 Field 22 Patron Expiration Date:   11 characters, display only 
 
Purpose:  To specify the date that the patron record will expire.   
 
Format:  It is any valid date. The date must not precede the valid date.   
 
 
Discussion:  The expiration date may be entered in a variety of ways.  Unless otherwise specified, 
the current year is assumed.   
 
   Examples:  01/12  
              01/13/99  
              01/14/1999  
              02/28/2000  
 
4.14.23 Field 23 Alert Message:   72 characters, display only 
 
Purpose:  To display an alert message that relates to a specific patron.  An audible alert may also 
be sounded as the message is displayed.   
 
4.14.24 Field 24 Social Security Number:   11 characters, display only 
 
Purpose:  To specify a unique social security number for each patron.   
 
Format:  The social security number format is NNN-NN-NNNN. The format NNNNNNNNN is also 
acceptable since the dashes are automatically inserted.  The social security number may not 
duplicate a number currently on file for some other patron.   
 
   Examples:  324-48-9482  
              497-70-0265  
 
4.14.25 Field 25 Error Message for Edits:   60 characters, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
 
4.14.26 Field 26 Function Keys 
 
4.14.27 Field 27 Close the window:   tab stop 
 
Purpose:  this function ends the use of this window.   
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4.15 Overview to Item Inquiry Holds 
 
This window shows all (if any) outstanding Holds that have been placed on the given Item.   
 
 
4.16 Item Inquiry Holds 
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4.17 Fields:  Item Inquiry Holds 
 
 
 
4.17.1 Field 1 MARC or Temporary Descriptions:   60 characters, multiple, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
 
4.17.2 Field 2 Error Message from Edits:   60 characters, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
 
4.17.3 Field 3 Function Keys 
 
4.17.4 Field 4 Line 1 of Hold Info:   60 characters 
 
4.17.5 Field 5 Line 2 of Hold Info:   65 characters 
 
4.17.6 Field 6 Line 3 of Hold Info:   65 characters 
 
4.17.7 Field 7 Line 4 of Hold Info:   65 characters 
 
4.17.8 Field 8 Line 5 of Hold Info:   65 characters 
 
4.17.9 Field 9 Close the window:   tab stop 
 
Purpose:  this function ends the use of this window.   
 
4.18 Overview to Item Inquiry Utilization Statistics 
 
This window shows the following Utilization Statistics:   
 
     Edits  
     Hold Request  
     Internal Circulation  
     Loan  
     Loan with Override  
     Recall Request  
     Renewal  
     Renewal with Override  
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4.19 Item Inquiry Utilization Statistics 
 
 

 
 
 
4.20 Fields:  Item Inquiry Utilization Statistics 
 
 
4.20.1 Field 1 MARC or Temporary Descriptions:   60 characters, multiple, display only 
 
Purpose:  To state the relationship of the item to the MARC Bibliographic data or the Temporary 
File.   
 
4.20.2 Field 2 Loans:   8 characters, display only 
 
4.20.3 Field 3 Renewal:   8 characters, display only 
 
4.20.4 Field 4 Hold Request:   8 characters, display only 
 
4.20.5 Field 5 Internal Circulation:   8 characters, display only 
 
4.20.6 Field 6 Recall Request:   8 characters, display only 
 
4.20.7 Field 7 Loans with Override:   8 characters, display only 
 
4.20.8 Field 8 Renewal with Override:   8 characters, display only 
 
4.20.9 Field 9 Item Record Edited:   8 characters, display only 
 
4.20.10 Field 10 Function Keys 
 
4.20.11 Field 11 Close the window:   tab stop 
 
Purpose:  this function ends the use of this window.   



 101 

 
 
 
5 Notices 
 
 
 
5.1 Overview to Circulation Notices 
 
Circulation Notices inform patrons of the following:   
 
     - requested titles on hold are now available;   
   
     - lent items are about to be due or are overdue;   
   
     - a long overdue lent item has entered a collection phase;   
   
     - a lost item has failed to appeared, so the patron must  
       reimburse the library.   
   
Accordingly, function Circulation Notices sends three different types of notices to patrons using a 
variety of methods.  The three primary notice types are:   
 
     - DUE notification, primarily overdue but also  
       Advanced Due Reminders;   
   
     - HOLD notification, where an item which was on loan and  
       on hold has returned and is being held for the patron;   
   
     - BILL for Long Overdue and Lost Items.   
   
The complete list of Notices is managed via the Circulation Notice function Message Editor.   
 
A notice may be sent via postcard, letter, or e-mail.  The format of the e-mail is the same as that 
for the letter format.  The postcard must be the Avery 5389 Laser Post Cards, 4 x 6 (or the 
equivalent, such as the Quill Post Cards White 6 X 4 #7-34504).  The letter is standard letter size, 
and the letter may be placed in following envelopes:   
 
     Standard #9 or #10;   
     Staples #9 Double Window SKU# 266759;   
     Staples #9 Single Window #351470;   
     Staples #10 Single Window SKU# 121632.   
   
If the envelope does not have a window, then labels may be printed using Avery Label 5160 (or 
5260) 1 x 2 5/8, a 3 up (3 across) laser label.   
 
The letter is typically used for bills, and/or for libraries that feel a postcard would violate patron 
privacy.  The system is originally set up to send HOLD and DUE notice types via postcard, and 
the BILL notice types via letter.  However, each notice run may override these choices, as well as 
optionally send notices via e-mail.   
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5.2 Postcard Format 
 
The postcard format typically allows 3 items per card, and look like this, using the DUE format:   
 
---------------------------------------------------------------- 
 Memorial Library  
 University of the State  
 1 Main St.   
 Boston, MA   01010  
  
 07/29/01  Any Questions? Call the circulation desk!  
 (617)-333-4444 x 12  
  
 Please return the following overdue item(s)  
  
 If you have already returned the item(s), please call us.   
  
 Yu, Tsai-Fan,  
 The Kidney in gout and hyperuricemia  
 Due: 05/14/01  First Overdue Notice  
   
   
                                        MR. JOHN DOE  
                                        1 CENTRAL ST.   
                                        CAMBRIDGE MA  01020  
---------------------------------------------------------------- 
   
The address meets the following US Postal standards:   
 
     - upper case text;   
   
     - the address is at least a half inch above the bottom,  
   
     - nothing printed to the left of the two bottom rows of the  
       address (for OCR reading).   
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5.3 Letter Format 
 
 
A letter prints up to eight items per letter.  This example will be with the BILL format:   
 
---------------------------------------------------------------- 
   
 Memorial Library                           07/29/01  
 University of the State                    Any Questions?  
 1 Main St.                                 Call the library!  
 Boston, MA   01010                         (617)-333-4444  
  
  
  
  
  
  
 MR. JOHN DOE  
 1 CENTRAL ST.   
 CAMBRIDGE MA  01020  
  
  
 *** COLLECTION NOTICE ***  
  
 The following  material(s) remain(s) overdue.  The cost of  
 replacing these materials is given below.  Please pay  
 replacement cost immediately.   
  
 Yu, Tsai-Fan,  
 The Kidney in gout and hyperuricemia  
 Cost $         Processing Fee $27.00    Total $  
  
 Rose, Harry Melvin.   
 Viral influenza  
 Cost $4.00     Processing Fee $27.00    Total $     31.00  
  
 Fries, James F.   
 Hyperuricemia and gout  
 Cost $         Processing Fee $27.00    Total $  
  
                                   Grand Total $  
  
 Borrowing privileges will be suspended until the matter is  
 cleared.   
   
---------------------------------------------------------------- 
   
   
The cost of two of the items was not maintained in the database by the library, therefore, no cost 
is displayed and the Grand Total is blank.  Either the items' cost can be updated via the 
Circulation function Item Edit and the notice reprinted, or the notice may be updated by hand.   
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5.4 Circulation Notices 
 
 

 
 
 
5.5 Fields:  Circulation Notices 
 
 
 
5.5.1 Field 1 Function Keys 
 
5.5.2 Field 2 Notice Functions:   tab stop 
 
Function Test Printer Alignment is used to test postcard alignment.  A standard piece of paper 
should be loaded into the laser or ink jet printer, and then the test should be run.  The output 
should be placed behind an actual sheet of Avery 5389 Laser Post Cards 4x6, and held up to a 
light to see if the print is within the postcard.   
 
Function Daily Run produces the notices which the library needs to send on a daily basis, 
typically First and Second Overdue Notices and Hold Availability Notices.  This list is managed by 
the function Edit Daily Run List  
 
Function Weekly Run produces the notices that the library needs to send on a less frequent than 
daily basis, typically Third Overdue Notices, and the collection notices.  This list is managed by 
the function Edit Weekly Run List  
 
Function Individual Run either prints infrequent notice (the system is not originally set up with any 
notices like this), or used to reprint a range of notices.  The reprint is usually due to a printer jam.   
 
Function Patron Labels prints on Avery 5160 or 5260 1 x 2 5/8 3 up labels for a selected Patron 
Class.  This function is not tied to the notice process.  Each of the following functions can print 
labels that correspond to the notices run: The Daily Run, Weekly Run, and Individual Run. 
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Function Edit Daily Run List establishes which notices should be produced each day.  The 
system is set up to run First and Second Overdue notices and Hold Availability daily via postcard 
(and/or e-mail).   
 
Function Edit Weekly Run List Function establishes which notices should be produced on a 
weekly basis. The system is set up to run Third Overdue notice and Collections weekly via letter 
(and/or e-mail).   
 
Function Formats Editor establishes the library's address, telephone, and standard short 
message.   
 
Function Messages Editor establishes the individual notices accordingly:   
 
     - message title, e.g., "First Overdue Notice";   
   
     - free text messages, e.g.,  
       "Please return the following overdue item(s)."  
   
     - default formats, i.e., postcard or letter;   
   
     - number of items per form, e.g., 3 for postcard, 8 for  
       letters;   
   
     - forms per page, e.g., 2 for the Avery 4x6 postcard;   
   
     - maximum number of times to send a notice;  
   
     - once the maximum is reached, then which notice should be  
       sent next, e.g., First Overdue specifies Second Overdue,  
       the Second specifies the Third, and the Third specifies  
       Collection for Long Overdue which is a dunning letter.   
 
Menu Style:  Push Button 
 
Menu Values: 
Test Printer Alignment 
Daily Run 
Weekly Run 
Individual (Re-)Run 
Patron Labels 
Edit Daily Run List 
Edit Weekly Run List 
Formats Editor 
Messages Editor 
Quit
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5.6 How Notices Work 
 
 
Upon installation, the library's address should be set up.  Therefore, most libraries do not ever 
have to use the functions Edit Notice Format or Edit Messages.   
 
If the library is printing postcards, then the function Test Printer Alignment should be used each 
day a notice run occurs to make sure the postcard will print correctly.   
 
Each day the Daily Run should be invoked.  The Daily Run usually covers First and Second 
Overdue notices, and Hold Availability notices.  Typically, the Daily Run is run twice, once for 
sending notices to those with e-mail, and once for those who do not have e-mail.   
 
The Weekly Run should be exercised weekly to cover the remaining runs, typically Third Overdue 
Notices, and collections.   
 
If performing a run is missed, then the next time a run is made, the notices will be caught up.  For 
example, the Monday Daily Run would print the Saturday, Sunday, and Monday Daily Notices if 
no one ran the Daily Notices Run over the weekend.   
 
5.7 Overview to Print Daily and Weekly Notices 
 
This function prints the Daily and Weekly Notices.  The notice may be sent in a postcard or letter 
format.  The notices may also be sent to patrons with e-mail addresses on file while the rest may 
then be printed out.  When sent via e-mail, the notice uses the letter format.  
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5.8 Print Daily and Weekly Notices 
 
 

 
 
 
5.9 Fields:  Print Daily and Weekly Notices 
 
 
 
5.9.1 Field 1 Title:  Daily or Weekly List:   45 characters, display only 
 
Displays the menu selection of Daily or Weekly.   
 
5.9.2 Field 2 Function Keys
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5.9.3 Field 3 Notice Run List:   40 characters, multiple 
 
A de-activated field which displays the list of notices for the selected Daily or Weekly Run.  This 
list is managed by the Circulation Notice function Edit Daily Run List or Edit Weekly Run List.   
 
5.9.4 Field 4 Entered Date:   10 characters, mandatory, tab stop 
 
Purpose:  To specify a valid date for this function.   
 
Format:  The date is formatted as MM/DD/YY, or MM/DD/YYYY, or MMDDYY, or MMDDYYYY.   
 
Examples:    
            01/15/1999  
            12/15/1999  
            01222000  
            012300  
 
Discussion:  This is date of the run.  For Daily or Weekly runs, it should be today's date. If a run is 
made on one day, then that run may be re-run the next day by entering the previous day's date.   
 
If a run is missed, then the next time the run occurs, the run will be caught up.  All items not 
printed with the missed run will be run with the next run, in addition to any items that should 
normally print with the next run.  
 
5.9.5 Field 5 Notice Format:   mandatory, tab stop 
 
Purpose:  To specify the notice format, i.e., postcard, letter, or label.  If the notice is being sent vi a 
e-mail, then the format is letter.   
 
The postcard must use either:   
 
     Avery 5389 Laser Post Cards, 4x6;   
     Quill Post Cards White 6x4 7-34504.   
   
The letter may use many standard window envelopes, including:   
 
     Staples #9 Double Window SKU# 266759;   
     Staples #9 Single Window #351470  
     Staples #10 Single Window SKU# 121632.   
   
Alternatively, labels can be printed to match the notice format.  The Avery Label 5160 (or 5260) 1 
x 2 5/8, a 3 up laser label, should be used.   
 
Menu Style:  Radio Button/Check Box 
 
Menu Values: 
Postcard 
Letter (e-mail is always letter format) 
Label
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5.9.6 Field 6 Exclude Patrons with E-mail:    
 
Purpose:  Selecting Exclude Patrons with E-mail Addresses will output only those patrons who 
cannot receive the message via e-mail, thus, require a printed message to be mailed.   
 
5.9.7 Field 7 Choice of the Target Device:   tab stop 
 
Purpose:  To specify the target device for the output. The choices typically are Workstation, 
Default Printer, Alternate Printer, File, or a named E-mail address.   
 
Menu Style:  Push Button 
 
Menu Values: 
Workstation 
Default Printer 
Other Printer 
File 
E-mail 
Quit
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5.10 Overview to (Re-)Print Individual Run of Notices 
 
This function allows the printing of an Individual Run of Notices.  It is typically used to send 
notices that you do not generate frequently such as Longstanding Overdue.  It is also used to 
reprint notices, particularly postcards, since postcard printing can have have production (or 
mechanical) problems due to the heavy stock that occasionally jams with some printers.   
 
 
5.11 (Re-)Print Individual Run of Notices 
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5.12 Fields:  (Re-)Print Individual Run of Notices 
 
 
 
5.12.1 Field 1 Function Keys 
 
5.12.2 Field 2 Notice Run List:   30 characters, mandatory, tab stop 
 
Purpose:  to specify the notice run that should be rerun or individually run.   
 
Format:  this is a table lookup.   
 
Table Values: 
 
FIRST OVERDUE 
SECOND OVERDUE 
THIRD OVERDUE 
LONGSTANDING OVERDUE 
FOURTH OVERDUE 
HOLD AVAILABILITY 
 
5.12.3 Field 3 Entered Date:   10 characters, mandatory, tab stop 
 
5.12.4 Field 4 Patron to Resume Printing:   7 characters, tab stop 
 
Purpose:  A patron may be retrieved by entering a patron ID number, a bar code, a social security 
number, the patron's name or one additional unique ID that has been established by the library.   
 
Format:  The patron number should be only numbers. The bar code may be entered by keyboard 
or with a bar code reader.  The social security number should be entered in the format NNN-NN-
NNNN.  The name should be entered in the format with last name followed by the first name (plus 
initials or middle names) and separated by a comma.  The additional ID index may contain any 
combination of letters and numbers with a length greater than 3.   
 
Discussion:  The Patron Look Up window allows several different searches.  The social security 
number, patron ID number, and Bar Code look ups all assume that the entry is pointing to a 
certain record.  The patron name look up will present a list of names after the first few letters of 
the name are entered.  The additional ID may be maintained using the Patron Add/Edit window.  
It may contain unique identifiers for a patron such as a University ID.  Please note that the "End 
At Patron" may not have a zip code that precedes the zip code of the "Resume At Patron".   
 
5.12.5 Field 5 Patron to End Printing:   7 characters, tab stop 
 
5.12.6 Field 6 Notice Format:   mandatory, tab stop 
 
Purpose:  To specify the notice format, i.e., postcard, letter, or label.  If the notice is being sent via 
e-mail, then the format is letter.  
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The postcard must use either:   
 
     Avery 5389 Laser Post Cards, 4x6;   
     Quill Post Cards White 6x4 7-34504.   
   
The letter may use many standard window envelopes, including:   
 
     Staples #9 Double Window SKU# 266759;   
     Staples #9 Single Window #351470  
     Staples #10 Single Window SKU# 121632.   
   
Alternatively, labels can be printed to match the notice format.  The Avery Label 5160 (or 5260) 1 
x 2 5/8, a 3 up laser label, should be used.   
 
Menu Style:  Radio Button/Check Box 
 
Menu Values: 
Postcard 
Letter (e-mail is always letter format) 
Label 
 
 
5.12.7 Field 7 Exclude Patrons with E-mail:    
 
Purpose:  Selecting Exclude Patrons with E-mail Addresses will output only those patrons who 
cannot receive the message via e-mail, thus, require a printed message to be mailed.   
 
 
5.12.8 Field 8 Choice of the Target Device:   tab stop 
 
Purpose:  To specify the target device for the output. The choices typically are Workstation, 
Default Printer, Alternate Printer, File, or a named E-mail address.   
 
Menu Style:  Push Button 
 
Menu Values: 
Workstation 
Default Printer 
Other Printer 
File 
E-mail 
Quit
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5.13 Overview to Print Mailing Labels 
 
This function allows the printing of mailing labels by Patron Class.  The labels may be sent to the 
Workstation, the Default Printer, another Printer that is not the default, or a File.  The report may 
also be sent to a specified e-mail address.  The report is designed for Avery Laser 5160 or 5260 
1 x 2 5/8 3 up labels, printed at 8 points.  In accordance with US Postal regulations, the address 
is converted to upper case letters to aid in OCR processing.   
 
The following is a compressed example of the reports output.   
 
NIXON, R.              FORD, G.                CARTER, J.   
1 MAIN ST              2 MAIN ST               3 MAIN ST  
WASHINGTON,DC 20008    WASHINGTON,DC 20008     WASHINGTON,DC 20008  
 
 
5.14 Print Mailing Labels 
 
 

 
 
 
5.15 Fields:  Print Mailing Labels 
 
 
 
5.15.1 Field 1 Function Keys 
 
5.15.2 Field 2 Patron Class:   35 characters, mandatory, tab stop 
 
Purpose:  To specify a patron class for label printing.   
 
Format:  It is a table selection.  
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5.15.3 Field 3 Selection of Home or Local:   mandatory, tab stop 
 
Purpose:  To specify using the home or local address for the patrons.   
 
Format:  It is a radio button selection.   
 
Menu Style:  Radio Button/Check Box 
 
Menu Values: 
Home Address 
Local Address 
 
 
5.15.4 Field 4 Choice of the Target Device:   tab stop 
 
Purpose:  To specify the target device for the output. The choices typically are Workstation, 
Default Printer, Alternate Printer, File, or a named E-mail address.   
 
Menu Style:  Push Button 
 
Menu Values: 
Workstation 
Default Printer 
Other Printer 
File 
E-mail 
Quit
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5.16 Overview to Edit the Daily or Weekly Runs 
 
Function [Edit Daily Run List] establishes which notices should be produced each day.  The 
system is set up to run First and Second Overdue notices and Hold Availability daily via postcard 
(and/or e-mail).   
 
Function [Edit Weekly Run List] establishes which notices should be produced on a weekly basis. 
The system is set up to run Third Overdue notice and Collections weekly via letter (and/or e mail).   
 
 
5.17 Define the Daily and Weekly Runs 
 
 

 
 
 
5.18 Fields:  Define the Daily and Weekly Runs 
 
 
 
5.18.1 Field 1 Last Edited:   10 characters, display only 
 
5.18.2 Field 2 Title:  Daily or Weekly List:   45 characters, display only 
 
Displays the menu selection of Daily or Weekly.   
 
5.18.3 Field 3 Function Keys
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5.18.4 Field 4 Notice Run List:   40 characters, multiple, mandatory, tab stop 
 
Purpose:  To specify the notice types that are part of the run.   
 
Format:  It is a table selection.   
 
Discussion:   
 
Typically, the Daily Run List is:   
 
     First Overdue Notice;   
     Second Overdue Notice;   
     Hold Availability.   
   
The Weekly Run List usually is:   
 
   
     Third Overdue Notice;   
     Collection Notice for Lost or Damaged Item(s);   
     Collection Notice for Long Overdue.   
 
5.18.5 Field 5 Controls Ok, Cancel, & Help:    
 
Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.   
 
Format:  It is an action that toggles the push button.   
 
Menu Style:  Push Button 
 
Menu Values: 
Ok 
Cancel 
Help
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5.19 Overview to Notice Formats Editor 
 
This window allows the entering and modification of information that is printed on each notice.  
The messages that are printed on the notices may also be modified.   
 
 
5.20 Notice Formats 
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5.21 Fields:  Notice Formats 
 
 
 
5.21.1 Field 1 Library Name:   50 characters, display only 
 
Purpose:  To specify the library's name for the return address.   
 
Format:  It is free text.   
 
Discussion:  The return address should be formatted with the name and address information for 
the library notices in a standard postal format.  Usually the library's name is the first line, followed 
by the institution's name and then the relevant address information.  The last line should be the 
city, state or province, and postal code.   
 
Example:       
              Test Memorial Library  
              University of the Test State  
              1001 Test Avenue  
              Boston MA   01010  
 
5.21.2 Field 2 Circulation Corporation Name:   50 characters, display only 
 
Purpose:  To specify the library's parent institutional name that will appear on the return address 
of the notices.   
 
Format:  It is any characters.   
 
5.21.3 Field 3 Function Keys 
 
5.21.4 Field 4 Street Address:   50 characters, mandatory 
 
Purpose:  To specify the street address for the library that will appear on the return address for 
notices.   
 
Format:  It is any characters.   
 
5.21.5 Field 5 City, State/Province & Postal:   50 characters, mandatory 
 
Purpose:  To specify the library city, state or province, and postal code that will appear on the 
notices for the return address.   
 
Format:  Any characters, although it should format to the following  
 
     CITY ST   POSTAL  
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5.21.6 Field 6 Phone Number:   34 characters, mandatory 
 
Purpose:  To specify the library telephone number for patron questions regarding the Notices.   
 
Format:  Any free text, but the formats of  
 
     999 999-9999 ext. 1  
     (999) 999-999 ext 2  
     999-999-9999 x 3  
   
are encouraged.   
 
Discussion:  The phone number may be any of the standard formats.  This phone number should 
be the one a patron should call if there are questions regarding the notice.   
 
5.21.7 Field 7 Short Notice Message:   25 characters, multiple, tab stop 
 
Purpose:  To specify a short, two line generic message for all notices.   
 
Format:  It is free text.   
 
Example:   
 
     Any questions?  
     Contact the library!  
 
5.21.8 Field 8 Sort Notices:   mandatory, tab stop 
 
Purpose:  To specify the print order for the notices. This value is only significant if the notices are 
printed, i.e., it is insignificant if the notices are sent via e-mail.   
 
Menu Style:  Radio Button/Check Box 
 
Menu Values: 
Zip/Postal Code 
Patron Number 
 
5.21.9 Field 9 Notice Format:   8 characters 
 
Purpose:  The Notice Formats are only editable by programmers and should be disregarded by 
libraries.   
 
5.21.10 Field 10 Left Margin:   2 characters 
 
Purpose:  To specify the left margin for Notices.   
 
Format:  A positive integer that indicates where the left margin begins.   
 
5.21.11 Field 11 Lines Per Form:   2 characters 
 
Purpose:  To specify the number of lines on the form.   
 
Format:  A positive integer that shows the number of lines that may be printed on each Notice 
form.   
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5.21.12 Field 12 Forms per Page:   1 character, mandatory 
 
Purpose:  To specify the number of forms per page. Once the number of forms per page is met, 
the software will issue a page feed. Otherwise, the software will issue blank lines to fill the form 
until it reaches the top of the next form.  Letters are usually set to 1 form per page. Postcards 
may be 1 to 4 cards per page.  For postcards, if you program the printer directly to know that the 
postcard page length, then the forms per page value is 1.  Otherwise, the forms per page value is 
probably the number of postcards which would fit on a standard piece of paper.   
 
Format:  This is a positive integer.   
 
5.21.18 Field 18 Controls Ok, Cancel, & Help:    
 
Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.   
 
Format:  It is an action that toggles the push button.   
 
Menu Style:  Push Button 
 
Menu Values: 
Ok 
Cancel 
Help
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5.22 Overview to the Notice Message Editor 
 
This window allows the editing of the Notice Messages for a library.  Typical notices are:   
 
     First Overdue Notice  
     Second Overdue Notice  
     Third Overdue Notice  
     Collection Notice for Long Overdue  
     Collection Notice for Lost or Damaged Item(s)  
     Hold Availability  
   
Notices may not be added or deleted but they may be modified with care.  If the postcard format 
is used, then the messages should be short.  Most libraries should only edit the text of the 
messages, and nothing else.   
 
 
5.23 Notice Message Editor 
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5.24 Fields:  Notice Message Editor 
 
 
 
5.24.1 Field 1 Function Keys 
 
5.24.2 Field 2 Notice Title:   40 characters, mandatory 
 
Purpose:  To specify the notice title. This value is displayed to library staff as part of notice 
production, and printed on the notices.   
 
Format:  The value should be unique among all notice types. Do not significantly change the 
meaning of the title!  For example, you may change "First Overdue Notice" to "Overdue #1", but 
do not change it to "Bill for unreturned materials" since that would require significant changes to 
programming. Contact your vendor for suggested changes/enhancements to Notices.   
 
5.24.3 Field 3 Notice Type:   12 characters, mandatory, tab stop 
 
Purpose:  To specify the Notice Type so the Notice Program formats the correct message.   
 
Format:  It is a table selection.   
 
Discussion:   
 
Each of the three Notice Types produce a unique format for the notice.   
 
Notice Type Bill formats an itemized detail on the notice.  For example:   
 
  Rose, Harry Melvin.   
  Viral influenza  
  Cost $4.00     Processing Fee $27.00    Total $     31.00  
   
The Price value comes from the item's field Price.  If the item does not have a price, then the 
Notice does not display a price and does not display the line Total, or the Grand Total.  The 
Processing Fee comes from the Circulation Set Up window Circulation Block Thresholds, Fees, & 
Fines.   
 
Notice Type Due is used for Advanced Due Reminder Notification and Overdue Notification with 
the following format:   
 
  Gorman, Michael et al  
  Anglo-American Cataloguing Rules/Y=1988/C=2  
  DUE:  07/01/01   First Overdue Notice  
   
The Notice Title appears after the date.   
 
Notice Type Hold tells a patron that a title is now available, and how long it will be held:   
 
  Gorman, Michael et al  
  Anglo-American Cataloguing Rules/Y=1988/C=2  
  Hold Until:  07/01/01  
   
The Hold Until value is dated from the date the Hold was placed, where the user (staff or patron) 
specified how long the Hold should stay.   
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5.24.4 Field 4 Notice Format:   9 characters, mandatory, tab stop 
 
Purpose:  To specify the format for the specified Notice Type.   
 
Format:  It is a table selection.   
 
Discussion:   
 
Format Postcard is typically used for Due Notices, while format Letter is used for collections.   
 
The format may be selected as part of the run.   
 
Table Values: 
 
POSTCARD 
LETTER 
 
5.24.5 Field 5 Number of Items per Form:   2 characters, mandatory, tab stop 
 
Purpose:  To specify the number of items to show on each notice form.   
 
Format:  A positive integer indicating the number of items that will fit on the Notice form.  
Typically, a postcard can display 3 items, and a letter can display 8 items.  E-mail ignores this 
value.   
 
5.24.6 Field 6 Notice Message Lines:   74 characters, multiple, tab stop 
 
Purpose:  To specify the text that appears at the top of the notice explaining the purpose of the 
notice.   
 
Format:  It is free text. If the message is targeted for a postcard, then the lines should be short 
(i.e., less than 50 characters).   
 
Example:   
 
For the First Overdue Notice for a postcard, the message might be:   
 
  Please return the following overdue item(s) immediately.   
 
5.24.7 Field 7 Notice Trailer Line:   74 characters, tab stop 
 
Purpose:  To specify last line of this Notice. On a postcard, this line appears after the main 
message and before the listed items.  On a letter, this line appears after the listed items.   
 
Format:  It is free text.   
 
Example:   
 
     You may reach us via e-mail at circulation@thelibrary.org  
 
5.24.8 Field 8 Maximum Times to Print Notice:   2 characters, tab stop 
 
Purpose:  To specify the number of times to print this Notice type.   
 
Format:  It is any positive integer.   
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5.24.9 Field 9 Days Until Next Message:   2 characters, tab stop 
 
Purpose:  To specify the interval that should pass before the next notice is sent.   
 
Format:  It is any positive integer that indicates the number of days.   
 
5.24.10 Field 10 Trigger Notice:   40 characters, tab stop 
 
Purpose:  To specify the notice that should follow this notice.   
 
Format:  It is a table selection.   
 
Discussion:  DO NOT CHANGE THIS VALUE WITHOUT VENDOR APPROVAL!  
 
5.24.15 Field 15 Controls Ok, Cancel, & Help:    
 
Purpose:  To specify an action that controls the window's flow.  [Ok] will save and apply the 
displayed values, whereas [Cancel] will reject the changes.  [Help] will display all of the 
documentation for the window.  Press the Help key for context sensitive help for each field.   
 
Format:  It is an action that toggles the push button.   
 
Menu Style:  Push Button 
 
Menu Values: 
Ok 
Cancel 
Help 
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Lost Item Functions (Field), 53 

M 
Mailing, 113 
Main Library Back Office Menu (Field), 5 
Managing, 80 
MARC or Temporary Descriptions (Field), 84, 90, 

93, 99, 100 
Maximum Times to Print Notice (Field), 123 
Menu for Hold Functions (Field), 37 
Menu for Loan Functions (Field), 12 
Menu for Locate Functions (Field), 43 
Menu to waive or pay. (Field), 23 
Message, 121, 122 
Message Area (Field), 10, 25, 28, 35, 41 
Message When Item is Returned (Field), 85, 89 

N 
Non-public Comment (Field), 86, 91 
Non-Serial, 80 
Notice, 117, 118, 121, 122 
Notice Format (Field), 108, 111, 119, 122 
Notice Formats , 117 
Notice Functions (Field), 104 
Notice Message Editor, 121 
Notice Message Lines (Field), 123 
Notice Run List (Field), 108, 111, 115 
Notice Title (Field), 122 
Notice Trailer Line (Field), 123 
Notice Type (Field), 122 
Notices , 101, 104, 106, 107, 110, 111 
Number of Items per Form (Field), 123 

O 
Ok, Cancel, Help & Remove (Field), 21, 66 
Ok, Cancel, Help, & Remove (Field), 86 
Option, 15, 60 
Organizational Library Name (Field), 5 
Overdue Loans Count (Field), 11, 32, 36, 42, 47, 

52, 57, 72 
Overdue Loans Fines (Field), 11, 32, 35, 41, 47, 52, 

57, 72 
Overview, 4, 8, 15, 22, 23, 24, 26, 30, 34, 40, 45, 50, 

55, 60, 67, 68, 77, 80, 87, 92, 98, 99, 101, 106, 110, 
113, 115, 117, 121 

Overview to (Re-)Print Individual Run of Notices , 
110 

Overview to Circulation Menu, 4 
Overview to Circulation Notices , 101 
Overview to Circulation Returns , 26 
Overview to Date Entry, 24 
Overview to Edit the Daily or Weekly Runs , 115 



 127 

Overview to Holds , 34 
Overview to Item Inquiry, 87 
Overview to Item Inquiry Detail, 92 
Overview to Item Inquiry Holds , 98 
Overview to Item Inquiry Utilization Statistics , 99 
Overview to Library Staff Patron Inquiry, 68 
Overview to Loans , 8 
Overview to Locate , 40 
Overview to Look Up Title and/or Item , 77 
Overview to Lost Item(s), 50 
Overview to Managing Non-Serial, Permanent 

Holdings , 80 
Overview to Notice Formats Editor, 117 
Overview to Patron Add/Edit Option, 15, 60 
Overview to Patron Bar Code Entry, 22 
Overview to Patron Claimed Returned , 55 
Overview to Payments , 23 
Overview to Print Daily and Weekly Notices , 106 
Overview to Print Mailing Labels , 113 
Overview to Recall, 45 
Overview to Renews , 30 
Overview to the Notice Message Editor, 121 
Overview to Zip Codes , 67 

P 
Paid Amount (Field), 54 
Password (Field), 20, 65 
Patron, 15, 16, 22, 45, 46, 50, 51, 55, 60, 61, 67, 68, 

69, 75 
Patron Alert Message (Field), 21, 66, 73 
Patron Bar Code (Field), 19, 22, 64, 71, 94 
Patron Class (Field), 20, 65, 69, 93, 113 
Patron Edit, 15, 60 
Patron Expiration Date (Field), 10, 20, 31, 35, 41, 

46, 51, 57, 65, 71, 96 
Patron Functions , 60 
Patron Home Address (Field), 18, 63, 70, 95 
Patron Home City (Field), 19, 64, 95 
Patron Home City and State (Field), 72 
Patron Home Phone (Field), 19, 70, 96 
Patron Home State or Province (Field), 19, 64 
Patron Home Zip (Field), 96 
Patron Home Zip or Postal Code (Field), 18, 63, 

70 
Patron Local Address (Field), 17, 62, 69, 94 
Patron Local City (Field), 18, 63 
Patron Local City and State (Field), 71, 94 
Patron Local Phone (Field), 18, 63, 70, 94 
Patron Local State or Province (Field), 18, 63 
Patron Local Zip Code (Field), 94 
Patron Local Zip/Postal Code (Field), 17, 62 
Patron Look Up (Field), 12, 37, 43, 73 
Patron Lost Item , 50 
Patron Name (Field), 16, 31, 46, 51, 56, 61, 93 
Patron Number (Field), 16, 32, 47, 52, 57, 61 
Patron Suffix (Field), 10, 16, 31, 35, 41, 46, 51, 56, 

61, 69, 93 
Patron to End Printing (Field), 111 
Patron to Resume Printing (Field), 111 
Patron Valid Date (Field), 20, 65, 71, 96 
Patron VIP Title (Field), 16, 61 

Payment Amount (Field), 23 
Payments , 23 
Permanent, 80 
Phone Number (Field), 118 
Postcard , 102 
Postcard Format, 102 
Price (Field), 85, 89 
Print, 106, 107, 113 
Print Daily and Weekly Notices , 107 
Print Mailing Labels , 113 
Processing Fee (Field), 54 
Public Comment (Field), 86, 91 

R 
Recall, 45, 46 
Recall Items on Loan to One Patron, 45 
Recall Request (Field), 100 
Renew Menu (Field), 33 
Renewal, 30, 31 
Renewal (Field), 100 
Renewal Question (Field), 33 
Renewal with Override (Field), 100 
Renews , 30 
Replacement Amount (Field), 54 
Returned , 55, 56 
Returns , 26, 27, 28 

S 
Selection of Home or Local (Field), 113 
Short Notice Message (Field), 119 
Social Security Number (Field), 17, 62, 69, 97 
Sort Notices (Field), 119 
Staff, 68, 69 
State or Province (Field), 67 
Statistics , 99, 100 
Status (Field), 85, 89, 93 
Status Date (Field), 93 
Street Address (Field), 118 

T 
Temporary Item Type (Field), 84, 89 
Temporary's Description (Field), 84, 89 
The Circulation Menu, 4 
Time Entry (Field), 25 
Time Entry Caption (Field), 25 
Time of Loan (Field), 13 
Time Returned (Field), 28 
Title, 77, 78 
Title (Field), 10, 16, 31, 35, 41, 46, 51, 56, 61, 69, 93 
Title of Book to Renew (Field), 33, 48, 53, 58 
Title:  Daily or Weekly List (Field), 107, 115 
Total Fees (Field), 54 
Trigger Notice (Field), 124 

U 
User Name (Field), 21, 66 
Utilization, 99, 100 
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V 
Volume (Field), 84, 88 

W 
Weekly, 106, 107, 115 
Window Controls (Field), 74 
Window Controls Ok & Cancel (Field), 25 

Y 
Year (Field), 84, 88 

Z 
Zip Code Entry, 67 
Zip/Postal Code (Field), 67 

 


