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T
About This Document

Purpose

This document provides instructions for configuring the Voyager® System
Administration Module. As a sophisticated system, Voyager offers a wide array of
options that allows you to configure the software to reflect your library’s policies.

This user’s guide offers information to help you make informed decisions before
you enter your choices into the system. It includes screens from the Voyager
System Administration module and a wealth of detail intended to provide you with
the necessary information for making your customizing and implementation
decisions. Some of these decisions you'll need to make before the conversion and
load of your bibliographic, holdings, item, and patron data files into Voyager.

Those of you who have already implemented another library system may find
information in this user’s guide to be familiar. Voyager’s design, while using
advanced technology and client/server architecture, includes what most librarians
recognize as basic system functionality. Consequently, Voyager may not vary
dramatically from your previous system with regards to its software configuration
requirements.

However, while you may find equivalents, Voyager’s terminology, wealth of
options, depth of functionality, and individual features are unique. It is only natural
when changing systems to “translate” from one to another. That approach has its
risks. Since each system has its own “language,” attempts at literal translations
can lead to inexact and sometimes misleading information. This user’s guide
should help you learn Voyager on its own terms so that you can make a smooth
transition from your previous system.
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No matter what your previous experience has been, your implementation can be
as simple or as complex as your library policies. Simple and uncomplicated
policies are easy, and more complicated policies take more effort. As you and
your colleagues begin discussions about the various decisions you must make,
this may be an excellent opportunity to rethink some policies and procedures to
reduce complexity and thereby streamline your implementation.

It is important to remember that you can also make changes in the future as you
learn more about the system and possibly as your policies change. Once your
system is up and running, fine-tuning Voyager is simple with some first-hand
experience. As you progress through the user’s guide, remember that expert help
is only a telephone call or e-mail message away.

Intended Audience

This document is intended for Voyager System Administrators. It has been written
for those who have the responsibility of implementing the Voyager® integrated
library system.

Reason for Reissue

This user’s guide incorporates and is being reissued for the following reasons:

¢ Updated an illustration in Title List Column Names on page 8-85

¢ Updated the step 1 result in Procedure 8-13, Editing Title List Column
Names, on page 8-86

¢ Updated an illustration in Procedure 8-14, Adding or editing a Material
Type Definition, on page 8-88
* Corrected Table 10-14 on page 10-77

Document Summary

This document consists of the following:

Chapter 1 “Getting Started”
Chapter 1 provides an overview of Voyager System

Administration including a description of conventions about
commands, dialog boxes, buttons, and keyboard shortcuts plus a
description of how to log in to the application.
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Chapter 2

Chapter 3

Chapter 4

Chapter 5

Chapter 6

Chapter 7

Chapter 8

Chapter 9

Chapter 10

Chapter 11

About This Document

“Acquisitions Configuration”

Chapter 2 provides information regarding options available for
things such as policy definitions, fund types, purchase order
types, and fiscal periods in the Acquisitions section of Voyager
System Administration.

“Call Slip Configuration”

Chapter 3 provides information regarding options available for
no-fill reasons, rules, and queues in the Call Slip section of
Voyager System Administration.

“Cataloging Configuration”

Chapter 4 provides information regarding options available for
importing records (authority, bibliographic, holdings, and item) for
the Cataloging module of Voyager System Administration.

“Circulation Configuration”

Chapter 5 provides information regarding options needed for
circulation purposes such as circulation policies, patron setup,
and calendars.

“Defining Circulation Blocks”
Chapter 6 defines the different types of circulation blocks and
describes how to handle them when they occur.

“OPAC Configuration”

Chapter 7 provides information regarding options available for
call slip request messages, holdings sort groups, patron self-
registration, request forms, and so on. This chapter is meant to
be read in conjunction with the Voyager WebVoyage User’s
Guide.

“Search Configuration”

Chapter 8 provides information regarding search options such as
what search results information displays, what indexes to use in
the search, what sort options to apply, and so on.

Security”
Chapter 9 provides information regarding security options

available for operator profiles, master security profiles, cataloging
profiles, and so on.

“System”
Chapter 10 provides information regarding system-wide options

available such as printing locations, fines/fees definitions,
currency specifications, item types, statistical categories, and so
on.

“

“Web Services”

Chapter 11 provides information regarding configuration options
for web services such as patron self-registration, PIN, and SMS
services.
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Appendix A “Search Definition Tables”

Appendix A provides information regarding options available for
customizing search options beyond the preset options provided.

Appendix B “Z39.50 Attribute Codes”

Appendix B provides information regarding the attributes used in
Z39.50 connections.

Appendix C “Embedded Order Data”

Appendix C provides additional information regarding bulk import
and the use of embedded order data (EOD) to enhance the
acquisitions process.

Appendix D “ISBN-13 Support”

Index

Appendix D describes ISBN-13 support/implementation in
Voyager.

The Index is an alphabetical, detailed cross-reference of topics.

Conventions Used in This Document

XXV

The following conventions are used throughout this document:

Names of commands, variables, stanzas, files, and paths (such as
/dev/tmp), as well as selectors and typed user input, are displayed in
constant width type.

Commands or other keyboard input that must be typed exactly as
presented are displayed in constant width bold type.

Commands or other keyboard input that must be supplied by the user are
displayed in constant width bold italic type.

System-generated responses such as error messages are displayed in
constant width type.

Variable portions of system-generated responses are displayed in
constant width italic type.

Keyboard commands (such as Ctrl and Enter) are displayed in bold.

Required keyboard input such as “Enter vi” is displayed in constant
width bold type.

Place holders for variable portions of user-defined input such as Is -1
filename are displayed in italicized constant width bold type.

The names of menus or status display pages and required selections from
menus or status display pages such as “From the Applications drop-down
menu, select System-wide,” are displayed in bold type.

Object names on a window’s interface, such as the Description field, the
OK bhutton, and the Metadata tab, are displayed in bold type.
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* The titles of documents such as Curator Web Client User’s Guide are
displayed in italic type.

e Caution, and important notices are displayed with a distinctive label such
as the following:

NOTE:
Extra information pertinent to the topic.

A MPORTANT:
Information you should consider before making a decision or configuration.

A cauTion:
Information you must consider before making a decision, due to potential
loss of data or system malfunction involved.

@TIP:

Helpful hints you might want to consider before making a decision.

RECOMMENDED:
Preferred course of action.

OPTIONAL:
Indicates course of action which is not required, but may be taken to suit your
library’s preferences or requirements.

Document Reproduction/Photocopying

Photocopying the documentation is allowed under your contract with Ex Libris
(USA) Inc. It is stated below:

All documentation is subject to U.S. copyright protection. CUSTOMER
may copy the printed documentation only in reasonable quantities to aid
the employees in their use of the SOFTWARE. Limited portions of
documentation, relating only to the public access catalog, may be copied
for use in patron instruction.
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Comment on This Document

To provide feedback regarding this document, use the Ex Libris eService or send
your comments in an e-mail message to docmanager@exlibrisgroup.com.
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Getting Started

Introduction

This chapter describes the prerequisite installations and configurations necessary
for beginning work in Voyager System Administration.

Purpose of this Chapter

This chapter’s purpose is to provide easy-to-follow directions for configuring the
Voyager System Administration Module.

Prerequisite Skills and Knowledge

To use this document effectively, you need knowledge of the following:
* Basic Microsoft® Interface navigation
* Basic UNIX® commands and navigation

* Basic knowledge of MARC record formats
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Before You Begin

Working with the Voyager® System Administration software is enhanced by the
availability of documentation, online help, and the use of common conventions.
This section describes the purpose of these resources in order for you to
effectively use of them.

Documentation and Online Help

The documentation and online help are designed to work together to provide you
with the information you need, when you need it.

Generally, the online help provides context-sensitive information, information that
is specific to the task you are trying to accomplish. You can access context-
sensitive online help about any Voyager window or dialog box by pressing the F1
function key on your keyboard.

The user’s guides are designed to cover the applications in greater detail,
including pictures of screens, advanced topics, and cross references to other
user’s guides and topics.

Conventions

Most conventions used in the Voyager documentation are Windows standard
conventions. For more information about these conventions, please refer to your
Windows documentation. However, we have outlined some of the conventions
below.

Commands

Example:

1-2

Voyager functions and activities can be accessed through menu and submenu
options as well as the listbar. To designate which menus and submenus are being
referred to in the user’s guides and online help, we have adopted a convention of
specifying the menu, submenu (if necessary), and function or activity in the
following manner.

File > Exit

This is used to indicate the Exit activity on the File menu.
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Dialog Boxes and Windows

Throughout this user’s guide, references are made to windows and to dialog
boxes.

A dialog box contains command buttons and various kinds of options through
which users can carry out a particular command or task.

A window is a display of current information. You do not have to acknowledge
data on a window to proceed to other activities in different windows. You can have
multiple windows open at the same time. For certain Voyager modules, activities
can only occur in an active window. A window is active when the title bar of the
window is a highlighted (usually a royal blue color).

Special Buttons

Some Voyager fields have special buttons. These special buttons are the ellipsis
button and the drop-down arrow button.

= hd

Ellipsis Button Drop-down Arrow Button

Ellipsis buttons indicate that additional information is available, either in a new
dialog box or in an expanded text box. Click the ellipsis button to access the
additional information.

Drop-down arrow buttons indicate that a selection must be made from certain
existing categories. To access these categories, click the drop-down arrow
button. Click the appropriate category to select it.

Keyboard Access

Some functions listed on Voyager menus have corresponding keyboard
equivalents. In addition, certain functions are assigned keyboard shortcuts. Both
types of keyboard access are described in the following. All keyboard equivalents
and shortcuts are indicated on the menus.

Keyboard equivalents allow you to perform activities without requiring you to use
the mouse. Keyboard equivalents are indicated by an underlined letter in the
name of a menu or function. To access a menu or function using keyboard
equivalents, press the Alternate key (Alt) or the F10 key followed by the
underlined letter. For example to exit a Voyager module, press and release the Alt
key followed by the f key (for the File menu), followed by the x key (for Exit).
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A number of functions are also assigned keyboard shortcuts. Keyboard shortcuts
allow you to press and hold the control key (Ctrl) and then press the designated
letter. For example, when the Save command is available you can press and hold
the Ctrl key followed by the s key (for Save).

Following Windows conventions, the Tab key can be used to move the cursor to
fields and buttons within dialog boxes and windows. Press and hold the Shift key
and then press the tab key to move the cursor in the opposite direction through
the dialog box or window. Use the escape key (Esc) to close a drop-down menu or
dialog box.

The F4 function key (or F8 in some instances) can be used to display drop-down
arrow selections. These keys can also be used to display fields represented by
ellipsis buttons. In addition, items listed in drop-down menus can be scrolled
through by typing the first letter of the item that you want to display. To scroll
through additional items that begin with the same letter, type that letter again.

You can use the arrow keys on your keyboard to move through lists of options.
The up and down arrow keys can also be used to select radio buttons. The
escape key (ESC) can be used to close certain dialog boxes. The space bar can
be used to highlight a selection in list boxes. Once a selection has been
highlighted in a list box, you can press the Enter key to select it.

Numbers in brackets such as [10] indicate the maximum number of characters
allowed for the data element. For box selections, putting an “X” or check mark in

the box means “Yes.” Leaving a box blank means “No.” Position the cursor on a
box and click the mouse to either add or delete an “X” or check mark.

Keyboard Command Summary

Use Table 1-1 for a summary of the keyboard commands.

Table 1-1. Keyboard commands

To: Press:
Access context-sensitive help F1
Access menu or function Click Alt or F10, then

the underlined letter as
indicated in the menu.

Close certain dialog boxes. ESC

Display drop-down arrow selections F4 (F8 in some
Display fields represented by ellipsis but- | instances)
tons

Highlight a selection in list boxes Space bar
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Table 1-1. Keyboard commands

To: Press:

Move the cursor to fields and buttons Tab
within dialog boxes and windows

Move cursor in opposite direction to Shift+Tab
fields and buttons within dialog boxes
and windows

Save Alt +s

Scroll through items listed in drop-down First letter of the item
menus.

Select highlighted option in list box Enter

Logging In to Voyager System
Administration

Before you can begin working in the Voyager System Administration module, you
must log in with your operator ID and password. If you are logging in for the first
time, you need to use the default Operator Id and Password provided in
Procedure 1-1, Logging In to Voyager System Administration.”

Procedure 1-1. Logging In to Voyager System Administration

Use the following to log in to the Voyager System Administration module.

1. Open the Voyager System Administration module using the method specific to
your system such as double-clicking an icon on your desktop or clicking
Start>Programs>Voyager>SysAdmin. The Login dialog box opens (See

Figure 1-1).
O peratar [d: | )8
Faszword: | E wit

Figure 1-1. The System Administration Logon dialog box
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2. Enter your Operator ID in the Operator Id field.

This field is case sensitive.

Enter SYSADMIN (uppercase) as the Operator ID the first time you log in. For
more information regarding your first log in, see Logging in to the System
Administration Module for the First Time on page 9-2.

Enter your password in the Password field.
This field is case sensitive.

Enter EISI (uppercase) as your Password the first time you log in.

NOTE:
The password is masked with asterisks when entered. See Figure 1-2.

Operator [d: I-:Iemc- Ok

Paszwiord: |=<xw1 E it

Figure 1-2. Password field masked with asterisks
Click OK to log in or click Cancel to close the Login dialog box.

Result: You now have access to the Voyager System Administration module.

Click the icons on the tool bar or select from the menus to proceed. For more
information about logging in to Voyager, see Security on page 9-1.

Single Client Login

1-6

If your library enables Single Client Login, you only enter the Operator ID and
Password for the first module you open on that computer. Single Client Login
sends your Operator ID and Password to each subsequent module opened on the
same computer if your user’s profile has the necessary privileges to open other
modules. The Login dialog box is not displayed for other modules opened using
Single Client Login.

For more information about Single Client Login (including configuration
information), see the Voyager Technical User’s Guide.
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Login Information

From the Voyager System Administration client, you can access the following
login information by clicking File > Login Information:

¢ QOperator name

* Operator ID

* Location

* Encryption (enabled/disabled)

* Server (as defined in the Server= parameter in the voyager . ini file)

e Database

Lagin Infarmation

Operatar Mame: | operator, demo

Operatar 100 | demg

Lacation: |4

Encryption: |Disabled
server: |10.100.2.37
Database: |DEWIIONCDE

................................

Figure 1-3. Login Information Displayed
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Acquisitions Configuration

Introduction

The Acquisitions section in the Systems Administration module allows sites to
define and configure Acquisitions.

The Acquisitions listbar includes buttons to access the Acquisitions workspaces.

In this section users can perform the following activities.
¢ Create/Edit/Delete Adjust Reasons
* Create/Edit/Delete Claim Types
* Create/Edit/Delete Fiscal Periods
¢ Create/Edit/Delete Fund Types
* Create/Edit/Delete Mark Reasons
¢ Create/Edit/Delete PO Types
¢ Create/Edit/Delete Policy Definitions
* Create/Edit/Delete Vendor Reports
¢ Create/Edit/Delete Vendor Types

Figure 2-1 shows the main Acquisitions listbar.
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Acquisitions

125

Fund Types

Call Slipz
Cataloging
Circulation

OPAL Configuration
Search

Security
System

Figure 2-1. Acquisitions listbar

Adjust Reasons

Adjustments can be made to the price of an entire Purchase Order (PO) or
Invoice, as well as the line item, or the individual copies of a line item. Adjust
Reasons explain why a price has changed. For example, a discount is applied.
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The Adjust Reasons populate the Charge Type field of the Add/Edit
Adjustment dialog box. See the Voyager Acquisitions User’s Guide for more
information.
The following are system supplied Adjust Reasons:

¢ Discount

* Processing Charge

* Shipping Charge

* Sales Tax

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Adjust Reasons
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Adjust Reasons Workspace

Creating, editing, and deleting Adjust Reasons is done in the Acquisitions -
Adjust Reasons workspace.

When first entering the Acquisitions - Adjust Reasons workspace, the top half
displays (see Figure 2-2). It shows the names of any Adjust Reasons already
defined.

Acquisitions - Adjust Reasons

Mames [«
credit memao

Hew
dizcount Edit |

mizcellaneous charge
proceszing charge

Figure 2-2. Acquisitions - Adjust Reasons Workspace
After clicking either the New or Edit buttons, the bottom half of the Acquisitions -

Adjust Reasons workspace opens (see Figure 2-3). In this example, the fields
are blank because the New button was selected.
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—Mew Adjust Reason:

Adjust Reaszon Text :

EDI Code:

Wendaor: I

[¥ Charge [~ Credit

Save I

I~

Lancel |

Figure 2-3.

Field Descriptions

New Adjust Reason section

Table 2-1 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Adjust Reasons workspace.

Table 2-1. Fields in the Acquisitions - Adjust Reasons Workspace
Name Description Required Type and Range
Adjust Reason Text | This explains why the price | Yes Alphanumeric,

has been changed.

This text displays in the Add/
Edit Adjust dialog box.

punctuation, and
spaces.

Uppercase and
lowercase
allowed.

50 characters
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Table 2-1. Fields in the Acquisitions - Adjust Reasons Workspace
Name Description Required Type and Range
EDI Code The EDI code describes the | No Alphanumeric,
purpose of the adjustment. punctuation, and
For each adjustment reason, spaces.
there should be a corre- Uppercase and
sponding EDI code. lowercase
See the EDItEUR Guidelines allowed.
at http://www.editeur.org and 250 characters.
your EDI vendor for more
information.
NOTE:
If an incoming message
includes an adjust reason
that does not already exist in
your system, the new adjust
reason and EDI Code will be
added automatically.
Vendor The vendor for whom the No Drop-down list or
adjustment applies. pop-up window
created from the
NOTE: vendors defined
This means that the reason in the Acquisi-
can only be used for this tions/Serials
vendor. module.
NOTE:
Click the ellipsis
button for the
pop-up window
format that
displays when
your list of
vendors is
greater than
5,000. See
Figure 2-4.
Charge When checked, the adjust Either the Charge | Check box
reason is going to be applied | or Credit check The default is
as a charge. The amount box must be checked
specified is added to the checked. '

amount.
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Table 2-1. Fields in the Acquisitions - Adjust Reasons Workspace

Name Description Required Type and Range

Credit When checked, the Adjust Either the Charge | Check box
Rea_son is going t_o be or Credit check The default is
applied as a credit. The box must be

. unchecked.

amount specified is sub- checked.
tracted from the amount.

. Yendor List
Yendor Codes| Yendor Names | o
abc ABC Boaoks for Kids
AL Amazan.cam
ADBC AMERICAN OVERSEAS BOOK COMPAMY
ACL Antonin's Caza de Libn
ARCHIA Archaeological Inztitute of Amenca
ALS ASKEWS LIBRARY SERVICES LTD
ALl A AMATEURS DE LIWRE
BT Baker & T aylor
BaTA BAKER & TAYLORA, o
bber bber
15225 bhtestl15226
bb123 bhtestl15226
EMA BLACKMWELL MORTH AMERICA
B Brigham Y'oung University Press
[t ] ca
CAC Ca& Co.
cam cam
DAIS D& Infarmation Spstems
DAwSON Dawszon Boaoks
OLC DLC TEST
EB EBSCO |

Cancel

Figure 2-4.  Vendor List pop-up window

2-6
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Creating an Adjust Reason

This section provides step-by-step instructions on how to create an Adjust
Reason in the Acquisitions section of the System Administration module.

Procedure 2-1. Creating an Adjust Reason

Use the following to create an Adjust Reason:

1. Access the System Administration module’s Acquisitions - Adjust Reason
workspace.

a. Click Acquisitions in the listbar.

b. Click the Adjust Reasons button in the System listbar.
Result: The Acquisitions - Adjust Reasons workspace opens.
2. Enter the name for your Adjust Reason in the Adjust Reason Text field.
3. Enter an Electronic Data Interchange Code in the EDI Code field.

4. If wanted, select a vendor from the drop-down menu in the Vendor Code field. This
means that the reason is only available for this vendor.

5. Click the Charge check box if this Adjust Reason is going to be applied as a charge
or click the Credit check box if this Adjust Reason is going to be applied as a credit.

6. Click Save to save the information or click Cancel to return to the Acquisitions -
Adjust Reason workspace

Result: If saved, the system returns to the Acquisitions - Adjust Reasons
workspace and the new Adjust Reason displays in the list of reasons.

Editing an Adjust Reason

This section provides step-by-step instructions on how to edit an Adjust Reason in
the Acquisitions section of the System Administration module.

Sites may edit Adjust Reasons.
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Procedure 2-2. Editing Adjust Reasons

Use the following to edit an Adjust Reason.

Access the System Administration module’s Acquisitions - Adjust Reason
workspace.

a. Click Acquisitions in the listbar.

b. Click the Adjust Reasons button in the System listbar.
Result: The Acquisitions - Adjust Reasons workspace opens.
Highlight the Adjust Reason to be edited.

Click the Edit button.
Enter any new information in the fields you want to edit.

Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - Adjust Reasons
workspace and the Adjust Reason has been edited.

Deleting an Adjust Reason

This section provides step-by-step instructions on how to delete an Adjust Reason
in the Acquisitions section of the System Administration module.

Sites may delete adjust reasons.

Procedure 2-3. Deleting Adjust Reasons

Use the following to delete an Adjust Reason.

1. Access the System Administration module’s Acquisitions - Adjust Reason

workspace.

a. Click Acquisitions in the listbar.
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b. Click the Adjust Reasons button in the System listbar.
Result: The Acquisitions - Adjust Reasons workspace opens.
2. Highlight the Adjust Reason to be deleted.
3. Click the Delete button.

Result: The Delete Adjust Reason dialog box opens asking for confirmation of
the deletion (see Figure 2-5).

Acquisitions - Adjust Reasons

Mames [«
credit memao
dizcount

Edit

miscellaneous charge
processing charge L
zales tax -

1=
o
=

Delete

Delete Adjust Reason [ <]
‘fou will delete Adjust Reason:
"miscellaneous charge"

Are you sure?

fes Mo

Figure 2-5. Delete Adjust Reason confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Adjust
Reason.

Result: If deleted, the system returns to the Acquisitions - Adjust Reasons
workspace and the Adjust Reason is immediately removed from the listing of
reasons.

Claim Types

When a claim is generated from the Problems Screen or the Claims Screen in
the Acquisitions module, a claim type is specified to communicate to the vendor
the specific reason for the claim. Using the Acquisitions - Claim Types
workspace (Eigure 2-6), you can create numerous claim types that are available
for use when claims are generated.
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Security

For more information about generating claims from the Problems Screen and the
Claims Screen in the Acquisitions module, see the Voyager Acquisitions User’s
Guide.
The following are system supplied claim types:

* No copies received

* Wrong item(s) supplied

* Imperfect item(s) supplied

* Too many copies received

* Copies received in damaged condition

* Insufficient copies received

* Other reason

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Claim Types
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Claim Types Workspace

2-10

Creating, editing, and deleting Claim Types is done in the Acquisitions - Claim
Types workspace.

When first entering the Acquisitions - Claim Types workspace, the top half
displays (see Figure 2-6). It shows the names of any Claim Types already defined.

Acquisitions - Claim Types

Insufficent copies received

Mo copies received
Other reazon LI Delete |

Figure 2-6. Acquisitions - Claim Types Workspace
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After clicking either the New or Edit buttons, the bottom half of the Acquisitions -
Claim Types workspace opens (see Figure 2-7). In this example, the fields are

filled because the Edit button was selected.

Edit Claim Type:

Claim Description: |[&: red in damaged condition

ED| Code: |2DB
Save I Lancel

Figure 2-7. Edit Claim Types section

Field Descriptions

Table 2-2 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Claim Types workspace.

Table 2-2. Fields in the Acquisitions - Claim Types Workspace

Name Description Required

Type and Range

Claim Description | A Claim Type is any reason | Yes
or situation that would,
according to your acquisi-
tion policies, cause you to
guestion a receipt or ship-
ment or alert you that some-
thing about the item or
situation needs investigation.

For example:

* Copies received in
damaged condition

* |nsufficient copies
received

* Wrong item(s)
supplied

Alphanumeric,
punctuation, and
spaces.

Uppercase and
lowercase
allowed.

70 characters.
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Table 2-2. Fields in the Acquisitions - Claim Types Workspace

Name Description Required Type and Range
EDI Code The EDI code describes the | No Alphanumeric,
purpose of the claim. punctuation, and
For each claim there should spaces.
be a corresponding EDI Uppercase and
code. lowercase
See the EDItEUR Guidelines allowed.
at http://www.editeur.org and 250 characters.
your EDI vendor for more
information.

Creating a Claim Type

This section provides step-by-step instructions on how to create a Claim Type in
the Acquisitions section of the System Administration module.

Procedure 2-4. Creating a Claim Type

Use the following to create a Claim Type.

1. Access the System Administration module’s Acquisitions - Claim Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Claim Types button in the System listbar.
Result: The Acquisitions - Claim Types workspace opens.
2. Enter the description of the new claim type in the Claim Description field.
3. Enter the code that EDI uses to identify the claim type into the EDI code field.

4. Click Save to save the information or click Cancel to return to the Acquisitions -
Claim Types workspace.

Result: If saved, the system returns to the Acquisitions - Claim Types
workspace and the new Claim Type displays in the list of types.
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Editing a Claim Type

This section provides step-by-step instructions on how to edit a Claim Type in the
Acquisitions section of the System Administration module.

Sites may edit Claim Types but if you change an existing Claim Type, that change
is reflected on any existing problem listing.

Procedure 2-5. Editing Claim Types

Use the following to edit a Claim Type.

Access the System Administration module’s Acquisitions - Claim Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Claim Types button in the System listbar.
Result: The Acquisitions - Claim Types workspace opens.
Highlight the Claim Type to be edited.

Click the Edit button.
Enter any new information in the fields you want to edit.

Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes.

Result: If saved, the system returns to the Acquisitions - Claim Types
workspace and the Claim Type has been edited.

Deleting a Claim Type

This section provides step-by-step instructions on how to delete a Claim Type in
the Acquisitions section of the System Administration module.

Sites may delete Claim Types. However, once a Claim Type has been used, the

Claim Type cannot be deleted until all items with that Claim Type have been
removed from the problem listing.
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If a Claim Type is not in use, it can be deleted (except for the system-supplied
ones).

Procedure 2-6. Deleting Claim Types

Use the following to delete a Claim Type.

1. Access the System Administration module’s Acquisitions - Claim Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Claim Types button in the System listbar.
Result: The Acquisitions - Claim Types workspace opens.
2. Highlight the Claim Type to be deleted.
3. Click the Delete button.

Result: The Delete Claim Type dialog box opens asking for confirmation of the
deletion (see Figure 2-8).

Acquisitions - Claim Types

Mames [« W
Copies received in damaged condition
Imperfect item(z] supplied Edit
Insufficent copies receive
Mo copies received
Other reazon -

=7

Delete

Delete Claim Type [ <]
‘fou will delete Claim Type:
"Insufficent copies received"”
Are you sure?

fes Mo

Figure 2-8. Delete Claim Types confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Claim
Type.
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Result: If deleted, the system returns to the Acquisitions - Claim Types
workspace and the Claim Type is immediately removed from the listing of types.

Fiscal Periods

Security

A Fiscal Period establishes a time-span used at your institution for your
acquisition budget.

In the Acquisitions module, you assign a Fiscal Period to each Ledger. All funds
belonging to that Ledger share the same Fiscal Period.

There is no Voyager-specified limit on the number of Fiscal Periods that you can
define. You must define at least one.

The dates for Fiscal Periods can overlap. In this case be sure that staff members
select the correct ledger when assigning funds to copies on a line item. When
Fiscal Periods overlap, staff will be able to see both ledgers on PO line items.

You need to add a Fiscal Period for each new fiscal period.

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Fiscal Periods
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Fiscal Periods Workspace

Creating, editing, and deleting Fiscal Periods is done in the Acquisitions - Fiscal
Periods workspace.

When first entering the Acquisitions - Fiscal Periods workspace, the top half

displays (see Figure 2-9). It shows the names of any Fiscal Periods already
defined.
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Acquisitions - Fiscal Periods

Mames

2000
2000-2001
2001
2002
2002-2003

I e 5|

ikt

Edit

Delete

Figure 2-9. Acquisitions - Fiscal Periods Workspace

After clicking either the New or Edit buttons, the bottom half of the Acquisitions -
Fiscal Periods workspace opens (see Figure 2-10). In this example, the fields

are blank because the New button was selected.

Mew Fizcal Period:

Fizcal Period Hame: ||

Start Date: | 3/17/2002 End Date: |9£1?.-"2DD2 :l

Save I Lancel |

Figure 2-10. New Fiscal Period section

Field Descriptions

Table 2-3 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Fiscal Periods workspace.

Table 2-3. Fields in the Acquisitions - Fiscal Periods Workspace

Name Description Required

Type and Range

Fiscal Period Name | Name of the Fiscal period. At | Yes
least one Fiscal Period must
be defined.
For example:

e July-June FY 02

* Calendar FY 2003

Alphanumeric,
punctuation, and
spaces.

Uppercase and
lowercase
allowed.

25 characters.
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Table 2-3.  Fields in the Acquisitions - Fiscal Periods Workspace

Name Description Required Type and Range

Start Date The date that the Fiscal Yes Date

Period begins. The Start Date

must be before
the End Date.

End Date The date that the Fiscal Yes Date
Period ends.

Start and End Date Information

Additional information regarding start and end dates.

* The system validates your dates to prevent entry of non-existent ones such
as 04/31.

¢ |f you enter a 1-digit number, the system supplies a 0 to the left.

* When entering dates or times, the Microsoft® Windows Regional Settings
control the display in the Voyager module.

* Enter 2-digit numbers from 01-12 to represent the months January-
December.

¢ Enter 2-digit numbers to represent the beginning day of the first month of
the Fiscal Period.

* Enter 2-digit numbers to represent the final day of the last month of the
Fiscal Period.

¢ Enter 4-digit numbers to represent the year(s) of the Fiscal Period.

Creating a Fiscal Period

This section provides step-by-step instructions on how to create a Fiscal Period in
the Acquisitions section of the System Administration module.

Procedure 2-7. Creating a Fiscal Period

Use the following to create a Fiscal Period.

1. Access the System Administration module’s Acquisitions - Fiscal Periods
workspace.

a. Click Acquisitions in the listbar.

Ex Libris Confidential 2-17



System Administration User’s Guide

b. Click the Fiscal Periods button in the System listbar.
Result: The Acquisitions - Fiscal Periods workspace opens.
Enter the name for your Fiscal Period in the Fiscal Period Name field.
Enter a Start Date in the Start Date field.
Enter an End Date in the End Date field.

Click Save to save the information or click Cancel to return to the Acquisitions -
Fiscal Periods workspace.

NOTE:
The Save button is inactive if the End Date specified is before today's date.

Result: If saved, the system returns to the Acquisitions - Fiscal Periods
workspace and the new Fiscal Period displays in the list of Fiscal Periods.

Editing a Fiscal Period

2-18

This section provides step-by-step instructions on how to edit a Fiscal Period in
the Acquisitions section of the System Administration module.

A MPORTANT:
Once established, the start date can be changed to an earlier date but not
to a later date and the end date can be changed to a later date but not an
earlier date. This means if you extend an end date, you cannot change it
back.

If you change an existing Fiscal Period already in use, the change will be reflected
in all Ledgers (and the ledgers’ funds) with that Fiscal Period.

NOTE:
For funds with begin and end dates that match the dates of a ledger’s fiscal

period, any time the ledger’s fiscal period is redefined in the System
Administration module, the fund’s dates will be changed accordingly.

On the contrary, for funds that have begin and end dates that differ from the dates
of the ledger’s fiscal period (that is, they have been manually altered), the dates
will not be automatically updated if the ledger’s fiscal period is redefined in the
System Administration module.
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Procedure 2-8. Editing Fiscal Periods

Use the following to edit a Fiscal Period.

Access the System Administration module’s Acquisitions - Fiscal Periods
workspace.

a. Click Acquisitions in the listbar.

b. Click the Fiscal Periods button in the System listbar.
Result: The Acquisitions - Fiscal Periods workspace opens.
Highlight the Fiscal Period to be edited.

Click the Edit button.
Enter any new information in the fields you want to edit.

Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - Fiscal Periods
workspace and the Fiscal Period has been edited.

Deleting a Fiscal Period

This section provides step-by-step instructions on how to delete a Fiscal Period in
the Acquisitions section of the System Administration module.

Users can only delete a Fiscal Period if it has not been used in a Ledger with
active fund records or Rollover Rule.

Procedure 2-9. Deleting a Fiscal Period

Use the following to delete a Fiscal Period.

1. Access the System Administration module’s Acquisitions - Fiscal Periods

workspace.

a. Click Acquisitions in the listbar.
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b. Click the Fiscal Periods button in the System listbar.
Result: The Acquisitions - Fiscal Periods workspace opens.
Highlight the Fiscal Period to be deleted.

Click the Delete button.

Result: The Delete Fiscal Period dialog box opens asking for confirmation of the
deletion (see Figure 2-11).

Acquisitions - Fiscal Periods
|Mames [«]

2000

Edit
2001
=]

2002
2002-2003 Dk

i

Delete Fiscal Period [ <]

You will delete Fiscal Period:
"Z000-2001"

Are you sure?

fes Mo

Figure 2-11. Delete Fiscal Periods confirmation

Click Yes to proceed with the delete. Click No if you do not want to delete the Fiscal
Period.

Result: If deleted, the system returns to the Acquisitions - Fiscal Periods
workspace and the Fiscal Period is immediately removed from the listing of Fiscal
Periods.

Fund Types

2-20

Fund Types help to group individual acquisition funds by the basic characteristics
important to your library. There is no limit to the number of Fund Types you can
define. If your library has a relatively simple budget process, you may have only
one Fund Type. You must have at least one.
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You define certain default values at this level. When you create an individual fund
record and assign it to a Fund Type, the fund automatically inherits these values
as its defaults. This simplifies the setup of your fund structure. You can always
change the default values for any individual fund.

The following are system supplied fund types:

* Endowment

* General
o Gift
* Grant

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Fund Types
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Fund Types Workspace

Creating, editing, and deleting Fund Types is done in the Acquisitions - Fund
Types workspace.

When first entering the Acquisitions - Fund Types workspace, the top half
displays (see Figure 2-12). It shows the names of any Fund Types already
defined.

Acquisitions - Fund Types

Edit

Delete

il

Figure 2-12.  Acquisitions - Fund Types Workspace
After clicking either the New or Edit buttons, the bottom half of the Acquisitions -

Fund Types workspace opens (see Figure 2-13). In this example, the fields are
blank because the New button was selected.
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—Mew Fund Type:

Fund Type Hame: |

[~ Owvercommit Limit: |1UU E
[~ Owvercommit ' arming: | 100 E
[0 H

Save I

[ Undercommit:

[~ Overexpend Limit:

[~ Underexpend:

I‘IDDE

[~ Overexpend Warning: 100 E

[ H

Lancel |

Figure 2-13.

New Fund Type section

Field Descriptions

Table 2-4 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Fund Types workspace.

Table 2-4. Fields in the Acquisitions - Fund Types Workspace

Name

Description

Required

Type and Range

Fund Type Name

Name of the type of fund.

Yes

Alphanumeric,
punctuation, and

equate fund balance to cover
the cost of a pending com-
mitment. If larger, the fund
will be blocked from use on
the purchase order.

For example: You must define
spaces.
e Regular at least one
«  Non-Recurring Fund Type. Uppercase and
) lowercase allowed.
¢ Deposit
25 characters.
Overcommit Limit When checked, the Over- No Check box
check box gommlt Limit percentage The default is
field must be completed,
. unchecked.
allowing operators to over-
commit a fund.
Overcommit Limit The amount (expressed as Yes, if the 100-999
percentage 100% plus the additional Overcommit
o Must be a whole
percentage) to be overcom- | Limit check box ercentage
mitted when there is an inad- | is checked. P ge.

2-22
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Table 2-4. Fields in the Acquisitions - Fund Types Workspace

limit that, when reached, will
warn operators that they are
reaching the fund’s limit,
when a fund is selected for
use on an invoice.

box is checked.

Name Description Required Type and Range
Overexpend Limit | When checked the Overex- | No Check box
check box pend Limit percentage fle_ld The default is
must be completed allowing
unchecked.
operators to overexpend a
fund.
Overexpend Limit | The amount (expressed as | Yes, if the 100-999
0 -
percentage 100% plus the additional O_ve_rexpend Must be a whole
percentage) to be overex- Limit check box ercentage
pended when there is an is checked. P ge.
inadequate fund balance to
cover the cost of a pending
expenditure. If larger the
fund will be blocked from use
in an invoice.
Overcommit When checked the Over- No Check box
Warning check box c_ommlt Warning percentage The default is
field must be completed,
. unchecked.
warning operators when they
approach the fund’s limit.
Overcommit The amount (expressed as a | Yes, if the 100-999
Warning 100% plus the additional Overcommit
. - Must be a whole
percentage percentage) of the fund’s Warning check ercentage
limit that, when reached, will | box is checked. P ge.
warn operators that they are
reaching the fund’s limit,
when a fund is selected for
use on a purchase order.
Overexpend When checked the Overex- | No Check box
Warning check box pend Warning percentage The default is
field must be completed,
. unchecked.
warning operators when they
approach the fund’s limit.
Overexpend The amount (expressed as a | Yes, if 100-999
Warning 100% plus the additional Overexpend Must be a whole
percentage percentage) of the fund’s Warning check

percentage.
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Table 2-4. Fields in the Acquisitions - Fund Types Workspace

used enough.

This data element applies to
a printed report produced to
monitor funds.

Name Description Required Type and Range
Undercommit When checked the Under- No Check box
check box commit percentage field _ The default is
must be completed, warning
unchecked.
operators when they have
not committed enough from
this fund.
Undercommit The level of undercommit- Yes, if the 100-999
percentage ment (expressed as a 100% | Undercommit
" : Must be a whole
plus the additional percent- | check box is ercentage
age) when the fund is not checked. P ge.
being used enough.
This data element applies to
a printed report produced to
monitor funds.
Underexpend When checked the Underex- | No Check box
check box pend percentage f|e_ld must The default is
be completed, warning oper-
unchecked.
ators they have not
expended enough from this
fund.
Underexpend The level of underexpending | Yes, if the 100-999
0,
percentage (expres§§d as a 100% plus Underexpe_nd Must be a whole
the additional percentage) check box is ercentage
when the fund is not being checked. P ge.

Creating a Fund Type

This section provides step-by-step instructions on how to create a Fund Type in

the Acquisitions section of the System Administration module.

2-24
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Procedure 2-10. Creating a Fund Type

Use the following to create a Fund Type.

1. Access the System Administration module’s Acquisitions - Fund Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Fund Types button in the System listbar.
Result: The Acquisitions - Fund Types workspace opens.
2. Enter the name for your Fund Type in the Fund Type Name field.

3. Check any of the check boxes you want to apply, and enter a percentage amount in
the corresponding percentage field.

4. Click Save to save the information or click Cancel to return to the Acquisitions -
Fund Types workspace.

Result: If saved, the system returns to the Acquisitions - Fund Types
workspace and the new Fund Type displays in the list of Fund Types.

Editing a Fund Type

This section provides step-by-step instructions on how to edit a Fund Type in the
Acquisitions section of the System Administration module.

You may change any or all information during the configuration/implementation
process.

You can change any or all information about a Fund Type or add new ones. If you

make a change to an existing Fund Type already in use, the change is reflected in
all fund records assigned to that Fund Type.
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Procedure 2-11. Editing a Fund Type

Use the following to edit a Fund Type.

Access the System Administration module’s Acquisitions - Fund Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Fund Types button in the System listbar.
Result: The Acquisitions - Fund Types workspace opens.
Highlight the Fund Type to be edited.

Click the Edit button.
Enter any new information in the fields you want to edit.

Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - Fund Types
workspace and the Fund Type has been edited.

Deleting a Fund Type

2-26

This section provides step-by-step instructions on how to delete a Fund Type in
the Acquisitions section of the System Administration module.

You may delete any or all information during the configuration/implementation

process. However, once you assign an active fund record to a Fund Type, you
cannot delete the Fund Type.
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Procedure 2-12. Deleting a Fund Type

Use the following to delete a Fund Type.

1. Access the System Administration module’s Acquisitions - Fund Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Fund Types button in the System listbar.
Result: The Acquisitions - Fund Types workspace opens.
2. Highlight the Fund Type to be deleted.
3. Click the Delete button.

Result: The Delete Fund Types dialog box opens asking for confirmation of the
deletion (see Figure 2-14).

Acquisitions - Fund Types

Mames
Endowment

A

e |
General Edit |
Gift
e —
Delete Fund Type [ <]
‘fou will delete Fund Type:
"Grant"
Are you sure?
fes Mo

Figure 2-14. Delete Fund Types confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Fund
Type.
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Result: If deleted, the system returns to the Acquisitions - Fund Types
workspace and the Fund Type is immediately removed from the listing of Fund
Types.

Mark Reasons

Security

When an operator using the Acquisitions/serials module encounters a situation
requiring further investigation, the operator can mark the line item copy or serial
issue and identify the applicable situation. This results in a display of the line item
copy or serial issue on a problem screen where another operator can review the
situation and determine further action. For more information, see the Voyager
Acquisitions User’s Guide.

Certain Mark Reasons are system-defined and cannot be changed or deleted.
These are:

¢ System Cancel (for use by the system)

e System Claim (for use by the system)

* Claim (for use by operators)

* Cancel (for use by operators)

¢ Return (for use by operators)

Administrators do not need to add any other Mark Reasons unless wanted.

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Mark Reasons
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Mark Reasons Workspace

2-28

Creating, editing, and deleting Mark Reasons is done in the Acquisitions - Mark
Reasons workspace.

When first entering the Acquisitions - Mark Reasons workspace, the top half
displays (see Figure 2-15). It shows the system supplied Mark Reasons.
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Acquisitions - Mark Reasons

Hew

Claim Edit |
Retum
Systemn Cancel

Syztem Claim Delete |

Figure 2-15. Acquisitions - Mark Reasons Workspace

NOTE:

The system supplied Mark Reasons may not be edited or deleted; those buttons
are inactive.

After clicking the New button, the bottom half of the Acquisitions - Mark

Reasons workspace opens (see Figure 2-16). In this example the drop-down
menu of Claim Types is also displayed.

MNew Mark Reasor:

Mark Reason Mame: |

Claim Type: IEopies received in damaged condition j

in damaged condibion
| zupplied

Insufficent copies received

Mo copies received

Other reazon

Too many copies received

“Wwrong iterm(s] supplied

Figure 2-16. New Mark Reason section
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Field Descriptions

Table 2-5 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Mark Reasons workspace.

Table 2-5. Fields in the Acquisitions - Mark Reasons Workspace

Name Description Required Type and Range
Mark Reason Define any reason or situa- | Yes Alphanumeric,
Name tion that would, according to punctuation, and
your acquisition policies, spaces.
cause you to question a
X . Uppercase and
charge, question a receipt or
) lowercase
shipment, or alert you that allowed
something about the item or '
situation needs investigation. 25 characters.
For example:
¢ Damaged
* Overdue
* Wrong Edition
¢ High Cost
Claim Type The reason for making a Yes Drop-down menu
claim, that is, the problem of Claim Types
with the item. created in the
Acquisitions -
Claim Types
workspace. See
Claim Types
Workspace on
page 2-10

Creating a Mark Reason

This section provides step-by-step instructions on how to create a Mark Reason in
the Acquisitions section of the System Administration module.
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Procedure 2-13. Creating a Mark Reason

Use the following to create a Mark Reason.

1. Access the System Administration module’s Acquisitions - Mark Reasons
workspace.

a. Click Acquisitions in the listbar.

b. Click the Mark Reasons button in the System listbar.
Result: The Acquisitions - Mark Reasons workspace opens.
2. Enter the name for Mark Reason in the Mark Reason Name field.
3. Select a Claim Type from the drop-down menu in the Claim Type field.

4. Click Save to save the information or click Cancel to return to the Acquisitions -
Mark Reasons workspace

Result: If saved, the system returns to the Acquisitions - Mark Reasons
workspace and the new Mark Reason displays in the list of Mark Reasons.

Editing a Mark Reason

This section provides step-by-step instructions on how to edit a Mark Reason in
the Acquisitions section of the System Administration module.

Sites may only edit the Mark Reasons that they create. System supplied Mark
Reasons may not be edited.

If you change an existing Mark Reason, that change is reflected on any existing
problem listing.
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Procedure 2-14. Editing a Mark Reason

Use the following to edit a Mark Reason:

Access the System Administration module’s Acquisitions - Mark Reasons
workspace.

a. Click Acquisitions in the listbar.

b. Click the Mark Reasons button in the System listbar.
Result: The Acquisitions - Mark Reasons workspace opens.
Highlight the Mark Reason to be edited.

Click the Edit button.
Enter any new information in the fields you want to edit.

Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - Mark Reasons
workspace and the Mark Reason has been edited.

Deleting a Mark Reason

2-32

This section provides step-by-step instructions on how to delete a Mark Reason in
the Acquisitions section of the System Administration module.

Sites may only delete the Mark Reasons that they created. System supplied Mark
Reasons may not be deleted.

Once a Mark Reason has been used, the Mark Reason cannot be deleted until all

items with that Mark Reason have been removed from the problem listing. If a
Mark Reason is not in use, it can be deleted.
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Procedure 2-15. Deleting a Mark Reason

Use the following to delete a Mark Reason.

1. Access the System Administration module’s Acquisitions - Mark Reasons
workspace.

a. Click Acquisitions in the listbar.

b. Click the Mark Reasons button in the System listbar.
Result: The Acquisitions - Mark Reasons workspace opens.
2. Highlight the Mark Reason to be deleted.
3. Click the Delete button.

Result: The Delete Mark Reasons dialog box opens asking for confirmation of
the deletion (see Figure 2-17).

Acquisitions - Mark Reasons

Mames [«
Cancel
Claim Edit

Damaged

New
Retum L
Systemn Cancel =
Delete Mark Reason [ <]

You will delete Mark Reason:
"Diamaged”

Are you sure?

fes Mo

Figure 2-17. Delete Mark Reasons confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Mark
Reason.
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Result: If deleted, the system returns to the Acquisitions - Mark Reasons
workspace and the Mark Reason is immediately removed from the listing of Mark
Reasons.

PO Types

There are six system-defined purchase order (PO) types: Approval, Continuation,
Depository, Exchange, Firm Order, and Gift. These PO Types cannot be edited or
deleted.

In addition to the six system-defined purchase order types, you can create, edit, or
delete any number of user-defined purchase order types.

User-defined purchase order types can be created and used to meet the various
needs of your institution. For example, user-defined purchase order types can be
used for acquisitions that fall outside of your institution’s normal purchasing
procedures.

In most respects, user-defined purchase order types function the same as the six
system-defined purchase order types, for example reports can be generated, the
claim/cancellation system applies, and funds must be assigned.

A MPORTANT:
User-defined purchase order types are not included in Fiscal Period
Rollover. Therefore, you may want to avoid assigning line items that use
funds from one fiscal year to the next (such as subscription line items) to a
purchase order with a user-defined purchase order type.

PO Types list

2-34

The list of purchase order types from the Acquisitions - PO Types workspace
populates the drop-down menus at the following places in the Acquisitions
module:

* The Default Order Type field on the Vendor Policies tab of the
Acquisitions - Policy Definitions workspace in the System
Administration module (see Figure 2-18). See Policy Definitions on page 2-
42 for more information.
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—Edit Palicy Definition:
Eolicy] Locations I Wendor Policies I

Default Order Type: | Sample PO j
Approval

Foreign Monographs Dizcount %: Eontinyation
Fareign Serials EEDP?S“O'-'"

p . |Exchange
Momg[aphs Claim Count; Fitm Ordler
Serials Gift

Claim Interval: | Other

Cancel Interval: I 50 E

Ship i |

Save I Lancel |

Figure 2-18. PO Types in the Policy Definitions

* The Search For field that displays when searching for a purchase order by
PO Type in the Acquisitions module (see Figure 2-19). See the Voyager
Acquisitions User’s Guide for more information.

Search Orders
Search By: IpD Tupe j
I Egual
Search For: j Search |
Approval |

Figure 2-19. PO Types in the Search For field

* The PO Type field on all purchase orders in the Acquisitions module (see
Figure 2-20). See the Voyager Acquisitions User’s Guide for more
information.
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New Order [_[O]=
File ©rder LineItem Tools  Help

JJEngve %Sageandclose||3v|§v| X|% EH -)K|®
Hegdml Footer I HMotes I Froperties I
— Order — Wendor

Status Date:
Nurnber: [221 e i NI [a/18/2002

0 Line Items on Order

Tupe: |Sample PO j Account: I 'l
- |Approval
S Cantinuation — Amount:
Eepﬁsnor}l Currency—————————

 Locations —| E#Ehange Line Item Subtatal: I $0.00
i Firrn Order Code: I jv
Ship To: | it Other Eharges:l $0.00 l - I—

ate:
| Bill Tor s Total Order Amount: I $0.00

Figure 2-20. PO Types in the PO

* The Order Type field on the Purchase Order tab of the Session Defaults
dialog box in the Acquisitions module (see Figure 2-21). See the Voyager
Acquisitions User’s Guide for more information.

Session Defaults

Ledger
Invoice Wendor Fund

Purchasze Order Line Item Line tem Copies/Funds

Order Site: I j
Ship Ta: | |

Bill To: | |
Wendor Code: I—QI
Account: I j
Cumrency: I j
Order Type: ﬂ
Approval =

Cancel After [days]: Firm Oidler

Claim Interval [days]: Gift
Exchange

Ship Via: [Depositor
Other
Sample PO hd Clear |

oK Cancel | Clear &l |

Figure 2-21. PO Types in Session Defaults

2-36 Ex Libris Confidential



Security

Chapter 2: Acquisitions Configuration

* The Default PO Type field on the Add Vendor Account and Edit Vendor
Account dialog boxes on vendor records in the Acquisitions module (see
Figure 2-22). See the Voyager Acquisitions User’s Guide for more
information.

Edit Yendor Account

Account Info I Mote I

Account Murnber: I 12345

Account Mame: I Popular Magazines

r Select Locations for Account:
Cortinuation = l

Approval
Firrn Order
Acocount Status: | Gift

Exchange
[ epositar,
iContinuation

Drefault PO Type:

Acqguigitions

Other Branch Acq. Desk

Dizcount [%]:

Deposit

Selectall | Deselectal
Caesl |

Figure 2-22. PO Types in Edit (or Add) Vendor Account

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Purchase Order
Types workspace. See Master Security Profiles - Creating, Editing, and Deleting

on page 9-23.

PO Types Workspace

The Acquisitions - PO Types workspace contains an alphabetical list of all the
existing purchase order types available for use in the Voyager Acquisitions
module. The six system defined PO Types and any user-defined types.

Creating, editing, and deleting PO Types is done in the Acquisitions - PO Types
workspace.

When first entering the Acquisitions - PO Types workspace, the top half displays
(see Figure 2-23). It shows the names of any PO Types that are already defined.
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Acquisitions - PO Types

Hew

| Continuation Edit |

Depozitory

Exchange
Firrn Order LI Dtz |

Figure 2-23.  Acquisitions - PO Types Workspace

NOTE:
The system supplied PO Types may not be edited or deleted; those buttons are

inactive.

After clicking either the New or the Edit button, the bottom half of the
Acquisitions - PO Types workspace opens (see Figure 2-24).

Mew PO Type:

PO Type Hame: |

Save I Lancel

Figure 2-24. PO Types section

Field Description

Table 2-6 provides the name, description, if required, and type and range
requirements for the single field in the Acquisitions - PO Types workspace.

Table 2-6. Fields in the Acquisitions - PO Types Workspace

Name Description Required Type and Range
PO Type Name Enter a unique description or | Yes Alphanumeric,
name of the purchase order punctuation, and
type. spaces.
You cannot enter a descrip- Uppercase and
tion or name that already lowercase
exists in the list. allowed.
25 characters.
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Creating a PO Type

This section provides step-by-step instructions on how to create a PO Type (user-
defined PO Type) in the Acquisitions section of the System Administration
module.

Procedure 2-16. Creating a PO Type

1.

Use the following to create a PO Type.

Access the System Administration module’s Acquisitions - PO Types workspace.
a. Click Acquisitions in the listbar.

b. Click the PO Types button in the System listbar.
Result: The Acquisitions - PO Types workspace opens.
Enter the name for your PO Type in the PO Type Name field.

Result: The example in Eigure 2-25 shows the PO Type name of Sample PO
entered in the PO Type Name field.

Mew PO Type:

PO Type Name: |EEGCYEN

Lancel

Figure 2-25. PO Type name entered in PO Type Name field.

Click Save to save the information or click Cancel to return to the Acquisitions -
PO Type workspace.

Result: If saved, the new PO type is added to the list of PO types. Also the
various PO Type lists are populated; see PO Types list on page 2-34.
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Editing a PO Type

This section provides step-by-step instructions on how to edit a PO Type in the
Acquisitions section of the System Administration module.

Sites may only edit user-defined PO Types. You cannot edit any of the six system-
defined purchase order types.

Procedure 2-17. Editing a PO Type

Use the following to edit a PO Type.

Access the System Administration module’s Acquisitions - PO Types workspace.
a. Click Acquisitions in the listbar.

b. Click the PO Types button in the System listbar.
Result: The Acquisitions - PO Types workspace opens.
Highlight the user-defined PO Type to be edited.

Click the Edit button.
Enter any new information in the PO Type Name field.

Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - PO Types workspace
and the PO Type has been edited.

Deleting a PO Type

2-40

This section provides step-by-step instructions on how to delete a PO Type in the
Acquisitions section of the System Administration module.

Sites may only delete user-defined PO Types. In addition, you cannot delete any
user-defined purchase order types that are being used in a purchase order in the
Acquisitions module.

If the operator selects a user-defined purchase order type to delete, a message
displays asking the user to confirm the deletion.
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If the operator selects a user-defined purchase order type to delete, and it is in
use on a purchase order, a message stating the PO type is in use displays (see

Figure 2-26).

Yoyager System Administration E

& This PO bype cannot be deleted because it is used in a Purchase Order record,

Figure 2-26. Message when Unable to Delete a PO Because It Is in Use

In order to delete such a purchase order type, you must first delete all of the
purchase order records in which the purchase order type is being used.

Procedure 2-18. Deleting a PO Type

Use the following to delete a PO Type.

1. Access the System Administration module’s Acquisitions - PO Types workspace.

a. Click Acquisitions in the listbar.

b. Click the PO Types button in the System listbar.
Result: The Acquisitions - PO Types workspace opens.
2. Highlight the user-defined PO Type to be deleted.
3. Click the Delete button.

Result: The Delete PO Type dialog box opens asking for confirmation of the
deletion (see Figure 2-27).
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Acquisitions - PO Types

Mames [«] W
Exchange
Firmn Order Edit
Gift

Other

=7

Delete

Delete PO Type [ <]

‘fou will delete PO Type:
"Sample PO"

Are you sure?

fes Mo

Figure 2-27. Delete PO Type confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the PO
Type.

Result: If deleted, the system returns to the Acquisitions - PO Types workspace
and the PO Type is immediately removed from the listing of PO Types.

The purchase order type is also removed from any of the PO Types lists in the
modules; see PO Types list on page 2-34.

Policy Definitions

Departments responsible for ordering, claiming, paying, or receiving items for
various locations within the library should be defined as an Acquisitions/Serials
Policy Group which should be associated with the locations at which the tasks are
performed.

NOTE:
Consortia may want to set up separate Acquisition Policy Groups.

The Acquisitions - Policy Definitions workspace has the following tabs:
* Policy
* Locations

* Vendor Policies
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Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Policy Definitions
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Acquisitions - Policy Definitions Workspace

Creating, editing, and deleting the Acquisitions/Serials Policy Groups is done
using the Policy, Locations, and Vendor Policies tabs of the Acquisitions -
Policy Definitions workspace.

When first entering the Acquisitions - Policy Definitions workspace, the top half
displays (see Figure 2-28). It shows the names of any Acquisitions/Serials Policy
Groups already defined.

Acquisitions - Policy Definitions

| Other Branch Acquisition Group Edit

Delete

il

Figure 2-28.  Acquisitions - Policy Definitions Workspace

After clicking either the New or Edit buttons, the tabs of the Acquisitions - Policy
workspace display. Figure 2-29 on page 2-44, Figure 2-30 on page 2-46, and
Figure 2-31 on page 2-51 show these tabs. In these examples, the New button
had been selected, therefore the section of the workspace is called New Policy
Definition.

Policy Tab

The Policy tab is where you can name the Acquisitions/Serials Policy Group and
associate it with a Duplicate Detection Profile. Figure 2-29 displays the Policy
tab. See Bibliographic Duplicate Detection on page 4-21 for more information.
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—Mew Policy Definition:

Eolicyl Locations I Wendor Policies I

Acg/Serials Group Hame:

Duplicate Detection Profile: I it vl

OCLCReplace
OCLCMerge

RLIMNConditional
RLINUnconditional
RLIMMerge
FLINReplace

Save I Lancel

Figure 2-29. New Policy Definitions section, Policy tab

Field Descriptions

Table 2-7 provides names, descriptions, if required, and type and range
requirements for the fields in the Policy tab of the Acquisitions - Policy

Definitions workspace.

Table 2-7. Fields in the Policy tab in the Acquisitions - Policy Definitions Workspace
Name Description Required Type and Range
Acqg/Serials Group Name of the Acquisitions or | Yes Alphanumeric,
Name Serials policy group. punctuation, and

spaces.
o
@‘& TIP: Uppercase and
Create a name that lowercase allowed.
describes the
acquisition unit 40 characters.
especially if you have
more than one Policy
Group.
For example:
* Main Acquisitions
* Music Receiving.
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Table 2-7. Fields in the Policy tab in the Acquisitions - Policy Definitions Workspace

Name Description Required Type and Range
Duplicate Detection | Select the import/replace Yes Drop-down menu.
Profile profile to be used when

Duplicate Detection
Profiles are defined
in the System

See Bibliographic Duplicate Administration.
Detection on page 4-21 for
information on bibliographic
duplicate detection profile
options.

operators are importing line
items on a purchase order.

Locations Tab

Use the Locations tab to define selected locations for Acquisitions/Serials Policy
Groups. Figure 2-30 displays the Locations tab.

A MPORTANT:
If you do not add a location to an Acquisitions/Serials Policy Group, you
cannot use the location as:
Intended location
Order site
Bill to location in a purchase order
Receiving location
Ledger location

NOTE:
A location can belong to only one Acquisitions/Serials Policy Group.

For each location in the Selected list box, you can specify any or all of the options
listed in the bottom half of the Locations tab.
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—Mew Policy Definition:

Eolicy] Locations I Wendor Policies I

Awailable [«
A test location for Beta
Biology

College-Media Scheduling
Hurvudbiblioteket
Library-tedia Scheduling

=]

tedia Dept. Tech. Center

>

[<]

€<

Library Technology Center

[~ Order/Claim/Pay Location

[~ OPAL Display of Temp Records
[~ Receive Location

[~ Destination Location

Order Default ltem Type: I vl
Feceive Default ltem Type: I vl
Default Print Location: I vl

Save

Lancel |

Figure 2-30. New Policy Definitions section, Locations tab

Field Descriptions

Table 2-8 provides names, descriptions, if required, and type and range
requirements for the fields in the Locations tab of the Acquisitions - Policy
Definitions workspace.

Table 2-8. Fields in the Locations tab in the Acquisitions - Policy Definitions Workspace
Name Description Required Type and Range
Available Locations | Locations that have not Yes The locations are
been assigned to another established in System
Acquisitions/Serials Policy Administration.
Group. See Locations on
page 10-39.

Selected Locations | Those location(s) that are Yes
associated with the
Acquisitions/Serials Policy
Group.

2-46
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Table 2-8. Fields in the Locations tab in the Acquisitions - Policy Definitions Workspace

Name Description Required Type and Range
Order/Claim/Pay When checked, it allows Yes, there | Check box
Location items to be ordered, must be at :
. : The default is
claimed, or paid from the least one
: : unchecked.
selected happening loca- defined for
tion. It is a place where each
acquisitions work is actually | Group.
performed.
You may
When a location is defined | have more
as an Order/Claim/Pay than one
Location, the letter o in for this Pol-
parentheses (0) is displayed | icy Group.
next to the location name in
the Selected Locations col-
umn.
OPAC Display of When checked it allows bib- | No Check box
Temp Records liographic records created

The default is

for an item, when creating a unchecked.

purchase order while logged
in to that Order/Claim/Pay
Location, to display in Web-
Voyage.

The order location on the
Purchase Order controls the
‘suppress from OPAC’ flag
on the bibliographic record.

If the OPAC display of temp
records check box is not
checked for that location,
the suppress flag will be set
when the record is added to
the database through creat-
ing a brief bibliographic
record or importing a new
record.
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Table 2-8. Fields in the Locations tab in the Acquisitions - Policy Definitions Workspace
Name Description Required Type and Range
Receive Location When checked, it allows Yes, there | Check box

items to be received at the | must be at .

. The default is

selected happening loca- least one

. . ) unchecked.

tion. It is a place where defined for

receiving is actually per- each

formed. Group.

When a location is defined | You may

as a Receive Location, the | have more

letter r in parentheses (r) is | than one

displayed next to the loca- | for this Pol-

tion name in the Selected icy Group.

Locations column.
Destination Location | When checked it allows No Check box

items to be delivered to the .

. The default is

selected location the Hold-

) . . unchecked.

ings Location, where items

are stored.

All locations (except a hap-

pening location) are Desti-

nation Locations by default.

The Destination Locations

determine the list of

intended locations for a line

item in a purchase order.
Order Default ltem Sets the default type of No Drop-down menu.
Type order for the location. The default is blank.
Receive Default Item | Sets the default type of item | No Drop-down menu.
Type b_emg received at the loca- The default is blank.

tion.
Default Print Sets the print location where | No Drop-down menu.

Location

files generated by the
Acquisitions module will be
sent to Reporter.

The default is blank.

Suppression of Records in the OPAC when Added

from the Acquisitions Module

New bibliographic records can be added to a Voyager database using the
Acquisitions module from the purchase order. Operators use the Add Line (Bib
Import) or Add Line (Template) buttons. Operators may also add records by

2-48
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using the Add Line Bib Search button. When users choose Add Line Bib
Search, and search the local database the bibliographic records, they find are
already part of the Voyager database. The Suppress from OPAC check box on
these records are not affected by any activity in Acquisitions.

New holdings records are added to the database when the intended location in a
line item is different than the location in the 852 $b field of any of the holdings
records associated with the bibliographic record attached to the line item. If there
is a holdings record with the same location as the intended location, the copy on
order is linked to that existing holdings record. Since that record is already part of
the Voyager database, its Suppress from OPAC check box is not affected.

When a new bibliographic record is added to the database using the Acquisitions
module, the Suppress from OPAC check box is set based on whether the OPAC
Display of Temp Records check box is checked on the order location. Every
purchase order has an order location. If that order location has the OPAC Display
of Temp Records check box checked in the System Administration module, then
any bibliographic records added will not have their Suppress from OPAC check
box checked. If, on the other hand, the OPAC Display of Temp Records check
box is not checked, the bibliographic record will have the Suppress from OPAC
check box checked.

When a new holdings record is added to the database using the Acquisitions
module, the Suppress from OPAC check box is set based on whether the OPAC
Display of Temp Records check box is checked on the intended location. Every
copy on order has an intended location at the line item level. If the intended
location has its OPAC Display of Temp Records check box checked in the
System Administration module, then the holdings record will not have its
Suppress from OPAC check box checked. If on the other hand, the intended
location’s OPAC Display of Temp Records check box is not checked, the new
holdings record will have its Suppress from OPAC flag check box checked.

These rules are independent. The holdings record has its Suppress from OPAC
check box checked regardless of the setting of the bibliographic record. This can
lead to bibliographic records that are visible in the OPAC, while holdings records
are not, or holdings records that are visible, while bibliographic records are not.
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Table 2-9 shows the situations in which Bibliographic and Holdings records are
suppressed from the OPAC depending on the Order Location and Intended

Location.

Table 2-9. Suppress From OPAC Options

Type of Location

OPAC Display of
Temp. Records

Type of Record/Suppressed or not

Order Location Not Checked Bib/Suppressed
Intended Location Checked MFHD/Not Suppressed
Order Location Not Checked Bib/Suppressed
Intended Location Not Checked MFHD/Suppressed
Order Location Checked Bib/Not Suppressed
Intended Location Checked MFHD/Not Suppressed
Order Location Checked Bib/Not Suppressed
Intended Location Not Checked MFHD/Suppressed

NOTE:

These rules do not apply when purchase order records are created as part of Bulk
Import. Instead, the Bulk Import rules and the global location settings for
Suppress from OPAC will be used to determine the values of the OPAC
suppression check boxes.

Vendor Policies tab

2-50

The information in the Vendor Policies tab is used whenever an operator uses a
vendor of a Vendor Type when creating a purchase order for an item destined for
a Location belonging to this Policy Group. The system automatically supplies
these values unless the operator defines different default values in the Session
Defaults or unless the purchase order uses a vendor account associated with a
Location belonging to a Policy Group with different default values. Figure 2-31
shows the Vendor Policies tab.
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—Mew Policy Definition:

Eolicy] Locations I

endor Type
o] nographs Default Order Type: IApprovaI j
Domestic Serials
Foreign Monographs Dizcount %: ID E
Foreign Serials
Serials Claim Caoun: ID E
Monographs

Claim Interval: ID E

Cancel Interval: ID E

Ship i |
Save I Lancel |

Figure 2-31.

New Policy Definitions section, Vendor Policies tab

Field Descriptions

Table 2-10 provides names, descriptions, if required, and type and range
requirements for the fields in the Vendor Policies tab of the Acquisitions -
Policy Definitions workspace.

Table 2-10. Fields in the Vendor Policies tab in the Acquisitions - Policy Definitions Workspace

Name Description Required Type and Range
Vendor Type Default Vendor type on the No Select from list.
e e o™
grapns. are established in
System Adminis-
tration. See Vendor
Types on page 2-
64.
Default Order Type Default purchase order type; | No The Order Types
for example, approval. are established in
System Adminis-
tration. See PO_
Types on page 2-
34.
Discount % Default discount percentage No 0-999
for the order.
Claim Count The number of times the line | No 0-999

item will be claimed.
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Table 2-10. Fields in the Vendor Policies tab in the Acquisitions - Policy Definitions Workspace

Name Description Required Type and Range

Claim Interval Default value providing the No 0-999
amount of time that should
elapse before claiming.

Cancel Interval Default value providing the No 0-999
amount of time that should
elapse before canceling the

order.
Ship VIA Default shipping method. No Alphanumeric,
punctuation, and
spaces.

Uppercase and
lowercase allowed.

20 characters.

Hierarchy Used by Voyager for Canceling a Purchase
Order

The system:

1. Checks the line item’s Cancel After Interval.

2. Checks the PO’s Cancel After Interval.

3. Checks the vendor’s Cancel After Interval.

4. Checks the Vendor Type’s Cancel Interval.
If Cancel information is blank on all, it doesn't cancel. All canceling is dependent
on Pacgjob number 1 being executed, and on generating the cancel from the

Problems List or from the PO. See Voyager’s Acquisitions User’s Guide for more
information.

Creating a Policy Definition

This section provides step-by-step instructions on how to create a Policy
Definition (Acquisitions/Serials Policy Group) in the Acquisitions section of the
System Administration module.
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Procedure 2-19. Creating a Policy Definition

Use the following to create a Policy Definition.
1. Access the System Administration module’s Acquisitions - Policy Definitions
workspace.
a. Click Acquisitions in the listbar.

b. Click the Policy Definitions button in the System listbar.
Result: The Acquisitions - Policy Definitions workspace opens.

2. Onthe Policy tab

a. Enter the name for your Acquisitions/Serials Policy Group in the
Acqg/Serials Policy Group Name field.

b. Select a Duplicate Detection Profile from the drop-down menu (see
Figure 2-32).

—Mew Policy Definition:

I:oc:ationsl Wendor Policies I

Acg/Sernials Group Hame: |Biology Acquisitions

Duplicate Detection Profile: IDELEEonditional 'l

Save I Lancel

Figure 2-32. Example of a completed Policy tab

3. Click the Locations tab
a. Select one or more locations from the Available (Locations) list box.

b. Click the > button to move the location to the Selected (Locations) list box.
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NOTE:

Use the >> button to select all locations.

Result: The location(s) selected are associated with this Acg/Serials Policy

Group.

4. Define the policies for the highlighted location in the Selected list box.

a. Check the appropriate check boxes to enable wanted features.

b. Select from the drop-down menus.

Result: The activities and defaults for a specific location are defined (see

Figure 2-33).

—Mew Policy Definition:

Policy

Wendor Policies I

| wailable

Selected

A test location for Beta

College-Media 5cheduling
Hurvudbiblioteket
Library-tedia Scheduling
Library Technology Center
Media Dept. Tech. Center

Fl =
[
I
5

A
v

¥ Receive Location
[~ Destination Location

¥ Order/Claim/Pay Location
[~ OPAL Display of Temp Records

Order Default ltem Type: Ibook 'l
Feceive Default ltem Type: Ibook 'l
Drefault Print Location: IAcquisitions Desk 'l

Save I

Lancel |

Figure 2-33. Example of a completed location tab

5. Click the Vendor Policies tab

a.
b.

-~ ® 2 o

Q@

Select the Vendor Type from the Vendor Type list box.

Select the Default Order Type from the Default Order Type field.
Enter the Discount percentage in the Discount% field.

Enter the Claim Count in the Claim Count field.

Enter the Claim Interval in the Claim Interval field.

Enter the Cancel Interval in the Cancel Interval field.

Enter the Ship Via information in the Ship VIA field.

Result: The Vendor Policies tab is completed (see Figure 2-34).
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—Mew Policy Definition:

Eolicy] Locations I

endor Type
Lo nographs Default Order Type: IApprovaI j
Domestic Serials

Foreign Monographs Dizcount %: I‘ID E
Foreign Serials

Serials Claim Caoun: I 1 E

Monographs

Claim Interval: | 45

Cancel Interval: |30

Ship 4l [FedEx Ground

Save I Lancel |

Figure 2-34. Example of a completed Vendor Policies tab

6. Click Save to save the information or click Cancel to return to the Acquisitions -
Policy Definitions workspace

Result: If saved, the system returns to the Acquisitions - Policy Definitions
workspace and the new Policy Definition displays in the list of names of Policy
Definitions (see Figure 2-35).

Acquisitions - Policy Definitions

M ain Acquisitions Group Edit

Other Branch Acquisition Group

Delete

il

Figure 2-35. Newly-created Policy Definition listed in the Acquisitions - Policy
Definition Workspace

Editing a Policy Definition

This section provides step-by-step instructions on how to edit a Policy Definition in
the Acquisitions section of the System Administration module.

Sites may edit Policy Definitions.
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Procedure 2-20. Editing a Policy Definition

Use the following to edit a Policy Definition.

1. Access the System Administration module’s Acquisitions - Policy Definitions
workspace.

a. Click Acquisitions in the listbar.

b. Click the Policy Definitions button in the System listbar.
Result: The Acquisitions - Policy Definitions workspace opens.
2. Highlight the Policy Definition to be edited.
3. Click the Edit button.

Result: The Edit Policy Definition section of the Acquisitions - Policy
Definitions workspace opens with the Policy tab active (see Figure 2-36).

—Edit Palicy Definition:

Eolicyl Locations I Wendor Policies I

Acg/Sernials Group Name: |[[SETF W= E{a]s)

Duplicate Detection Profile: IDELEEonditional 'l

Save I Lancel

Figure 2-36. Edit Policy Definition section

4. Select the appropriate tab and enter any new information in the fields you want to
edit.

5. Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes
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Result: If saved, the system returns to the Acquisitions - Policy Definitions
workspace and the Policy Definition has been edited.

Deleting a Policy Definition

This section provides step-by-step instructions on how to delete a Policy
Definition in the Acquisitions section of the System Administration module.

Sites may delete any information at any time. If you delete the entire Policy Group,
you should reassign the Locations to another Policy Group.

Procedure 2-21. Deleting a Policy Definition

Use the following to delete a Policy Definition.

Access the System Administration module’s Acquisitions - Policy Definitions
workspace.

a. Click Acquisitions in the listbar.

b. Click the Policy Definitions button in the System listbar.
Result: The Acquisitions - Policy Definitions workspace opens.
Highlight the Policy Definition to be deleted.

Click the Delete button.

Result: The Delete Policy Definitions dialog box opens asking for confirmation
of the deletion (see Figure 2-37).
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Acquisitions - Policy Definitions

Bial i3

M ain Acquisitions Group Edit

New

Other Branch Acquisition Group

Delete Policy Definition [ <]

‘fou will delete Policy Definition:
"Biology Acquisitions"
Are you sure?

fes Mo

Figure 2-37. Delete Policy Definition confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Policy
Definition.

Result: If deleted, the system returns to the Acquisitions - Policy Definitions
workspace and the Policy Definition is immediately removed from the listing of
Policy Definitions.

Vendor Reports

When an operator using the Acquisitions module receives a claim response from
a vendor, the claim can be updated. When a claim is updated, an appropriate
vendor report is selected from the drop-down menu in the Vendor Report field to
describe the vendor’s response to the claim. Using the Vendor Reports activity in
your System Administration module, you can define numerous vendor reports that
will be available for use when updating a claim. For more information about
updating a claim in the Acquisitions module, see the Voyager Acquisitions User’s
Guide.

Security

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Vendor Reports
workspace. See Master Security Profiles - Creating, Editing, and Deleting on
page 9-23.

2-58 Ex Libris Confidential



Chapter 2: Acquisitions Configuration

Acquisitions - Vendor Reports Workspace

Creating, editing, and deleting Vendor Reports is done in the Acquisitions -
Vendor Reports workspace.

When first entering the Acquisitions - Vendor Reports workspace, the top half
displays (see Figure 2-38). It shows the names of any Vendor Reports already
defined.

Acquisitions - Vendor Reports

£

Beyond acceptable claim period; issue can be purchazed Edit
Cancelled az requested as of specifed date
Dizcontinued delivery; additional payment required

Dizcontinued publication as of specified izsue LI

il

Delete

Figure 2-38. Acquisitions - Vendor Reports Workspace

After clicking either the New or Edit buttons, the bottom half of the Acquisitions -
Vendor Reports workspace opens (see Figure 2-39). In this example, the fields
are blank because the New button was selected.

—Mew Yendor Report:

Report Hame:

EDI Code: I
Save I Lancel

Figure 2-39. Vendor Report section
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Field Descriptions

Table 2-11 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Vendor Reports workspace.

Table 2-11. Fields in the Acquisitions - Vendor Reports Workspace

vendor’s report.

For each vendor report there
should be a corresponding

Name Description Required Type and Range
Report Name Name of any reason or situa- | Yes Alphanumeric,
tion that a vendor might punctuation, and
specify for an item when spaces.
responding to a claim. Uppercase and
For example: lowercase
* Not Available allowed.
* Out of Print 70 characters.
¢ Out of Stock
EDI Code The EDI code describes the | No Alphanumeric,

punctuation, and
spaces.

Uppercase and

EDI code.

See the EDItEUR Guidelines
at http://www.editeur.org and
your EDI vendor for more
information.

lowercase
allowed.

250 characters.

Creating a Vendor Report

This section provides step-by-step instructions on how to create a Vendor Report
in the Acquisitions section of the System Administration module.

Procedure 2-22. Creating a Vendor Report

Use the following to create a Vendor Report.

1. Access the System Administration module’s Acquisitions - Vendor Reports
workspace.

a. Click Acquisitions in the listbar.

b. Click the Vendor Reports button in the System listbar.
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Result: The Acquisitions - Vendor Reports workspace opens.
2. Enter the name for your Vendor Report in the Report Name field.

3. Enter an Electronic Data Interchange Code in the EDI Code field (see Figure 2-40).

—Mew Yendor Report:

Report Hame: |Mo such issue

EDI Code: Im
Save I Lancel

Figure 2-40. Example of a completed Vendor Reports section

4. Click Save to save the information or click Cancel to return to the Acquisitions -
Vendor Reports workspace

Result: If saved, the system returns to the Acquisitions - Vendor Reports
workspace and the new Vendor Report displays in the list of Vendor Reports.

Editing a Vendor Report

This section provides step-by-step instructions on how to edit a Vendor Report in
the Acquisitions section of the System Administration module.

Sites may edit Vendor Reports. If you change an existing Vendor Report, that

change will be reflected on any existing claims that are associated with the vendor
report.

Procedure 2-23. Editing a Vendor Report

Use the following to edit a Vendor Report.

1. Access the System Administration module’s Acquisitions - Vendor Reports
workspace.

a. Click Acquisitions in the listbar.
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b. Click the Vendor Reports button in the System listbar.
Result: The Acquisitions - Vendor Reports workspace opens.
2. Highlight the Vendor Report to be edited.
3. Click the Edit button.
4. Enter any new information in the fields you want to edit.

5. Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - Vendor Reports
workspace and the Vendor Report has been edited.

Deleting a Vendor Report

This section provides step-by-step instructions on how to delete a Vendor Report
in the Acquisitions section of the System Administration module.

Sites may delete Vendor Reports, if the Vendor Report is not in use. Once a
Vendor Report has been used, the Vendor Report cannot be deleted until all
claims with that Vendor Report definition have been removed from the claims
listing. When attempting to delete a Vendor Report that is in use, a message
displays saying why it cannot be deleted. An example of one such message is in

Figure 2-41.

Yoyager System Administration E

& This Yendor Report cannot be deleted because it is used in a Mon-Serials Claim record.

Figure 2-41. Message when the Vendor Report Is in Use and Cannot Be Deleted
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Procedure 2-24. Deleting a Vendor Report

Use the following to delete a Vendor Report.

1. Access the System Administration module’s Acquisitions - Vendor Reports
workspace.

a. Click Acquisitions in the listbar.

b. Click the Vendor Reports button in the System listbar.
Result: The Acquisitions - Vendor Reports workspace opens.
2. Highlight the Vendor Report to be deleted.
3. Click the Delete button.

Result: The Delete Vendor Reports dialog box opens asking for confirmation of
the deletion (see Figure 2-42).

Acquisitions - Vendor Reports

Mo longer in buzsiness

Mo longer our publication [see note for new publisher]
Mo record of an order; supply order information

Mo record of payment; supply order number and proof of payment

Mo such izsue LI

— Edit

Delete

1=
o
=

Delete ¥endor Report [ <]
‘fou will delete Wendor Repart:
"Ma longer in business"
Are you sure?

fes Mo

Figure 2-42. Delete Vendor Report Confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Vendor
Report.
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Result: If deleted, the system returns to the Acquisitions - Vendor Reports
workspace and the Vendor Report is immediately removed from the listing of
Vendor Reports.

Vendor Types

Security

Vendor Types help to group individual vendor records by basic characteristics
important to your library. There is no Voyager-specified limit to the number of
Vendor Types you can define. If your library uses only a few vendors, you may
have only one Vendor Type. You must have at least one.

You define a set of values for Vendor Types for each Acquisitions/Serials Policy
Group. These values will be used by a batch job on the server to update line items
on purchase orders associated with a particular vendor type. For more
information, see Vendor Policies tab on page 2-50.

Operators linked to a Master security profile, where the Acq/Serials Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Acquisitions - Vendor Types
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Acquisitions - Vendor Types Workspace

2-64

Creating, editing, and deleting Vendor Types is done in the Acquisitions -
Vendor Types workspace.

When first entering the Acquisitions - Vendor Types workspace, the top half

displays (see Figure 2-43). It shows the names of any Vendor Types already
defined.
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Acquisitions - Vendor Types

£

g Domestic Monographs
D5 Domestic Serials Edit
Fhd Foreign Monographs
FS Foreign Serials

] Monographs LI

il

Delete

Figure 2-43.  Acquisitions - Vendor Types Workspace

After clicking either the New or Edit buttons, the bottom half of the Acquisitions -
Vendor Types workspace opens (see Figure 2-44). In this example, the fields are
blank because the New button was selected.

Mew Yendor Type:

Yendor Type Code: I

Yendor Type Hame:

Save I Lancel

Figure 2-44. New Vendor Type Section
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Field Descriptions

Table 2-12 provides names, descriptions, if required, and type and range
requirements for the fields in the Acquisitions - Vendor Types workspace.

Table 2-12. Fields in the Acquisitions - Vendor Types Workspace
Name Description Required Type and Range
Vendor Type Code | Code associated with the Yes Alphanumeric,
Vendor Type punctuation, and
Vendor Type Codes are dis- spaces.
played in vendor records Uppercase and
seen by staff. lowercase
i allowed.
@;@ TIP: 2 characters.
Mnemonic codes are
generally considered
more user-friendly
and easier to
recognize than more
arbitrary or numeric
codes.
Vendor Type Name | Review what default values | Yes Alphanumeric,

are defined for a Vendor
Type to help you decide how
many types you should
define.

These defaults are defined
at the Acquisitions/Serials
Policy Group level so that
different order units may
share vendor records but
reflect their own experience
with that vendor by defining
their own defaults.

You must define at

least one Vendor
Type.

punctuation, and
spaces.

Uppercase and
lowercase
allowed.

40 characters.

Creating a Vendor Type

This section provides step-by-step instructions on how to create a Vendor Type in
the Acquisitions section of the System Administration module.
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Procedure 2-25. Creating a Vendor Type

Use the following to create a Vendor Type:

1. Access the System Administration module’s Acquisitions - Vendor Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Vendor Types button in the System listbar.
Result: The Acquisitions - Vendor Types workspace opens.
2. Enter the Vendor Code in the Vendor Type Code field.

3. Enter the name of your Vendor Type in the Vendor Type Code field (see Figure 2-
45).

Mew Yendor Type:

Yendor Type Code:

Electronic Journalz

Save I Lancel

Yendor Type Hame:

Figure 2-45. Example of a completed Vendor Type Section

4. Click Save to save the information or click Cancel to return to the Acquisitions -
Vendor Types workspace.

Result: If saved, the system returns to the Acquisitions - Vendor Types
workspace and the new Vendor Type displays alphabetically in the list of Vendor
Types.

Editing a Vendor Type

This section provides step-by-step instructions on how to edit a Vendor Type in
the Acquisitions section of the System Administration module.

Sites can change any or all information about a Vendor Type or add new ones.
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If you change an existing Vendor Type already in use, the change is reflected in all
vendor records assigned to that Vendor Type.

Procedure 2-26. Editing a Vendor Type

Use the following to edit a Vendor Type.

1. Access the System Administration module’s Acquisitions - Vendor Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Vendor Types button in the System listbar.
Result: The Acquisitions - Vendor Types workspace opens.
2. Highlight the Vendor Type to be edited.
3. Click the Edit button.
4. Enter any new information in the fields you want to edit.

5. Click the Save button to save the changes or click the Cancel button if you do not
want to save the changes

Result: If saved, the system returns to the Acquisitions - Vendor Types
workspace and the Vendor Type has been edited.

Deleting a Vendor Type

This section provides step-by-step instructions on how to delete a Vendor Types
in the Acquisitions section of the System Administration module.

Once a vendor type is assigned to a vendor record, you cannot delete the Vendor
Type.

2-68 Ex Libris Confidential



Chapter 2: Acquisitions Configuration

Procedure 2-27. Deleting a Vendor Type

Use the following to delete a Vendor Type.

1. Access the System Administration module’s Acquisitions - Vendor Types
workspace.

a. Click Acquisitions in the listbar.

b. Click the Vendor Types button in the System listbar.
Result: The Acquisitions - Vendor Types workspace opens.
2. Highlight the Vendor Type to be deleted.
3. Click the Delete button.

Result: The Delete Vendor Types dialog box opens asking for confirmation of
the deletion (see Figure 2-46).

Acquisitions - Vendor Types

el B

| Codes| Names
DS Domestic Serials

A

Electronic Journals
Fhd Foreign Monographs
FS Foreign Serials
] Monographs

Edit

=7

Delete

Delete ¥endor Type [ <]

@ ‘fou will delete Vendor Type:
e

Are you sure?

fes Mo

Figure 2-46. Delete Vendor Types Confirmation

4. Click Yes to proceed with the delete. Click No if you do not want to delete the Vendor
Type.

If deleted, the system returns to the Acquisitions - Vendor Types workspace and
the Vendor Type is immediately removed from the listing of Vendor Types.
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Call Slip Configuration

Introduction

Call slips are used or necessary when materials are not directly accessible by
patrons. This may be the case for materials located in an institution’s closed
stacks, for example. Parameters in Voyager System Administration Call Slips can
be set to enable call slip processing for requesting materials.

The Voyager System Administration Call Slips section is one component of the
setup required for processing call slips. The following is a description of what you
need to do in order to tailor the Voyager system for processing call slip requests.

* Complete the setup for call slips in the Call Slips section of Voyager
System Administration.

* Complete the setup steps in the Call Slip Deemon module. See the
Voyager Call Slip Deemon Implementation & User’s Guide for more
information.

¢ Create a call slip request form and configure it in the OPAC Configuration
section of Voyager System Administration.

Upon completion of the system setup, call slips are created or initiated by a
request submitted through WebVoyéage or through the Circulation module. The
item that a patron is able to request is based on the rules set in the Circulation
Policy Matrix defined in Voyager System Administration.
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Purpose

The purpose of this chapter is to describe the setup required in the Call Slips
section of Voyager System Administration for processing call slips. There are
three components of call slip setup within the Call Slips section.

* No-Fill Reasons
* Rules

* Queues

No-Fill Reasons

When a call slip request cannot be filled, a reason needs to be provided indicating
why it cannot be filled. The No-Fill Reasons component of Call Slips allows you to
create a list of possible No-Fill Reasons. These reasons display in a list that the
call slip operator can select from when processing call slip requests. A minimum
of one No-Fill Reason is required.

Creating No-Fill Reasons

Use the following Procedure 3-1, Creating No-Fill Reasons,” to create No-Fill
Reasons for call slips.

Procedure 3-1. Creating No-Fill Reasons

1. Click Call Slips on the vertical listbar.
Result: The Voyager System Administration Call Slips main dialog box opens.

2. Click No-Fill Reasons.

Result: The Call Slips - No-Fill Reasons main dialog box opens. See Figure 3-1.
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2 Yoyager System Administration 10l =]

File Functions Help

| Call Slips - No-Fill Reasons

Mot Found

Cataloging

Circulation
OPALC Configuration
Search
Security
System

| Call Slips: MoFill Rieasons [ 2:PM

Figure 3-1. Call Slips - No-Fill Reasons main dialog box
3. Click New.

Result: The Call Slips - No-Fill Reasons options open. See Figure 3-2.
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A Yoyager System Administration 100 x|
File Functions Help

Logisilions Call Slips - No-Fill Reasons

Call Slips

Suppress | Codes

Mot Found

—Mew Mo-Fil Reason:

Code: ||

Description:

™ Suppress

Saye I Lancel

Cataloging
Circulation
OPAL Configuration
Search
Security
System

Call Slips: Mo-Fill Reasons 239PM 2

Figure 3-2. No-Fill Reasons options

4. Enter the Code, Description, and Suppress information that matches your
preferences. See Table 3-1 for an explanation of each field.

Result: This completes the No-Fill Reasons component of Call Slips
configuration.

Table 3-1. No-Fill Reasons fields explanation

Option Description

Code Enter a unigue name up to 10 characters in length
that identifies the No-Fill Reason. Making the first
letter of the code unique enables the call slip opera-
tor to select the code by keying only the first letter.

Description Enter a description up to 40 characters in length of
the No-Fill Reason. The Description displays in
WebVoyage to inform the requester why the call slip
request was not filled.
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Table 3-1. No-Fill Reasons fields explanation

Option Description

Suppress Select this option to prevent the No-Fill Reason from
displaying in the list of reasons from which the call
slip operator makes a selection.

NOTE:
No-Fill Reasons may not be deleted if they are in

use. Use the Suppress option to keep the No-Fill
Reason from displaying in the list of No-Fill Reasons
from which the call slip operator selects.

5. Click Save or click Cancel.

Result: This saves or cancels the No-Fill Reason.

Rules

Call Slip Rules indicate where certain kinds of closed stacks requests are to be
routed. You can select Print Groups to be the location for items that are:

* Published between certain dates
* Within a range of call numbers

* Items at a certain location

* |tems of a certain type

If a closed stacks request matches a particular rule, it is routed to the Call Slip
Print Group listed on the rule.

Call slip rules are listed in order of importance. If there is a rule which should take
precedence over another, it must display earlier in the list.

An item record has to exactly match all of the details specified for the rule in order
for the rule to apply to that record. If the record does match a rule, then the record
is sent to the call slip print group specified in the rule. If a record matches none of
the rules, then it is sent to the default print group. Blank fields are ignored.

WTIP:

When planning and setting up Call Slip policies, the following should be
considered: If the Call Slip Iltem Required check box is not selected and no
item records exist in the holdings for a record displayed in WebVoyage, the
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patron is allowed to submit a request that is not linked to an item, only if, at
least one of the holdings locations associated with the bibliographic record
is defined in Call Slip Rules in Voyager System Administration.

Creating Rules

Use the following Procedure 3-2, Creating Rules,” to create Rules for call slips.

Procedure 3-2. Creating Rules

1. Click Call Slips on the vertical listbar.

Result: The Voyager System Administration Call Slips main dialog box opens.

2. Click Rules.

Result: The Call Slips - Rules main dialog box opens. See Figure 3-3.
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=101 ]

{_l‘!__\l'oyager System Administration
File Functions Help

Acquisitions

Call Slips - Rules

Call # Max 1 Min | Max

Call # Min

. Location Mame
= :

Edit

Ma-Fill Femote Request  Juvenile Education
Remate Request  Biology

Femote Request  Circulation Desk
Oiffsite b air

Offzite Fiare Book Collection LI Set Bules

Delete

il

Cataloging
Circulation

OPAL Configuration
Search

Security
System

Call Slips: Rules 332PM o

Figure 3-3. Call Slips - Rules main dialog box

If no Queues have been defined, the Call Slips - Rules main dialog box opens as
in Figure 3-4.
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A Yoyager System Administration _ =1ox]

File Functions Help

Acquisitions

Call Slipsz

Frint Group Mame | Location Mame Call # Min Call # bax e Min | Max
Mo-Fill R Edit

Delete

HEHE

Set Hules

Cataloging

Circulation
OPAL Configuration
Search
Security
Syztem

| Call Slips: Rules [ 1.09PM

Figure 3-4. Call Slips - Rules main dialog box (no Queues defined)

A MPORTANT:
Call Slips - Queues must be defined before Call Slips - Rules can be

created.

3. Click New.

Result: The New Call Slips - Rules options open. See Figure 3-5.
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{_l‘!__\l'oyager System Administration
File Functions Help

=101 ]

Acquisitions

Call Slips

Call Slips - Rules

Fiint Group Mame

Femote Request
Femote Request
Remate Request
Femote Request
Oiffsite
Offsite

Location Mame Call # Min Call # Max 1 Min | Max -

Juvenile Education Edit
Biology

Circulation Desk Delete
b air

Fiare Book Collection Set Bules

=

—Mew Rule:

Print Group: IAuto Charge Test

I

I~

Holdings Location:

Call Humber Type: I 'l

Call Mumber Min [ =]

Call Mumber Max [ <]

Item Location: I j Temporary Location: I j
Cataloging Item Type: I j Temporary [tem Type: I j
Circulation
OPAL Configuration Year Min [»=] I Year Max [ <] I

Search

SEEY Save | Lancel |

System

Call Slips: Rules 345PM 2
Figure 3-5. Call Slips - Rules options

Enter the New Call Slips

- Rules options to match your requirements. See Table 3-

2 for a description of the available New Call Slips - Rules options.

Result: This completes the definition of New Call Slips - Rules.

Table 3-2. Call Slips - Rules options
Option Description
Print Group Select the Print Group to which the call slip mes-

sage is to be routed.

NOTE:
Print Groups are defined in Call Slips - Queues.

For more information, see Queues on page 3-14.

Holdings Location

Select a location that contains holdings records with
the required call slip rules applied.
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Table 3-2. Call Slips - Rules options

Option

Description

Call Number Type

(Optional) Use Call Number Type in combination
with Call Number Min (>=) and Call Number Max
(<) to identify a range of call numbers or call num-
bers above or below a certain value in holdings
records for the rule being defined.

Example:

If all of the Library of Congress call numbers in the
K’s should be selected for a rule, enter Library of
Congress as the call number type and a call number
minimum of K and call number maximum of L. If the
collection is split at a more arbitrary point, such as
the first book at the second location has call number
LB101.A323, you may have two rules:

* one with a minimum of A and a maximum of
LB101.A323

¢ asecond with a minimum of LB101.A323 and
no maximum entered

NOTE:
When deciding what holding records fall under a

certain rule, Voyager looks for holding records with
call numbers equal to or greater than the number
entered into the Call Number Min (>=) field and less
than (but not equal to) the number in the Call
Number Max (<) field.

Select, for this field, the call number type to match
your requirements.

Call Number Min (>=)

(Optional) Enter the minimum or equal to call num-
ber value in this field that matches your require-
ments. For more information, see also the
description for Call Number Type.

Call Number Max (<)

(Optional) Enter the maximum call number value in

this field that matches your requirements. For more
information, see also the description for Call Num-

ber Type.

Iltem Location

(Optional) Select the location where the item must
be stored for the rule to apply.
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Table 3-2. Call Slips - Rules options

Option Description

Temporary Location (Optional) Select the location where the item must
be temporarily stored for the rule to apply.

NOTE:
If both the Item Location and the Temporary

Location are set, the item record must match
exactly.

Example:

If you have some items permanently located and
some temporarily located in a closed stacks location
and you want to route all of these to the same
places, you need two rules: one for items located
permanently in closed stacks and one for items
located temporarily in closed stacks, and route them
both to the same print group location. Adding one
rule that lists both temporary and permanent loca-
tions as closed stacks does not do the same thing.

Item Type (Optional) Select the type of item to which this rule is
to be applied.

Temporary Item Type (Optional) Select the temporary item type to which
this rule is to be applied.

NOTE:
If both the Item Type and the Temporary Item Type

are set, the item record must match exactly.

Year Min (>=) (Optional) Enter a minimum year or equal to year
value in this field.
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Table 3-2. Call Slips - Rules options

Option Description
Year Max (<) (Optional) Enter a maximum year value in this field.
NOTE:

The date that Voyager is examining is actually the
contents of the year field as it is in the item record. It
is a 20-character alphanumeric string and is useful
for serial collections where older issues may be sent
to storage by date. It must exactly match the
beginning of the number entered in the fields.
Voyager sequentially compares each letter in each
string in the date field in the records.

Example:

If a record has a date of 1965, and the minimum date
is 1965, it is considered a match because each
record contains the same exact string of text, the
1965 part. If the date in the record is 1965-66, or
even 19657648, it is a match. If the date in the
record is 65, however, it is not recognized as a
match.

5. Click Save or click Cancel.

Result: This adds the rule to the to the list of Call Slips - Rules or cancels any
options that you may have selected.

Rules Sort Order

Once you have created a new call slip rule (and there is more than one rule), you
can set the order in which the rules are processed. See Procedure 3-3, Setting
Rules Sort Order”, for more information.

Procedure 3-3. Setting Rules Sort Order

Use the following to set the sort order for the call slip rules that have been created.

1. Click Call Slips on the vertical listbar.
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Result: The Voyager System Administration Call Slips main dialog box opens.
2. Click Rules.

Result: The Call Slips - Rules main dialog box opens. See Figure 3-3.
3. Click the Set Rules button.

Result: The Sort Call Slips - Rules dialog box opens. See Figure 3-6.

i Sort Call Ships - Rules

Location Mame Call # Min Call # bdax i | r ax

X
(ul fiTs
Femote Request  Juvenile Education LCancel |

Remote Request  Biology

Remate Request  Circulation Desk
(Offsite Fdain

(ffzite Rare Book Collzction
Remote Request  Acquisitions

[

Pricrity

g

Figure 3-6. Set call slip rules sort order

4. Use the up/down arrow buttons to prioritize the order of the rules in the Call Slips -
Rules list.

Result: This identifies which rule should take precedence over another rule.
5. Click OK or Cancel.

Result: This saves or cancels the changes made to the sort order of the call slip
rules.
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Queues

Example:

In Call Slips - Queues within the System Administration module, you can specify
where call slip requests are to be directed for processing and other characteristics
of processing call slips. More specifically, call slip requests are directed to print
gueues that are associated with a defined location and can be processed through
the Call Slip Deemon module.

You may have two separate closed stacks areas such as East and West, for
example, that are in different parts of the building and deliver items to a central
pickup desk. You can specify that all call slip requests for items in the West area
can be directed to the West queue and also that all requests for items in the East
area can be directed to the East queue.

When call slips are submitted, they are automatically placed in one call slip queue
or another depending on which specifications apply to them. Additionally, the
gueue definition can specify the pickup location which also determines if the item
needs to be routed to another desk/location.

Creating Queues

Use the following Procedure 3-4, Creating Queues,” to create queues for call
slips.

Procedure 3-4. Creating Queues

3-14

Click Call Slips on the vertical listbar.
Result: The Voyager System Administration Call Slips main dialog box opens.
Click Queues.

Result: The Call Slips - Queues main dialog box opens. See Figure 3-7.

Ex Libris Confidential



Chapter 3: Call Slip Configuration

{_l‘!__\l'oyager System Administration
File Functions Help

=101 ]

Acquisitions

Call Slips - Queues

Mo-Fil

Cataloging

Circulation
OPAL Configuration
Search

Security
System

Hew |
LOCAL  Remote Fequest Edit |
Offsite Offsite

Delete |

Call Slips: Queues 252PM 2

Figure 3-7. Call Slips - Queues main dialog box
3. Click New.

Result: The Call Slips - Queues Group tab options open. See Figure 3-8.
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A Yoyager System Administration 100 x|
File Functions Help

Logisilions Call Slips - Queues

Call Slips

Default| Codes

Hew |
£ wg | Auto Charge Test
LOCAL Femote Request Edit |

Delete |

Mo-Fil

Offsite Offsite

—New Queue:
Group ] Walues I
Code: ||
Hame: |
I~ Default
Cataloging
Circulation
OPAL Configuration
Search
S Save I Lancel
System
Call Slips: Gueues [ 255PM 4

Figure 3-8. Call Slips - Queues Group tab

4. Enter the Code, Name, and Default options to match your preferences. See
Table 3-3 for more information about these options.

Result: This completes the Group tab component of the Call Slips - Queues
definition.

Table 3-3. Call Slips - Queues Group tab options

Option Description

Code Enter the Code for the call slip queue, up to 10
alphanumeric characters in length.

Name Enter the Name for the call slip queue, up to 25
alphanumeric characters in length.
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Table 3-3. Call Slips - Queues Group tab options

Option Description

Default Check the Default box to make this call slip queue
the default.
NOTE:

Any call slip requests that do not match any of the
other call slip queue definitions are sent to the queue
which is identified as the Default.

5. Click the Values tab.

Result: This displays the Values tab options. See Figure 3-9.

2 Yoyager System Administration : =1l x]

File Functions Help

SRR 0g)) Slips - Queues

Call Slips

£

arg
LOCAL Femate R Edit

Oiffsite Offsite:

Mo-Fil

Lelete

il

—New Queue:

Group

Processing Code
; Set circulation review status an new item
{* Autocharge to requesting patron r

= Place "On Hold" shelf [ Setcataloging review status on new item

= "In Transit for Hold" to destination locati e S
il vblnskiaind I Include patron info in call slip display

Lacation: |4cquisitions j Default ltem Type: I‘I day reserve item 'l
Catalogi
e Archive Period: I UE IDays VI Evpire period: I UE Daps =
Circulation I l
OPALC Configuration
Search
Security Save I LCancel |
System

| Call Slips: Queues | 253PM

Figure 3-9. Call Slips - Queues Values tab

6. Enter the New Queue options to match your requirements. See Table 3-4 for a
description of the available New Queue options.

Ex Libris Confidential 3-17



System Administration User’s Guide

Result: This completes the definition of a New Queue.

Table 3-4. Call Slips - Queues Values tab options

Option

Description

Autocharge to request-
ing patron

Select this option to have Voyager automatically
charge out the item to the patron submitting the call
slip request at the moment when the Process button
is clicked in the Call Slip Deemon module.

Use this option for situations where the requested
item from the stacks is handed directly to the patron
versus going through a circulation desk.

Place “On Hold” shelf

Select this option to specify that the requested item
is to be delivered to the desk maintaining the On
Hold shelf.

“In Transit for Hold” to
destination location

Select this option to indicate that the item is given a
status of In Transit while it is transferred to the Hold
Desk. When it arrives at the Hold Desk, it is dis-
charged and placed on the Hold Shelf.

NOTE:
This option must be selected to enable the Pick Up

At field (that allows patrons to specify a pickup
location for items requested through a call slip) on
the WebVoyage and Circulation call slip request
forms. All call slip queue definitions must have this
option selected in order for the Pick Up At field to
work.

Set circulation review
status on new item

Select this option to require that any new items cre-
ated in the Call Slip Deemon module be assigned a
status of Circulation Review when viewed in the Cir-
culation module. The next time the item is to be dis-
charged it is flagged for review before it is charged
again.

Set cataloging review
status on new item

Select this option to require that any new items cre-
ated in the Call Slip Deemon module be assigned a
status of Cataloging Review when viewed in the Cat-
aloging module. The next time the item is to be dis-
charged, it is flagged for review before it is charged
again.

Include patron info in
call slip display

Select this option to indicate that you want to include
the patron’s name and barcode on the call slip dis-
play when the request is processed.
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Table 3-4. Call Slips - Queues Values tab options

Option Description

Location Select the Location to where the item is to be deliv-
ered after it is retrieved from the stacks.

Default Item Type Select the Default Item Type to identify the default
that is used when creating a new item in order to ful-
fill a call slip request.

Archive Period Enter the Archive Period of time by entering a num-
ber in the first field and selecting the appropriate unit
of time (Days, Hours, Minutes) in the second field.

Use the Archive Period to specify the length of time
that a filled, not filled, or expired request is displayed
in WebVoyéage. After the Archive Period of time
has passed, the call slip requests are archived by the
Circulation batch job.

If the Archive Period is set to zero (0), call slip
requests are archived immediately.

Expire period Enter the Expire period of time by entering a num-
ber in the first field and selecting the appropriate unit
of time (Days, Hours, Minutes) in the second field.

This sets the length of time that must pass before a
call slip request that is not processed or marked with
a no-fill reason is assigned a status of Expired by the
Circulation batch job.

If this option is set to zero (0), call slip requests never
expire.

7. Click Save or click Cancel.

Result: This saves or cancels the New Queue definition.
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Introduction

Cataloging options in Voyager System Administration are designed to provide you
with alternatives for defining the following components:

¢ Authority Duplicate Detection Profiles

¢ Bibliographic Duplicate Detection Profiles
¢ Bulk Import Rules

¢ Call Number Hierarchy

¢ Cataloging Policy Definition

These components determine how imported records are processed into your
database and how records added through the Cataloging module are processed.

Purpose of this Chapter

The purpose of this chapter is to define the Cataloging import options available in
the Voyager System Administration client.
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Authority Duplicate Detection Profiles

When importing authority records or entering them online from the Cataloging
module, Voyager uses Authority Duplicate Detection Profiles to determine how the
system should handle the incoming record(s).
You can create profiles to do the following:

* Add arecord to the database.

* Add arecord if it does not match anything in the database.

* Replace a matching record in the database with a new record.

* Merge the contents of the new record with the record in the database.

¢ Define GDC duplicate handling to be used in the GDC Auth Load Match

configuration (for authority loading with GDC)

You need to establish at least one profile so that the system is able to process
imported records and records entered online from the Cataloging module.

When records are being bulk imported or entered online and an Authority
Duplicate Detection Profile is used, the system compares each record with the
specified profile. Each record is ranked by how well it matches against the other
records in the database. You can specify exactly what fields in the record the
profile compares and which fields are to be given priority over others in order to
determine the quality of the match.

Creating Authority Duplicate Detection Profile

Use the following to create an Authority Duplicate Detection Profile.

Procedure 4-1. Creating Authority Duplicate Detection Profile

1. Click Cataloging on the vertical listbar.

Result: The Voyager System Administration cataloging options open. See
Figure 4-1.
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Acquisitions
Call Slips
Cataloging

Bulk Import Rules

Call Murnber Higrarchy

Circulation
OPAL Configuration
Search
Security
Spstem

Figure 4-1. Cataloging listbar options
Click Authority Duplicate Detection Profiles.

Result: The Cataloging - Authority Duplicate Detection Profiles dialog box
opens. See Figure 4-2.
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File Functions Help

Acquisitions
Call Slipz
Cataloging

Cataloging - Authority Duplicate Detection Profiles

theddConditional
Edit

Delete

il

Bulk Import Rules

Call Humber Hierarchy

=
Palicy

Circulation
OPAL Configuration
Search
Security
Syztem

| Cataloging: Authority Duplicate Detection Profiles | TLETAM 2

Figure 4-2. Cataloging - Authority Duplicate Detection Profiles

3. Click New.

Result: The New Authority Duplicate Detection Profile options open. See
Figure 4-3.
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ity Duplicate Detection Profiles

Cataloging - Author

AUTHUMC

Profile I Field D efintionz I

Codes Mames - Hew
GOC Auth Match
AUTHI GOC Auth Test Edit
AUTHCOMD  AuthdddConditional
ALITHRER AuthReplace
AuthdddUncondtional il Delete

— Mew Autharity Duplicate Detection Prafile;

Profile Name: ||

Profile Code: I

— Duplicate Handling:
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— Cancellation:
* Mone " 0cLc " ALIN
Duplicate Replace: I'IEIEI E Duplicate Warn: (100

Save | LCancel |

Figure 4-3.  Authority Duplicate
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4. Enter the options on the Profile tab to match your requirements. See Table 4-1 for a
description of available options on the Profile tab.

Result: This completes one part of the setup for an Authority Duplicate
Detection Profile.

Table 4-1. Profile tab options - Authority Duplicate Detection

Options Description

Profile Name 25-character maximum length (alphanumeric, punctuation, and
spaces). Mixed case may be used for alpha characters.

Profile Code 8-character maximum length. Mixed case may be used for alpha
characters. Each Profile Code must be unique for all Cataloging
Policy Groups.

4-6 Ex Libris Confidential



Chapter 4: Cataloging Configuration

Table 4-1. Profile tab options - Authority Duplicate Detection

Options Description

Duplicate Handling | Add-Unconditional. Specifies that any incoming record is added to
the Voyager database even if a duplicate(s) is detected.

Replace. Specifies that when an incoming record matches an exist-
ing Voyager record, the incoming record replaces the Voyager
record (if the quality of the incoming record meets or surpasses the
values specified for Duplicate Warn/Replace and Field Weight)
and retains the Voyager record number. If the system does not find
a match, the incoming record is added to the database. If more than
one existing record is matched (duplicate authority records in the
database), the system does not replace any record and the imported
record is written to the discard file. When entering records from the
Cataloging module and duplicates occur, you are given the opportu-
nity to view the records affected.

Add-Conditional. During bulk import operations, any incoming
record is added to your Voyager database unless a duplicate(s) is
detected. If a duplicate(s) is detected, the system does not replace
any record and the imported record is written to the discard file.
When entering records from the Cataloging module and duplicates
occur, you are given the opportunity to view the records affected.

Merge. During bulk import operations, any incoming record is
added to your Voyager database unless a duplicate is detected. If a
duplicate is detected, the system copies information in specified
fields (identified on the Merge Fields tab) from the existing record to
the new record which is then written to the database. The old record
is moved to the deleted file.

GDC. Specifies the field definitions to be used in GDC authority
load matching (Authority Loading > Load Match Configuration)
for deduplicating incoming MARC records against the existing Voy-
ager authorities database. Refer to the Voyager Global Data
Change guide for more information. Duplicate detection profiles with
GDC selected in the Duplicate Handling section are the only profiles
that can be selected in the GDC Auth Load Match configuration.

NOTE:
There are many components involved in the processing of records

and Duplicate Handling. For more information about the logic in
duplicate detection processing, files created and appended, deleted,
discarded, replaced records, and so forth, see Authority Record
Duplicate Detection Processing on page 4-14, Profile Options and
Duplicate Detection on page 4-14, Bulkimport Versus Online Entry
on page 4-15, and Files Affected By Duplicate Detection Processing

on page 4-18.
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Table 4-1.

Profile tab options - Authority Duplicate Detection

Options

Description

Discard incoming
records that do not
match existing

Select this option to indicate when Replace or Merge are chosen as
Duplicate Handling methods, incoming records are to be discarded
when they do not match existing records during bulk import.

records The default is to add incoming records to the database when there is
no match.
Cancellation Use the OCLC or RLIN options to override any of the choices

selected for Duplicate Handling.

None. Select None if the Profile is to be used for records from any
other source; if you do not care about the existence of a cancella-
tion/delete code in either an OCLC or an RLIN record; or if the
source does not use a cancellation/delete code in its records.

OCLC. Select OCLC if the Profile is to be used for records imported
from OCLC and you want to check for the presence of 03 in byte
position 22 of the OCLC record leader and do not under any circum-
stances want to load such a record into your database.

RLIN. Select RLIN if the Profile is to be used for records imported

from RLIN and you want to check for the presence of d in field 090

subfield i of the record and do not under any circumstances want to
load such a record into your database.

Duplicate Replace

Enter a numeric value from 1 to 100. This is the level at or above
which a single match may be automatically replaced or merged. If
there is more than one candidate above this level, a warning is
given.

See Authority Record Duplicate Detection Processing on page 4-14
for more information about the Duplicate Replace value.

Duplicate Warn

Enter a numeric value from 1 to 100. This is the level at or above
which the system warns the user of matches that are close but that
should be reviewed.

See Authority Record Duplicate Detection Processing on page 4-14
for more information about the Duplicate Warn value.

NOTE:
A valid Duplicate Warn value must be less than or equal to the

specified Duplicate Replace value. A valid Duplicate Warn value
must be specified in order to save the duplicate detection profile.

5. Click the Field Definitions tab.

Result: The Field Definitions options display. See Figure 4-4.

4-8
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Figure 4-4. Field Definitions tab - Authority Duplicate Detection

Select the indexes you want to use to match incoming records with existing records
for duplicate detection and enter any Field/Sub Field Override or Field Weight

information. See Table 4-2 for more information.

The indexes should be selected in the order you want the system to use them for

matching records.

Result: Selected indexes display in the Code/Selected Indexes column and any
Field/Sub Field Override or Field Weight information displays on the Field

Definitions tab.

@@TIP:

The Voyager Authority Record ID (ATID), or 001 field, is included as an
index option. This index enables greater precision when replacing or

merging incoming Authority records.

NOTE:

Only left-anchored single field indexes can be used in an Import/Replace profile.

Ex Libris Confidential

4-9



System Administration User’s Guide

The indexes available on the Field Definitions tab are created through the
Search component of System Administration. For more information, see Chapter
8 about Search configuration.

Table 4-2. Field/Sub Field Override and Field Weight options

Options

Description

Field Override

Use this option in combination with the Sub Field Override option
to have the system use something other than the default fields in
the index for duplicate detection comparisons.

Example: To compare the 019%a field of an incoming OCLC record
with the 035%a index in the database, specify 019 in
Field Override and a in the Sub Field Override with the
035%a index selected. If there is no 019%a in the incoming
record, no matching is done.

Sub Field Override

Use this option in combination with the Field Override option to
have the system use something other than the default fields in the
index for duplicate detection comparisons.

Example: To compare the 019%a field of an incoming OCLC record
with the 035%a index in the database, specify 019 in
Field Override and a in the Sub Field Override with the
035%a index selected. If there is no 019%a in the incoming
record, no matching is done.

Field Weight

Allows you to assign a numerical value (weight) to each field
selected to be used in conjunction with the information specified on
the Quality Hierarchy tab to determine how good the match is that
is being made during duplicate detection processing. A higher num-
ber indicates that the field has more value or that it is more impor-
tant.

See Authority Record Duplicate Detection Processing on page 4-14
for more information about the Field Weight value.

Example:

Field/Sub Field Override. To compare the 019 field of an incoming OCLC record
with the 035%a index in the database, specify 019 in Field Override and a in the
Sub Field Override with the 035%a index selected.

4-10
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7. Click the Quality Hierarchy tab (that only displays when the Replace or Merge
Duplicate Handling options are selected on the Profile tab) and enter the Quality
Hierarchy options that match your requirements. See Figure 4-5.

The quality hierarchy determines whether the incoming Authority record or the
target record should be kept in the database. The quality hierarchy allows you to
specify which record formats are preferable. See Table 4-3 for a description of
available options on the Quality Hierarchy tab.

M ew Autharity Duplicate Detection Prafile;

Ldr/06 |Ldr/17 | D40%a 0404d 0404e Add

&

Pricirity

&

Record Type Leader /06 l_ Criginal Agency 040%a:

Encoding Level Leader/17: l_ Last Modifving Agency 04045d:

Description Conventions 0404e:

| Cancel |

Figure 4-5. Quality Hierarchy tab - Authority Duplicate Detection Profile

Table 4-3. Quality Hierarchy Tab Options

Options

Description

Record Type Leader/06

Enter duplicate detection criteria based on the leader 6-
7 positions.

Encoding Level Leader/17

Enter duplicate detection criteria based on the
institution’s encoding level value in the leader 17
position.
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Table 4-3. Quality Hierarchy Tab Options
Options Description
Original Agency 040%a Enter duplicate detection criteria (up to 15 characters in

length) based on the creating (original agency)
institution’s unique identifying code stored in the 040%a.

Last Modifying Agency 040$d Enter duplicate detection criteria (up to 15 characters in

length) based on the modifying institution’s identifying
code stored in the 040%d.

NOTE:
If $d is a repeating subfield in the 040, the system will

use the last $d for duplicate detection purposes.

Description Conventions 040%e | Enter duplicate detection criteria based on the content

(such as rda) in the 040%e.

Per the MARC 21 standard, this field may contain up to
12 characters.

4-12

Use the Add and Remove buttons to add and delete rows on the Quality
Hierarchy tab.

Use the up/down arrow buttons to arrange the Quality Hierarchy rows in the
order you prefer.

Use the Record Type Leader/06, Encoding Level Leader/17, Original Agency
040%a, Last Modifying Agency 040%d, and Description Conventions 040fe
text boxes to enter new information or edit existing information.

Result: This completes the Quality Hierarchy tab portion of the setup for an
Authority Duplicate Detection Profile.

OPTIONAL:
Click the Merge Fields tab (that only displays when the Merge Duplicate Handling

option is selected on the Profile tab) and enter the Merge Fields options that match
your requirements. See Figure 4-6.

The Merge Fields tab lists the fields from which information in the existing record
is copied and transferred to the same fields in the new/merged record. The old
information is written to the deleted file as described in Files Affected By Duplicate

Detection Processing on page 4-18. See Table 4-4 for a description of available
options on the Merge Fields tab.
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Figure 4-6. Merge Fields tab - Authority Duplicate Detection Profile

Table 4-4. Merge Fields tab options

Options Description

Field The field that you want to preserve from the old record.

NUC(%5) The library code.

Ind1 The first indicator. An asterisk may be used as a wildcard character.
Ind2 The second indicator. An asterisk may be used as a wildcard char-

acter.

Use the Add and Remove buttons to add and delete rows on the Merge Fields
tab.

Use the Field, NUC(15), Ind1, and Ind2 text boxes to enter new information or
edit existing information.
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Result: This completes the Merge Fields tab portion of the setup for an
Authority Duplicate Detection Profile.

9. Click Save or click Cancel.

Result: This saves or cancels the entire profile.

Authority Record Duplicate Detection Processing

There are many components involved in the processing of records for duplicate
detection. Highlighted in this section is a description of how selected options in the
duplicate detection profile affect the comparison of fields and records that
subsequently determine what is added, merged, or replaced in the database. Also
described is how processing differs when records are entered in a batch mode
through Bulklmport or manually entered online through one of the Voyager client
modules such as Cataloging.

Profile Options and Duplicate Detection

When creating a duplicate detection profile, you can assign weights to indexes
(Field Definitions tab) in order to give one index priority over another. This allows
you to specify which indexes are more important or pertinent when matching the
fields in an incoming record against the fields of records in the database. You can
make one index more important than another by giving it a greater weight.

When importing or entering records into the database using any duplicate
detection profile, Voyager attempts to make matches based on the fields specified
on the Field Definitions tab. Each match that is performed receives a score.
When a match occurs between an incoming record and an existing record, that
match receives the points specified for that field in the Field Weight option. If the
fields do not match, no points are received. The points for each field are added up
to determine the score for that match.

These points are used to determine the relative importance of each match and to
determine whether an automatic match may be made. A match is only
automatically established if there is one candidate that has a score that is equal to
or above the value specified in the Duplicate Replace field on the Select Profile
tab.

If there is only one match above the Duplicate Replace value, the action of add,
replace, or merge is performed and the original record is written to the replace
file in the /rpt sub-directory. See Files Affected By Duplicate Detection
Processing on page 4-18 for more information about the replace file.
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If there are two or more above the Duplicate Replace limit or none above this
limit and one or more above the Duplicate Warn value, a warning is given by the
system.

This warning is made in one of two ways.

* |If the user is performing the action online such as via the Cataloging
module, a dialog box is opened with a list of matches from which to choose.

* |If the action is made during a bulk import operation, information about that
match is written to the discard file which is placed in the /rpt sub-
directory. See Files Affected By Duplicate Detection Processing on page 4-
18 for more information about the discard file.

Once a match is made, it is compared against the list specified on the Quality
Hierarchy tab.

If none match, then the incoming record is written to the reject file which is
placed in the /rpt sub-directory. See Files Affected By Duplicate Detection
Processing on page 4-18 for more information about the reject file.

Records written to the 1og file due to a partial match are not removed from the
target database. See Files Affected By Duplicate Detection Processing on page 4-
18 for more information about the 1og file.

NOTE:

If any single index listed on the Field Definitions tab matches with more than
1000 records in the database, all duplicate detection stops. Only the first 100
records above the matching threshold are returned to the client. At this point
there is no limit to the number of indexes that can be put in the hierarchy to check.

Bulklmport Versus Online Entry

Authority records can be added to a Voyager database via the following methods:
¢ Bulklmport
* Online Import through the Voyager Cataloging module
* Manual creation through the Voyager Cataloging module
When the Bulkimport method is used, all the records are processed in a batch
mode; any exceptions or issues are identified in a 1og file and the Authority
records are stored in discard or deleted files. See Files Affected By Duplicate

Detection Processing on page 4-18 for more information about discard and
delete files.
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When Authority records are entered/saved through the Cataloging module, there
is an opportunity for the operator to interactively review existing Authority records
for issues with duplicates. Changes made to Authority records are displayed in
the Global Change Queue of the Cataloging module.

See Table 4-5, Table 4-6, Table 4-7, and Table 4-8 for a description of processing
options/results when making entries online for each of the following Duplicate
Handling options (see Table 4-1 for more information about Duplicate Handling
options):

* Add-Unconditional

* Replace
* Add-Conditional
* Merge

Table 4-5. Add-Unconditional processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is added.

Duplicate detection warning is displayed through the
Authority Dedupe Detection dialog box with sev-
eral processing options from which to choose to
include retrieving/viewing an existing duplicate
authority record.

Two or More Matches Record is added.

Duplicate detection warning is displayed through the
Authority Dedupe Detection dialog box with the
option to retrieve/view one or more existing duplicate
authority records.

Table 4-6. Replace processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Recorded is added.

Notification message displays indicating that “exist-
ing duplicate number ...” was replaced.
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Table 4-6. Replace processing options with online entry

Matches Processing Options/Results

Two or More Matches Record is not added.

Duplicate detection warning is displayed through the
Authority Dedupe Detection dialog box with sev-
eral processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate authority records.

Table 4-7. Add-Conditional processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is not added.

Duplicate detection warning is displayed through the
Authority Dedupe Detection dialog box with sev-
eral processing options from which to choose to
include retrieving/viewing an existing authority
record.

Two or More Matches Record is not added.

Duplicate detection warning is displayed through the
Authority Dedupe Detection dialog box with sev-
eral processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate authority records.

Table 4-8. Merge processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is added/merged.

Merge is performed by taking specified fields (see
Figure 4-6 on page 4-13) and adding them to create
a new record which is saved to database with the
same record ID number.

Notification message displays indicating that the
record “was merged with overlaid record number ..."
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Table 4-8. Merge processing options with online entry

Matches Processing Options/Results

Duplicate Records Record is not added.

Duplicate detection warning is displayed through the
Authority Dedupe Detection dialog box with sev-
eral processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate authority records.

Files Affected By Duplicate Detection Processing
There are several components that determine which files are affected by the
duplicate detection process:
* Method of processing, via Bulkimport or through online entry
* Type of record, an Authority record or a Bibliographic record
* Handling of record — delete, discard, replace, reject, error, and so on

See Table 4-9 for a listing of the different files affected and a description of the
determining considerations.

Table 4-9. Files Used in Duplicate Detection Processing

File Name Bulk Authority | Description
Importor | or Bib
Online Record
Entry
delete.auth.yyyymmdd.hhmm. Bulk Authority | Contains authority records to
Import be deleted.
delete.bib.imp.yyyymmdd.hhmm. | Bulk Bib Contains cancelled
<process ID> Import bibliographic records that are

to be deleted.

deleted.auth.marc Online Authority | Used when the duplicate
detection profile removes
records that are currently in
the database and replaces
them with the entered record
and that record match is
equal to or above the value
specified in the Duplicate
Replace field.

Contains deleted authority
records.
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Files Used in Duplicate Detection Processing

File Name

Bulk
Importor
Online
Entry

Authority
or Bib
Record

Description

deleted.bib.marc

Online

Bib

Used when the duplicate
detection profile removes
records that are currently in
the database and replaces
them with the entered record
and that record match is
equal to or above the value
specified in the Duplicate
Replace field.

discard.auth.yyyymmdd.hhmm

Bulk
Import

Authority

Used when the duplicate
detection profile does not
replace records that are
currently in the database
because there is more than
one duplicate record and/or
the match is below the value
specified in the Duplicate
Replace field.

discard.imp.yyyymmdd.hhmm.
<process ID>

Bulk
Import

Bib

Used when the duplicate
detection profile does not
replace records that are
currently in the database
because the match is below
the value specified in the
Duplicate Replace field.

discard.auth.marc

Online

Authority

Used when the duplicate
detection profile does not
replace records that are
currently in the database
because the match is below
the value specified in the
Duplicate Replace field.

discard.bib.marc

Online

Bib

Used when the duplicate
detection profile does not
replace records that are
currently in the database
because the match is below
the value specified in the
Duplicate Replace field.
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Table 4-9. Files Used in Duplicate Detection Processing

File Name Bulk Authority | Description
Importor | or Bib
Online Record
Entry
replace.auth.yyyymmdd.hhmm Bulk Authority | Used for storing existing
Import records when duplicate

detection profile replaces or
merges existing record with
an incoming record.

replace.bib.yyyymmdd.hhmm Bulk Bib Used for storing existing
Import records when duplicate
detection profile replaces or
merges existing record with
an incoming record.

reject.auth.yyyymmdd.hhmm Bulk Authority | Used for storing incoming
Import records when duplicate
detection profile is unable to
add, replace, or merge the
incoming record with the
existing record because the
match is below the value
specified in the Duplicate

Replace field.
reject.bib.yyyymmdd.hhmm Bulk Bib Used for storing incoming
Import records when duplicate

detection profile is unable to
add, replace, or merge the
incoming record with the
existing record because the
match is below the value
specified in the Duplicate

Replace field.
err.imp.yyyymmdd.hhmm. Bulk Both Used to store records that
<process ID> Import cannot be processed.
log.imp.yyyymmdd.hhmm. Bulk Both Stores the number of records
<process ID> Import processed, added,

discarded, rejected,
replaced, merged, deleted,
and/or had errors.

Additional information about the files affected by duplicate detection processing
via Bulklmport or via online entry can be found in the Voyager Technical User’s
Guide and the Voyager Cataloging User’s Guide.
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Bibliographic Duplicate Detection

When importing bibliographic records or entering them online from the Cataloging
module, Voyager uses Bibliographic Duplicate Detection Profiles to determine
how the system should handle the incoming record(s).
You can create profiles to do the following:

* Add arecord to the database

* Add arecord if it does not match anything in the database

* Replace a matching record in the database with a new record

* Merge the contents of the new record and the record in the database

You need to establish at least one profile so that the system knows how to
process incoming records.

When records are being bulk imported or entered online and a Bibliographic
Duplicate Detection Profile is used, the system compares each record with the
specified profile. Each record is ranked by how well it matches against other
records in the database. You can specify exactly what fields in the record the
profile compares and which fields are to be given priority over others in order to
determine the quality of the match.

Creating Bibliographic Duplicate Detection Profile

The procedure for creating a Bibliographic Duplicate Detection Profile is shown in
Procedure 4-2, Creating Bibliographic Duplicate Detection Profile, on page 4-21.

Procedure 4-2. Creating Bibliographic Duplicate Detection Profile

Use the following to create a Bibliographic Duplicate Detection Profile.
1. Click Cataloging on the vertical listbar.

Result: The Voyager System Administration cataloging options open. See
Figure 4-1.

2. Click Bib Duplicate Detection Profiles.

Result: The Cataloging - Bib Duplicate Detection Profiles dialog box opens.
See Figure 4-7.
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Figure 4-7. Cataloging - Bibliographic Duplicate Detection Profiles
3. Click New.

Result: The New Bib Duplicate Detection Profile options open. See Figure 4-8.
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Figure 4-8. New Bibliographic Duplicate Detection Profile options

Enter the options on the Profile tab to match your requirements. See Table 4-10 for
a description of available options on the Profile tab.

Result: This completes one part of the setup for a Bib Duplicate Detection
Profile.

Table 4-10. Profile tab options - Bib Duplicate Detection

Options Description

Profile Name 25-character maximum length (alphanumeric, punctuation, and
spaces). Mixed case may be used for alpha characters.

Profile Code 8-character maximum length. Mixed case may be used for alpha
characters. Each Profile Code must be unique for all Cataloging
Policy Groups.
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Table 4-10. Profile tab options - Bib Duplicate Detection

Options

Description

Duplicate Handling

Add-Unconditional. Specifies that any incoming record is added to
the Voyager database even if a duplicate(s) is detected.

Replace. Specifies that when an incoming record matches an exist-
ing Voyager record, the incoming record replaces the Voyager
record (if the quality of the incoming record meets or surpasses the
values specified for Duplicate Warn/Replace and Field Weight)
and retains the Voyager record number. If the system does not find
a match, the incoming record is added to the database. If more than
one existing record is matched (duplicate authority records in the
database), the system does not replace any record and the imported
record is written to the discard file. When entering records from the
Cataloging module and duplicates occur, you are given the opportu-
nity to view the records affected.

Add-Conditional. During bulk import operations, any incoming
record is added to your Voyager database unless a duplicate(s) is
detected. If a duplicate(s) is detected, the system does not replace
any record and the imported record is written to the discard file.
When entering records from the Cataloging module and duplicates
occur, you are given the opportunity to view the records affected.

Merge. During bulk import operations, any incoming record is
added to your Voyager database unless a duplicate is detected. If a
duplicate record of higher quality is detected, the system copies
information in specified fields (identified on the Merge Fields tab)
from the existing record to the new record which is then written to
the database. The old record is moved to the deleted file.

Bi-Directional Merge. Select this option to extend the merge func-
tionality in Duplicate Handling. Bi-Directional Merge allows the
system administrator to define fields in the incoming (versus exist-
ing) record to be retained when the incoming record fails the quality
hierarchy and is not loaded. This allows for the creation of a “super”
bibliographic record containing all fields by all contributing catalog-
ing agencies.

NOTE:
There are many components involved in the processing of records

and Duplicate Handling. For more information about the logic in
duplicate detection processing, files created and appended, deleted,
discarded, replaced records, and so on, see Bibliographic Record
Duplicate Detection Processing on page 4-32, Profile Options and
Duplicate Detection on page 4-32, Bulkimport Versus Online Entry
on page 4-33, and Files Affected By Duplicate Detection Processing

on page 4-37.
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Table 4-10. Profile tab options - Bib Duplicate Detection

Options Description
Discard incoming Select this option to indicate when Replace, Merge, or Bi-Directional
records that do not | Merge are chosen as Duplicate Handling methods, incoming
match existing records are to be discarded when they do not match existing
records records during bulk import.
The default is to add incoming records to the database when there is
no match.
Cancellation None. Select None if the Profile is to be used for records from any

other source; if you do not care about the existence of a cancella-
tion/delete code in either an OCLC or an RLIN record; or if the
source does not use a cancellation/delete code in its records.

OCLC. Select OCLC if the Profile is to be used for records imported
from OCLC and you want to check for the presence of 03 in byte
position 22 of the record leader and do not under any circumstances
want to load such a record into your database.

RLIN. Select RLIN if the Profile is to be used for records imported

from RLIN and you want to check for the presence of d in field 090

subfield i of the record and do not under any circumstances want to
load such a record into your database.

Duplicate Replace Enter a numeric value from 1 to 100. This is the level at or above
which a single match may be automatically replaced or merged. If
there is more than one candidate above this level, a warning is
given.

Duplicate Warn Enter a numeric value from 1 to 100. This is the level at or above
which the system warns the user of matches that are close but that
should be reviewed.

NOTE:
A valid Duplicate Warn value must be less than or equal to the

specified Duplicate Replace value. A valid Duplicate Warn value
must be specified in order to save the duplicate detection profile.

5. Click the Field Definitions tab.

Result: The Field Definitions options display. See Figure 4-9.
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Figure 4-9. Field Definitions tab - Bibliographic Duplicate Detection

6. Select the indexes you want to use to match incoming records with existing records
for duplicate detection, and enter any Field/Sub Field Override or Field Weight
preferences. See Table 4-11 for more information. See also Profile Options and
Duplicate Detection on page 4-32 for more information.

The indexes should be selected in the order you want the system to use them for
matching records.

Result: Selected indexes display in the Code/Selected Indexes columns and
any Field/Sub Field Override or Field Weight information displays on the Field
Definitions tab.

NOTE:
At least one index needs to be specified in the Selected Indexes list in order to
save a duplicate detection profile.
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NOTE:
Only left-anchored single field indexes can be used in an Import/Replace profile.

TIP:

The Voyager Bibliographic Record ID (BBID), or 001 field, is included as an
index option. This index enables greater precision when replacing or
merging incoming Bibliographic records.

TIP:
Use code 0350 instead of 035A for replacing/merging records with
duplicate detection.

TIP:

Carefully select the 020A, 020N, 020R, or 020Z indexes. The 020A index
stores ISBN data with or without parenthetical information; the 020Z index
stores cancelled/invalid ISBN data with or without parenthetical
information.

The 020N index stores the data from the 020A index minus any
parenthetical information. The 020R stores the data from the 020Z index
minus any parenthetical information.

The 020 indexes are evaluated for exact matches. If your intent is to
validate an exact match on only an ISBN number (not parenthetical
information), use the 020N or 020R indexes. This can be extremely useful
when working with Universal Catalog databases.

RECOMMENDED:
The 020N and 020R indexes should not be selected concurrently with the 020A
and 020Z indexes.
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The indexes available on the Field Definitions tab are created through the
Search component of System Administration. For more information, see Chapter
8 about Search configuration.

Table 4-11. Field/Sub Field Override and Field Weight options
Options Description
Field Override Use this option in combination with the Sub Field Override option

to have the system use something other than the default fields in
the index for duplicate detection comparisons. See the Field/Sub
Field Override example.

Sub Field Override | Use this option in combination with the Field Override option to

have the system use something other than the default fields in the
index for duplicate detection comparisons. See the Field/Sub Field
Override example.

Field Weight Allows you to assign a humerical value (weight) to each field

selected to be used in conjunction with the information specified on
the Quality Hierarchy tab to determine how good the match is that
is being made during duplicate detection processing. A higher num-
ber indicates that the field has more value, is more important.

Example:

4-28

Field/Sub Field Override. To compare the 019 field in an incoming OCLC record
with the 035%a index in the database, specify 019 in Field Override and a in Sub
Field Override with the 035%a index selected.

OPTIONAL.:
Click the Quality Hierarchy tab (that only displays when the Replace, Merge, or Bi-

Directional Merge Duplicate Handling options are selected on the Profile tab) and
enter the Quality Hierarchy options that match your requirements. See Figure 4-
10.

The quality hierarchy determines whether the incoming Bibliographic record or the
target record should be kept in the database or merged. The quality hierarchy
allows you to specify which record formats are preferable. See Table 4-12 for a
description of available options on the Quality Hierarchy tab.
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Figure 4-10. Quality Hierarchy tab - Bibliographic Duplicate Detection Profile

Table 4-12. Quality Hierarchy Tab Options

Options

Description

Record Type Leader/06

Enter duplicate detection criteria based on the leader 6-
7 positions.

Encoding Level Leader/17

Enter duplicate detection criteria based on the
institution’s encoding level value in the leader 17
position.

Original Agency 040%a

Enter duplicate detection criteria (up to 15 characters in
length) based on the creating (original agency)
institution’s unique identifying code stored in the 040%a.
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Table 4-12. Quality Hierarchy Tab Options

Options Description

Last Modifying Agency 040%$d Enter duplicate detection criteria (up to 15 characters in
length) based on the modifying institution’s identifying
code stored in the 040%d.

NOTE:
If $d is a repeating subfield in the 040, the system will

use the last $d for duplicate detection purposes.

Description Conventions 040%e | Enter duplicate detection criteria based on the content
(such as rda) in the 040%e.

Per the MARC 21 standard, this field may contain up to
12 characters.

NOTE:
If Te is a repeating subfield in the 040, the system will

use the last te for duplicate detection purposes.

Use the Add and Remove buttons to add and delete rows on the Quality
Hierarchy tab.

Use the up/down arrow buttons to arrange the Quality Hierarchy rows in the
order you prefer.

Use the Record Type Leader/06, Encoding Level Leader/17, Original Agency
040%a, Last Modifying Agency 040%d, and Description Conventions 040fe
text boxes to enter new information or edit existing information.

Result: This completes the Quality Hierarchy tab portion of the setup for a
Bibliographic Duplicate Detection Profile.

OPTIONAL:

8. Click the Merge Fields tab (that only displays when the Merge or Bi-Directional
Merge Duplicate Handling option is selected on the Profile tab) and enter the Merge
Fields options that match your requirements. See Figure 4-11.

The Merge Fields tab lists the fields from which information in the existing record
(and incoming record for Bi-Directional Merge) is copied and transferred to the
same fields in the new/merged record. The old information is written to the deleted
file as described in Files Affected By Duplicate Detection Processing on page 4-
37. See Table 4-13 for a description of available options on the Merge Fields tab.
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Figure 4-11. Merge Fields tab - Bibliographic Duplicate Detection Profile

Table 4-13. Merge Fields tab options

Options Description

Field The field that you want to preserve from the old record.

NUC(%5) The library code.

Ind1 The first indicator. An asterisk may be used as a wildcard character.

Ind2 The second indicator. An asterisk may be used as a wildcard char-
acter.

Use the Add and Remove buttons to add and delete rows on the Merge Fields
tab.

Use the Field, NUC(15), Ind1, and Ind2 text boxes to enter new information or
edit existing information.

Result: This completes the Merge Fields tab portion of the setup for a
Bibliographic Duplicate Detection Profile.

9. Click Save or click Cancel.
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Result: This saves or cancels the entire profile.

Bibliographic Record Duplicate Detection Processing

There are many components involved in the processing of records for duplicate
detection. Highlighted in this section is a description of how selected options in the
duplicate detection profile affect the comparison of fields and records that
subsequently determine what is added, merged, or replaced in the database. Also
described is how processing differs when records are entered in a batch mode
through Bulklmport or manually entered online through one of the Voyager client
modules such as Cataloging.

Profile Options and Duplicate Detection

When creating a duplicate detection profile, you can assign weights to indexes
(Field Definitions tab) in order to give one index priority over another. This allows
you to specify which indexes are more important or pertinent when matching the
fields in an incoming record against the fields of records in the database. You can
make one index more important than another by giving it a greater weight.

When importing or entering records into the database using any duplicate
detection profile, Voyager attempts to make matches based on the fields specified
on the Field Definitions tab. Each match that is performed receives a score.
When a match occurs between an incoming record and an existing record, that
match receives the points specified for that field in the Field Weight option. If the
fields do not match, no points are received. The points for each field are added up
to determine the score for that match.

These points are used to determine the relative importance of each match and to
determine whether an automatic match may be made. A match is only
automatically established if there is one candidate that has a score that is equal to
or above the value specified in the Duplicate Replace field on the Select Profile
tab.

If there is only one match above the Duplicate Replace value, the action of add,
replace, or merge is performed and the original record is written to the replace
file in the /rpt sub-directory. See Files Affected By Duplicate Detection
Processing on page 4-37 for more information about the replace file.

If there are two or more above the Duplicate Replace limit or none above this
limit and one or more above the Duplicate Warn value, a warning is given by the
system.
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This warning is made in one of two ways.

* |If the user is performing the action online such as via the Cataloging
module, a dialog box is opened with a list of matches from which to choose.

* |If the action is made during a bulk import operation, information about that
match is written to the discard file which is placed in the /rpt sub-
directory. See Files Affected By Duplicate Detection Processing on page 4-
37 for more information about the discard file.

Once a match is made, it is compared against the list specified on the Quality
Hierarchy tab.

If none match, then the incoming record is written to the reject file which is
placed in the /rpt sub-directory. See Files Affected By Duplicate Detection
Processing on page 4-37 for more information about the reject file.

Records written to the 1og file due to a partial match are not removed from the
target database. See Files Affected By Duplicate Detection Processing on page 4-
37 for more information about the 1og file.

NOTE:

If any single index listed on the Field Definitions tab matches with more than
1,000 duplicate records in the database, the system stops checking for duplicates
starting with the first record after the 1,000th duplicate, and it continues to load the
rest of the records from the incoming file. The first 100 duplicates are logged in
log. imp.yyyymmdd.hhmm (see Table 4-19 on page 4-37) listing the
bibliographic IDs that matched the incoming records based on the matching field
weight/threshold assigned in the Bibliographic Duplicate Detection Profile. There
is no limit to the number of indexes that can be selected on the Field Definitions
tab.

Bulklmport Versus Online Entry
Bibliographic records can be added to a Voyager database via the following
methods:
¢ Bulklmport

* Online Import through the Voyager client modules Cataloging and
Acquisitions

* Manual creation via the Cataloging, Acquisitions, or Circulation modules of
Voyager
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When the Bulkimport method is used, all the records are processed in a batch
mode; any exceptions or issues are identified in a 1og file and the Bibliographic
records are stored in discard or deleted files. See Files Affected By Duplicate

Detection Processing on page 4-37 for more information about discard and
delete files.

When Bibliographic records are imported through Cataloging or Acquisitions,
there is an opportunity for the operator to interactively review existing
Bibliographic records for issues with duplicates.

See Table 4-14, Table 4-15, Table 4-16, Table 4-17, and Table 4-18 for a
description of processing options/results when making entries online for each of
the following Duplicate Handling options (see Table 4-10 for more information
about Duplicate Handling options):

* Add-Unconditional

* Replace
* Add-Conditional
* Merge

* Bi-Directional Merge

Table 4-14. Add-Unconditional processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is added.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
the option to retrieve/view an existing duplicate bibli-
ographic record.

Two or More Matches Record is added.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
the option to retrieve/view one or more existing dupli-
cate bibliograhic records.
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Table 4-15. Replace processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Recorded is added.

Notification message displays indicating that “exist-
ing duplicate number ...” was replaced.

Two or More Matches Record is not added.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
several processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate bibliographic records.

Table 4-16. Add-Conditional processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is not added.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
several processing options from which to choose to
include retrieving/viewing an existing bibliographic
record.

Two or More Matches Record is not added.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
several processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate bibliographic records.
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Table 4-17. Merge processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is added/merged.

Merge is performed by taking specified fields (see
Figure 4-11 on page 4-31) and adding them to create
a new record which is saved to database with the
same record ID number.

Notification message displays indicating that the
record “was merged with overlaid record number ..."

Duplicate Records Record is not added.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
several processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate bibliographic records.

Table 4-18. Bi-Directional Merge processing options with online entry

Matches Processing Options/Results
No Match Record is added.
One Match Record is added/merged.

If the incoming record fails the quality hierarchy, the
protected fields from the incoming record are added
to the existing bibliographic record. If the incoming
record wins the quality hierarchy, the protected fields
from the existing record are added to the incoming
bibliographic record which is saved in the database.

Notification message displays indicating that the
record “was merged with overlaid record number ...”
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Table 4-18. Bi-Directional Merge processing options with online entry

Matches Processing Options/Results

Duplicate Records Record is not added.

The existence of duplicate records already in the
original database prevents that particular record from
being merged.

Duplicate detection warning is displayed through the
Bibliographic Dedupe Detection dialog box with
several processing options from which to choose to
include retrieving/viewing one or more existing dupli-
cate bibliographic records.

Files Affected By Duplicate Detection Processing
There are several components that determine which files are affected by the
duplicate detection process:
* Method of processing, through Bulkimport or through online entry
* Type of record, an Authority record or a Bibliographic record
* Handling of record — delete, discard, replace, reject, error and so forth

See Table 4-19 for a listing of the different files affected and a description of the
determining considerations.

Table 4-19. Files Used in Duplicate Detection Processing

File Name Bulk Authority | Description
Importor | or Bib
Online Record
Entry
delete.auth.imp.yyyymmdd.hhmm. | Bulk Authority | Contains authority records to
<process |D> Import be deleted.
delete.bib.imp.yyyymmdd.hhmm. Bulk Bib Contains bibliographic
<process |D> Import records marked as cancelled.
deleted.auth.marc Online Authority | Contains deleted authority
records.
deleted.bib.marc Online Bib Contains deleted
bibliographic records.
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Table 4-19. Files Used in Duplicate Detection Processing

File Name

Bulk
Importor
Online
Entry

Authority
or Bib
Record

Description

discard.auth.yyyymmdd.hhmm

Bulk
Import

Authority

Used when duplicate
detection profile does not
replace records that are
currently in the database
because there is more than
one duplicate record and/or
the match is below the value
specified in the Duplicate
Replace field.

discard.imp.yyyymmdd.hhmm.
<process ID>

Bulk
Import

Bib

Used when duplicate
detection profile does not
replace records that are
currently in the database
because the match is below
the value specified in the
Duplicate Replace field.

discard.auth.marc

Online

Authority

Used when duplicate
detection profile does not
replace records that are
currently in the database
because the match is below
the value specified in the
Duplicate Replace field.

discard.bib.marc

Online

Bib

Used when duplicate
detection profile does not
replace records that are
currently in the database
because the match is below
the value specified in the
Duplicate Replace field.

replace.auth.yyyymmdd.hhmm

Bulk
Import

Authority

Used for storing existing
records when duplicate
detection profile replaces or
merges existing record with
an incoming record.
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Table 4-19. Files Used in Duplicate Detection Processing

File Name Bulk Authority | Description
Importor | or Bib
Online Record
Entry
replace.bib.yyyymmdd.hhmm Bulk Bib Used for storing existing
Import records when duplicate

detection profile replaces or
merges existing record with
an incoming record.

reject.auth.yyyymmdd.hhmm Bulk Authority | Used for storing incoming
Import records when duplicate
detection profile is unable to
add, replace, or merge the
incoming record with the
existing record because the
match is below the value
specified in the Duplicate

Replace field.
reject.bib.yyyymmdd.hhmm Bulk Bib Used for storing incoming
Import records when duplicate

detection profile is unable to
add, replace, or merge the
incoming record with the
existing record because the
match is below the value
specified in the Duplicate

Replace field.
err.imp.yyyymmdd.hhmm. Bulk Both Used to store records that
<process ID> Import cannot be processed.
log.imp.yyyymmdd.hhmm. Bulk Both Stores the number of records
<process ID> Import processed, added,

discarded, rejected,
replaced, merged, deleted,
and/or had errors.

Additional information about the files affected by duplicate detection processing
via Bulklmport or through online entry can be found in the Voyager Technical
User’s Guide and the Voyager Cataloging User’s Guide.
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Bulk Import Rules

Voyager bulk import provides functionality for loading bibliographic records into
your Voyager MARC database and creating holdings, items, and purchase orders.
Bulk import rules enable you to define the characteristics of importing basic
records and vendor shelf-ready materials. See Procedure 4-3, Creating Bulk
Import Rules, on page 4-43 for the steps to create bulk import rules.

Refer also to the Voyager Cataloging User’s Guide for information regarding
building the 035 and OCLC control number expansion.

The UTF-8 Character Set Encoding: Character Set
Mapping, Record Leader, and Conversion Attempts

Bibliographic, Authority, and Holdings records in your Voyager database are in the
Unicode character set. Therefore, records being imported into the database must
be in the Unicode character set, if they are not, the Bulk Import program attempts
to convert them. Item records, which are not MARC records, are in the Latin-1
character set.

When Bulk Importing records into the Voyager database, the system uses the
character set mapping defined in the Bulk Import Rule, the value of the leader
byte 9, and the results of the conversion attempt to determine if a record is eligible
for import.

Records error out, and consequently are not imported, because

* there is disagreement between the mapping character set rule and the
value of the leader’s byte 9

* the conversion to UTF-8 fails, or

* due to other reasons not related to the character set.

NOTE:

All MARC records in the Voyager database must be UTF-8 encoded. If the
conversion from another encoding to the UTF-8 encoding fails, try using third
party software to convert the records, or obtain UTF-8 encoded records for import.

Character Set Mapping

Since the Bibliographic, Authority, and Holdings records in the Voyager database
use UTF-8 encoding, the system attempts to convert records not at that level
before importing them.
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The Bulk Import rule specifies the expected character set of the incoming records.
In the System Administration> Cataloging> Bulk Import Rules> Rules tab>
Expected Character Set Mapping of the Imported Records field the character
set is defined. See Creating Bulk Import Rule in the Voyager System
Administration User’s Guide for more information.

Leader Byte 9 Value

The Leader Byte 9 value specifies the character coding scheme used in the
record. In the incoming record, if the value of the leader’s byte 9 is an ‘a’, then the
record is in the Unicode character set (UTF-8 encoded). If it is blank, or anything
other than ‘a’, then the record is in a character set other than Unicode and
requires converting.

Converting Records to Unicode

The incoming records not already in the Unicode character set must be converted.
The Bulk Import program attempts to convert these records one by one. The
results of this conversion is either success, that is, a record is converted and then
available for import, or failure, that is, the record is not converted and not able to
be imported. A record fails if the program is unable to convert any part of it.

A VMPORTANT:
The entire conversion process (and therefore the import process) aborts if
the character set specified in the rule is not the same as the character set
indicated in the leaders byte 9 in the first record. If a record is encountered
later in the file where the leader byte 9 doesn’t match the character set
specified in the bulk import rule, that record is sent to the error file and the
job moves to process the next record.

Table 4-20 describes the what occurs in the conversion process given a specific
character set of incoming records, as specified in the Bulk Import Rule, and the
Leader Byte 9 value.

Table 4-20. Bulk Import Conversion Situations

Character Set | Leader’s Conversion to UTF-8? Processing Result

of Incoming Byte 9 Value

Records

from Bulk

Import rule

UTF-8 a No conversion needed. Proceed with import of
the record.

Ex Libris Confidential 4-41



System Administration User’s Guide

Table 4-20. Bulk Import Conversion Situations

Character Set | Leader’s Conversion to UTF-8? Processing Result
of Incoming Byte 9 Value
Records
from Bulk
Import rule
UTF-8 Blank No conversion attempted dueto | Error, see log.
Character set and leader mis-
match.
OCLC a No conversion attempted dueto | Error, see log.
Character set and leader mis-
match.
OCLC Blank Successful conversion. Proceed with import of
the record.
OCLC Blank Failed conversion. Error, see log
RLIN Legacy | a No conversion attempted dueto | Error, see log.
Character set and leader mis-
match.
RLIN Legacy | Blank Successful conversion. Proceed with import of
the record.
RLIN Legacy | Blank Failed conversion. Error, see log
Latin-1 a No conversion attempted dueto | Error, see log.
Character set and leader mis-
match.
Latin-1 Blank Successful conversion. Proceed with import of
the record.
Latin-1 Blank Failed conversion. Error, see log
MARC-8 a No conversion attempted dueto | Error, see log.
Character set and leader mis-
match.
MARC-8 Blank Successful conversion. Proceed with import of
the record.
MARC-8 Blank Failed conversion. Error, see log
Voyager a No conversion attempted dueto | Error, see log.
Legacy Character set and leader mis-
match.
Voyager Blank Successful conversion. Proceed with import of
Legacy the record.
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Table 4-20. Bulk Import Conversion Situations

Character Set | Leader’s Conversion to UTF-8? Processing Result
of Incoming Byte 9 Value
Records
from Bulk
Import rule

Voyager Blank Failed conversion. Error, see log
Legacy

NOTE:

A warning may be provided when MARC21 characters which were formerly
mapped to the Private Use Area (PUA) are encoded to Unicode. These warnings
are informational and require no data clean up.

Creating Bulk Import Rules

Procedure 4-3, Creating Bulk Import Rules, describes the steps to create a bulk
import rule.

Procedure 4-3. Creating Bulk Import Rules

1. Click Cataloging on the vertical listbar.

Result: The Voyager System Administration cataloging options open. See
Figure 4-1.

2. Click Bulk Import Rules.

Result: The Cataloging - Bulk Import Rules dialog box opens. See Figure 4-12.
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;_":.__'lul'urager System Administration
File Functions Help

ﬁ‘gﬁ'g:if Cataloging - Bulk Import Rules
Cataloging Codes | MNames
CF3g51vy CF38517 create itenns
CaMD OCLEConditional Edit
DFST Training e
EQD EQD Test Duplicate

GDC_E AU  GDCEBIE AUTH Import Rule
GOC_MFHD  GDC MFHD Import Fule
ITLEH Interleaved Bibs-Holdings x| Lelte

Duplicate Detectio....

Bulk, Import Bules

Figure 4-12. Cataloging - Bulk Import Rules
3. Click New.

Result: The New Bulk Import Rule options open. See Figure 4-13.

Mew Bulk Impaort Bule;

Rule Mame I Fules I Prafiles I ltem Type ] td apping I Barcode I Item | nfarmation I

Code: I

Hame: I

Figure 4-13. Tab options for a new bulk import rule
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4. Enter the Code and Name for the Bulk Import Rule.
Result: This identifies the new Bulk Import Rule that you are creating.

5. Click the Rules tab (see Figure 4-14) and enter the Rules tab options that match
your requirements.

See Table 4-21 for a description of available options on the Rules tab.

-Mew Bulk Impart Bule:

Rule Mame ] I Prafiles ] Itern Tupe ] b4 apping ] Barcode ] [tern Infarmation I

Bib Cup Prafile: IBi-DirectiDnaI Merge

Auth Dup Profile: I

Ouwning Library: | Branch Library

K K K K

Expected Character Set Mapping of ILatin-‘I [mor-Unicode)
Irmparted Recards:

[~ Leave OPAC Suppress Unchanged for Replaced and Merged Recards

[~ Batch Opac Suppress

Figure 4-14. Rules tab options
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Table 4-21.

Rules tab options

Option

Description

Bib Dup Profile

Select a bibliographic duplicate detection profile. Duplicate
records are matched on indexes. Duplicates are handled by the
rules set in the profile selected.

A IMPORTANT:
The bibliographic duplicate detection profile selected for

the rule for importing embedded order data (EOD) may
need to specify the Add - Unconditional option for
Duplicate Handling to insure that all line item data is added
to a purchase order in Acquisitions. See Embedded Order

Data on page C-1 for more information about setups for
importing order data.

Also, when using Update previously loaded MFHDs and/or
Items, the second part of an EOD load workflow, (see
Table 4-22 on page 4-48), you can only use Replace or
Merge bibliographic duplicate detection profiles.

Auth Dup Profile

Select an authority duplicate detection profile. Duplicate records
are matched on indexes. Duplicates are handled by the rules set
in the profile selected.

Owning Library

Select the owning library to indicate which owning library can edit
or add to the record.

NOTE:
The Owning Library must match in order for a replace to occur.

Expected Character
Set Mapping of
Imported Records

Select the option that matches the character set of the incoming
records. Your choices are Latin-1 (non-Unicode), MARC21

MARC-8 (non-Unicode), MARC21 UTF-8, OCLC (non-Unicode),
RLIN legacy (non-Unicode), and Voyager legacy (non-Unicode).

Incoming records are stored in Unicode UTF-8 encoding.

Leave OPAC
Suppress Unchanged
for Replaced and
Merged Records

Select this option to maintain the suppress status of the existing
record when importing records with Replace or Merge specified
as the duplicate handling method.

Batch OPAC Suppress

Mark the Batch OPAC Suppress check box to suppress all
incoming bibliographic records from WebVoyage.

6. Click the Profiles tab (see Figure 4-15) and enter the Profiles tab options that
match your requirements.
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See Table 4-22 for a description of available options on the Profiles tab.

Voyager provides the flexibility for defining single MFHD (pre-Voyager 8.1
method) and multiple MFHD profiles.

Single MFHD

Use the single MFHD profile options to create 0 or 1 MFHD, item, or purchase
order per single bibliographic record. The location/barcode information may come
from any tag in the record.

Multiple MFHDs

Use the multiple MFHDs profile options to create one or more MFHDs, items, or
POs per single bibliographic record. The remaining options on the Profiles tab
dynamically display as available as a result of your single or multiple MFHD profile
selection. All information about a single MFHD and item comes from a single tag
that is repeatable within a bibliographic record. With the Multiple method, you can
also update MFHDs and items in a subsequent bulk import using the Update
previously loaded MFHDs and/or Items option (see Table 4-22 on page 4-48).

-Mew Bulk Impart Rule:

I Item Type I b apping I Barcode I [tem Information I

— Single MFHD ———— — Multiple MFHD =
; r Copy 852-850, BE3-878
& Load Bib / &uth Orily " Bibs, MFHDs, POs Fields From Bits ba b FHD
" Bibs, MFHDs ¢~ Bibs, MFHDs, multiple | = Cory 558 Field Frem BBt
[termns MEHD

{~ Bibs, MFHD=, POz . . Ereate one P per

[ ﬁnlebrﬁfsMF'FI:II_'sDS' rtiple r bibliographic recond
& o Ve e pdate previously r Sutamatically &pprove all

PO
Bibs, MFHDs. PO, [ :ut:::rﬁ:d FMFHD= and/ar 5

I
s [ Create PO/MEHDYJter for

ewisting Bibz

Single... | fualtiple. . |

Figure 4-15. Profiles tab options
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Table 4-22. Profiles tab options

Option Description

Single MHFD

Load Bib/Auth Only Select this option to have Bulk Import automatically load
bibliographic and authority records from the incoming MARC
data.
NOTE:

No MFHD or item records or purchase orders are created.

Bibs, MFHDs Select this option to have Bulk Import automatically load
bibliographic and MFHD records from the incoming MARC data.

Bibs, MFHDs, POs Select this option to have Bulk Import automatically load
bibliographic and MFHD records and purchase orders from the
incoming MARC data. Selecting this option causes the Order
button to become active for mapping information in the
bibliographic records to new purchase orders. See Step 7 for
more information.

Bibs, MFHDs, Items Select this option to have Bulk Import automatically load
bibliographic, MFHD, and item records from the incoming MARC
data.

Bibs, MFHDs, POs, Select this option to have Bulk Import automatically load

ltems bibliographic, MFHD, and item records and purchase orders from

the incoming MARC data. Selecting this option causes the Order
button to become active for mapping information in the
bibliographic records to new purchase orders. See Step 7 for
more information.

Single button Enter the values for:

* Loc. Field

* Loc. Subfield

* Loc. Indicator 1

* Loc. Indicator 2
The Loc. Field, Loc. Subfield, Loc. Indicator 1, and Loc. Indicator
2 fields specify which field in the incoming MARC record contains

the intended location information for the MFHD. This information
is stored in the 852 b of the newly-created MFHD record.

Multiple MFHDs
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Table 4-22. Profiles tab options

Option Description

Bibs, MFHDs, POs Select this option to have Bulk Import automatically load multiple
MFHD records and purchase orders for each bibliographic record
from the incoming MARC data.

Selecting this option causes the Order button to become active
for mapping information in the bibliographic records to new pur-
chase orders. See Step 7 for more information.

Bibs, MFHDs, multiple | Select this option to have Bulk Import automatically load multiple
ltems MFHD and item records for each bibliographic record from the
incoming MARC data.

Bibs, MFHDs, multiple | Select this option to have Bulk Import automatically load multiple
Items, POs MFHD and item records and purchase orders for each
bibliographic record from the incoming MARC data.

Selecting this option causes the Order button to become active
for mapping information in the bibliographic records to new pur-
chase orders. See Step 7 for more information.

Update previously Select this option for EOD/existing MFHD and/or item updates of
loaded MFHDs and/or | the following:
ltems  Call number

* Barcode

* ltem type

* Price

* Enum

* Chron

* Year

* Note

* |tem status

NOTE:
This option can only be used with Replace or Merge bibliographic

duplicate detection profiles (see the Rules tab, Table 4-21 on
page 4-46).

For more information regarding the process and logic with using
this option, see Processing Records with Update Previously
Loaded MFHDs and/or Items on page 4-73.
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Table 4-22. Profiles tab options

Option

Description

Multiple button

Enter the values, where needed, for Main Tag, Main Tag ind1,
Main Tag ind2, Subfield for location code, Subfield for barcode,
Subfield for item type, Subfield for enum, Subfield for chron,
Subfield for year, and Subfield for note (this is for a regular note
only and does not apply to Charge and Discharge notes).

These options specify which field/subfield in the incoming MARC
data contains the information for the item.

Select one of the following radio button options:

* Create a MFHD for each location and group items with the
same location under that MFHD

¢ Create a MFHD for each instance of a location code tag

NOTE:
The system creates two line items if you select to have separate

MFHDs for each instance of a location or one line item with
multiple copies if you select to have a single MFHD with multiple
items.

Usage example:
949%a main b 99874 th PN 567 .R45 1t book
949ta main b 99875 th PN 571 .R45 %t book
949%a bio tb 99876 th PN 584 .R45 1t book

Two MFHDs are created for this example when the first
radio button is selected (grouped by location).

Three MFHDs are created for this example when the
second radio button is selected.

Vendor Reference Number (for matching only) displays with the
Multiple button only when the Update Previously loaded MFHDs
and/or Items is checked. Use the Field, Subfield, Indicator 1, and
Indicator 2 fields to specify where the vendor reference number,
used for matching, is in the record that is being imported. The
Vendor Reference Number area dynamically displays on the Mul-
tiple MFHD dialog box when you select the Update previously
loaded MFHDs and/or Items option from the Profiles tab. The ref-
erence number is used to match the purchase order line item
information with MFHD and item record updates in the MARC
database. See Figure 4-16.
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Table 4-22.  Profiles tab options

Option Description
Single/Multiple MFHD options
Copy 852-855, 863- Select this option to enable holdings fields from the imported
878 Fields From Bibto | bibliographic record to be automatically copied into the newly
MFHD created MFHD when one of the following Bulk Import Rules is
selected:
* Single
Bibs, MFHDs

Bibs, MFHDs, POs
Bibs, MFHDs, Items
Bibs, MFHDs, POs, Items
¢ Multiple
Bibs, MFHDs, POs
Bibs, MFHDs, multiple ltems
Bibs, MFHDs, multiple Items, POs
Updated previously loaded MFHDs and/or Items

Copy 856 Field From Select this option to enable the 856 field from the imported
Bib to MFHD bibliographic record to be automatically copied into the newly
created MFHD.

NOTE:
This option is available only after the Copy 852-855, 863-878

Fields From Bib to MFHD option is selected.

Create one PO per Select this option to create one purchase order for each
bibliographic record bibliographic record.

If this options is not selected, one PO is created for each biblio-
graphic file that is imported.
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Table 4-22. Profiles tab options

Option Description

Automatically Approve | Select this option to automatically approve purchase orders when
all POs imported. This option applies to both methods of storing POs:

* One PO per bibliographic record imported
* One PO per bibliographic file imported

NOTE:
An entry is made in the log file if a PO cannot be approved. The

log entry contains the PO number and ID, and the PO is left in a
Pending status.

Create PO/MFHD/ Select this option to add MFHDs, items, and PO line items when
Item for existing Bibs the incoming bibliographic record is not added to the database,
that is, when the bibliographic record already exists.

This feature works (is active) when the bibliographic duplicate
detection profile uses the replace, add-conditional, or merge
options.

This function can help to reduce the number of identical
bibliographic records and concatenate the holdings of multiple
librarys’ items and PO line items under one bibliographic record
in the database.

NOTE:
This option enables MFHDs, Items, and PO line items to be

added even when the bibliographic record does not win the
quality hierarchy and is discarded. Also, MFHDs, ltems, and PO
line items are not added when the maximum number of duplicate
bibliographic records is detected.

NOTE:
This option cannot be used with the Update previously loaded

MFHDs and/or Iltems option.
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Multiple MFHD |

~ MFHD

Main Tag: || kain Tag ind1;
tain Tag ind2:

Subfield for lozation code:; I Subfield for barcode:
Subfield for item tpe: I Subfield for enum;

Subfield for chror; I Subfield for year:

Subfield for note;

T

Create a MFHD for each location
" and group items with zame o) !:reate € MfFHlD fnr_ Ea':hd
lacation under that MEHD Instance of a location code tag

—Yendor Feference Mumber

Field: [_ Subfield: [_ Ind1: [ Ind2 [

Save Cancel

Figure 4-16. Multiple Button Options

OPTIONAL:

7. Click the Orders button and enter the options (see Figure 4-17 and Figure 4-18)
that match your requirements to define from where to extract acquisitions data that
has been embedded into your bibliographic records and automatically convert it to
purchase orders and line items during bulk import.

See Appendix C for more information about embedded order data, and see
Table 4-23 for a description of the options available with the Orders button.
The Orders button is only active when the following is selected:
* Single MFHD area
* Bibs, MFHDs, POs
* Bibs, MFHDs, POs, Iltems
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* Multiple MFHD area

Bibs, MFHDs, POs

* Bibs, MFHDs, multiple Items, POs

Cataloging Bulk Import O e
[ Qrdes /Vendor || Price / Fund |
Order Location: |A.:|:l,|sim j Order Type: [Fm Chicer j
P Number Line Item Type
Field | Subfield [ Field: [ Subfieid | Default: [Singepat +
Ind1: [ md2z [ nd1: [ nd2 [
Yendor Wendor Beference Mumbes ~ Wendor Title
Code: [B7T ] || Field Subbeid [ Fiekd Subfieid [
Acct | =] || [ nd2 [_ nd1: [ md2 [
Piece Id Mumbes of Copies pes Line ltem
Field: [ Subfeid [ Fasld Subfieid [ Defaut 1 B
Ind1: [ a2 [ nd: [ a2 [
Motaz Imbrctions: ~ Reguester
Field: [ Subfieid [ Field Subield [ Fiekd Subfieid: [
Indl: [ nd2 [ ndl: [ nd2 [ nd1: [ Ind2 [
| Ok | Canecel |
==
Figure 4-17. Order Button Options - Order/Vendor Tab
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Cataloging Bulk Import Order Settings
Qides / Vendor |[_Bnice / Fund |
Price Eund
Fild [ Subfieid [ Fieid [ Sublield [
ndt: [ nd2 [ nd1: [ md2 [
Defa [ $0.00F Default Code: [Tax =]
Cumency:| UsD |
Ledges Mane Fiseal Peniod Marme
Field [354 Subfieid [a Fisld [958 Subfieid [b
lnd1: [ nd2 [ Indl: [ md2 [
Defouk: [cno defat selected> =) Defaut: [Rational FP =]
1]4 Cancel

Figure 4-18. Order Button Options - Price/Fund Tab

Many of the options entered or selected on the Cataloging Bulk Import Order
Settings dialog box are created/maintained in the Acquisitions configuration within
Voyager System Administration or through the Acquisitions module. Bulk Import
simply uses the options that have already been created and uses them for
importing embedded order data (EOD).

Table 4-23. Orders options

Option Description

Order/Vendor tab

Order Location Specify the Location of the order. This is the same as the (order) Site
field on the Header tab of the Purchase Order Header information in
Acquisitions.
This is a required field.
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Table 4-23. Orders options

Option Description

Order Type Specify the type of order that is to be created. This is the same as the
(order) Type field on the Header tab of the Purchase Order Header
information in Acquisitions.
This is a required field.

PO Number Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify

where the PO number is to be found in the record that is being
imported.

The PO number field is used when you have selected the Create one
PO per bibliographic record option (see Table 4-22) on the Profiles
tab.

Field, Subfield,
Indicator 1,
Indicator 2,
Default

Line ltem Type:

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the line item type is to be found in the record that is being
imported. Click the Default drop-down to select a default item type to
be used if there is no item type in the record being imported.

NOTE:
When using bulk import to create multiple items each line item may have the

same line item type or a different line item type. When the line item type is on
the same tag as the main tag for the MFHDs, each line item can have a
different line item type when using bulkimport to create multiple items for a
purchase order. If the line item type is on the same tag as the main tag,
bulkimport uses the line item type in each item of the imported bibliographic
records and places it in the line item as the line item type. If the line item type
is on a different tag than the main tag, bulkimport gives each line item the
same line item type.

This is a required field.

Vendor:
Code, Acct

Code. Use the Code field to specify the vendor code for the vendor
from whom the records came. Select the Code from the drop-down
list or click the ellipsis button to display the pop-up window (if your list
of vendors is greater than 5,000).

Acct. Use the Acct field to specify the vendor account for the vendor
from whom the records came.

This is a required field.

NOTE:
You need a different Bulk Import profile for each vendor.
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Table 4-23.  Orders options

Option

Description

Vendor
Reference
Number:

Field, Subfield,
Indicator 1,
Indicator 2

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the vendor reference number is to be found in the record that
is being imported (creating the vendor reference number initially for
later updates).

The vendor reference number is stored in the PO line item and is
used to match the purchase order line item information with MFHD
and item record updates in the MARC database. Updates using the
vendor reference number occur when you select the Create PO/
MFHD/Item for existing Bibs option (see Table 4-22) on the Profiles
tab.

The type of vendor reference number that is added is VN (Vendor
Number).

NOTE:
When using bulk import to create multiple items each line item may have the

same vendor reference number or a different vendor reference number.
When the vendor reference number is on the same tag as the main tag for
the MFHDs, each line item can have a different vendor reference number
when using bulkimport to create multiple items for a purchase order. If the
vendor reference number is on the same tag as the main tag, bulkimport
uses the vendor reference number in each item of the imported bibliographic
record and places that in the line item. If the vendor reference number is on a
different tag than the main tag, bulkimport gives each line item the same
vendor reference number.

Vendor Title:

Field, Subfield,
Indicator 1,
Indicator 2

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the vendor title is to be found in the record that is being
imported.

NOTE:

When using bulk import to create multiple items each line item may have the
same vendor title or a different vendor title. When the vendor title is on the
same tag as the main tag for the MFHDs, each line item can have a different
vendor title when using bulkimport to create multiple items for a purchase
order. If the vendor title is on the same tag as the main tag, bulkimport uses
the vendor title in each item of the imported bibliographic record and places
that in the line item vendor title. If the vendor title is on a different tag than the
main tag, bulkimport gives each line item the same vendor title.
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Table 4-23. Orders options

Option

Description

Piece ID:

Field, Subfield,
Indicator 1,
Indicator 2

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the piece ID is to be found in the record that is being imported.

This corresponds to the Starting Piece Identification field on the Type
tab of the line item in Acquisitions.

NOTE:
When using bulk import to create multiple items each line item may have the

same piece ID or a different piece ID. When the piece ID is on the same tag
as the main tag for the MFHDs, each line item can have a different piece ID
when using bulkimport to create multiple items for a purchase order. If the
piece ID is on the same tag as the main tag, bulkimport uses the piece ID in
each item of the imported bibliographic record and inserts that as the line
item piece ID. If the piece ID is on a different tag than the main tag,
bulkimport gives each line item the same piece ID.

Number of
Copies per Line
ltem:

Field, Subfield,
Indicator 1,
Indicator 2,
Default

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where copy information is to be found in the incoming record.

Enter a default number of ordered copies into the Default field to be
used if there is no copy data in the record being imported. This is the
number of copies ordered for the line item.

NOTE:
This is not the item copy number.

NOTE:
When using bulk import to create multiple items each line item may have the

same number of ordered copies or a different number of ordered copies.
When the number of ordered copies is on the same tag as the main tag for
the MFHDs, each line item can have a different number of ordered copies
when using bulkimport to create multiple items for a purchase order. If the
number of ordered copies is on the same tag as the main tag, bulkimport
uses the number of ordered copies number in each item of the imported
bibliographic record and places that in the line item as the number of copies
per line item. If the number of ordered copies is on a different tag than the
main tag, bulkimport gives each line item the same number of copies per line
item.

This is a required field.
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Table 4-23.  Orders options

Option

Description

Notes:

Field, Subfield,
Indicator 1,
Indicator 2

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where notes are to be found in the record that is being imported.

This inserts a Note for the line item on the Purchase Order.

NOTE:
When using bulk import to create multiple items each line item may have the

same note or a different note. When the note is on the same tag as the main
tag for the MFHDs, each line item can have a different note when using
bulkimport to create multiple items for a purchase order. If the note is on the
same tag as the main tag, bulkimport uses the note in each item of the
imported bibliographic record and places that in the line item note. If the note
is on a different tag than the main tag, bulkimport gives each line item the
same note.

Instructions:

Field, Subfield,
Indicator 1,
Indicator 2

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where instructions to the vendor are to be found in the record that is
being imported.

This inserts an Instruction for the line item on the Purchase Order.

NOTE:

When using bulk import to create multiple items each line item may have the
same instructions or different instructions. When the instructions are on the
same tag as the main tag for the MFHDSs, each line item can have different
instructions when using bulkimport to create multiple items for a purchase
order. If the instructions are on the same tag as the main tag, bulkimport uses
the instructions in each item of the imported bibliographic record and places
them in the line item instructions. If the instructions are on a different tag than
the main tag, bulkimport gives each line item the same instructions.

Requester:

Field, Subfield,
Indicator 1,
Indicator 2

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the requester information is to be found in the record that is
being imported.

The requester field is added to the new PO line item that is created.

NOTE:
When using bulk import to create multiple items each line item may have the

same requester or a different requester. When the requester is on the same
tag as the main tag for the MFHDs, each line item can have a different
requester when using bulkimport to create multiple items for a purchase
order. If the requester is on the same tag as the main tag, bulkimport uses
the requester in each item of the imported bibliographic record and places
that as the line item requester. If the requester is on a different tag than the
main tag, bulkimport gives each line item the same requester.
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Table 4-23.  Orders options

Option

Description

Price/Fund tab

Price:
Field, Subfield,

Indicator 1,
Indicator 2

Currency

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the price is to be found in the record that is being imported.

Enter a price into the Default field that is to be used if there is no price
in the record being imported. This is used for the list price of the line
item.

NOTE:
When entering an amount in the Default field, both dollars and cents

need to be specified. For example $10.00 versus $10.

NOTE:
When using bulk import to create multiple items each line item may have the

same price or a different price. When the price is on the same tag as the
main tag for the MFHDs, each line item can have a different price when using
bulkimport to create multiple items for a purchase order. If the price is on the
same tag as the main tag, bulkimport uses the price in each item of the
imported bibliographic record and places it in the line item price. If the price is
on a different tag than the main tag, bulkimport gives each line item the same
price.

This is a required field.

Select a currency code from the Currency drop-down list to specify
the currency of the Purchase Order.

This is a required field.
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Table 4-23.  Orders options

Option Description

Fund: Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify where

Field, Subfield, fund information is to be found in the incoming record.

Indicator 1, Click the Default Code drop-down list to select a default fund code to be used

Indicator 2 if there is no fund code indicated in the record being imported. The drop-
down list is a summary of all fund codes created in Acquisitions as defined by
your institution.

Default Code NOTE:

When using bulk import to create multiple items each line item may have the
same fund code or a different fund code. When the fund code is on the same
tag as the main tag for the MFHDs, each line item can have a different fund
code when using bulkimport to create multiple items for a purchase order. If
the fund code is on the same tag as the main tag, bulkimport uses the fund
code in each item of the imported bibliographic record and places it in the line
item fund code. If the fund code is on a different tag than the main tag,
bulkimport gives each line item the same fund code.

The fund code from the incoming record must be valid (an exact match of
what is stored in Acquisitions) or the default code is used.

A IMPORTANT:
When fund code information is provided to a vendor for EOD

purposes, be certain to specify the case that is used (upper-, lower-,
or mixed-case) to insure that the intended fund code is used when
the data is imported.

This is a required field.

NOTE:

Voyager uses the fund code in combination with the ledger value (determined
by location code/site) to determine if a line item is to be added to a purchase
order. If there is no match or two or more funds match the criteria given,

Bulklmport logs an error message and does not load the incoming line item.

The order location and the fund code must be selected in the same ledger.
See the Locations tab in the Ledger section of the Acquisitions module. If
these are not properly selected, the line item is not added to the purchase
order; and there is an error logged to the Bulkimport log. (The bibliographic
record, however, is added to the database but not the purchase order.)

The same fund code may be applied to the same fund in different ledgers
with different fiscal periods. Bulkimport applies the most recent fund code,
the fund code with the most current fiscal period.
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Table 4-23. Orders options

Option

Description

Ledger Name:

Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
where the ledger name is to be found in the record that is being

Field, Subfield, imported
Indicator 1, '
Indicator 2, Select a ledger from the Default drop-down list that is to be used if
Default there is no ledger name in the record being imported.
Make sure the Ledger Name you select contains the Default Code
selected in the Fund area.
NOTE:
When using bulk import to create multiple items each line item may have the
same ledger name or a different ledger name. When the ledger name is on
the same tag as the main tag for the MFHDs, each line item can have a
different ledger name when using bulkimport to create multiple items for a
purchase order. If the ledger name is on the same tag as the main tag,
bulkimport uses the ledger name in each item of the imported bibliographic
record and uses that for the line item ledger name. If the ledger name is on a
different tag than the main tag, bulkimport gives each line item the same
ledger name.
Fiscal Period: Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify
Field, Subfield. yvhere the fiscal period is to be found in the record that is being
Indicator 1, imported.
Indicator 2, Select a fiscal period from the Default drop-down list that is to be
Default used if there is no fiscal period specified in the record being imported.

The fiscal period must match the fiscal period of the default Fund
selected. The purpose of this field is for overlapping fiscal periods.

8. Click the Item Type tab (for Single MFHD profiles only).

NOTE:

You only need to specify Item Type options when creating item records using one
of the Single MFHD profile options.

Result: The Item Type dialog box opens. See Figure 4-19.
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-Edit Bulk Impaort Bule;

Rule Hame ] Rules ] Prafiles I Item Type I i apping I Barcode I [kem Information I

Indicator 1 | Indicatar 2 | Field Subfield
a &dd
tadify
ja
Pricrity Bemove

B

Figure 4-19. Item Type tab

9. Click Add and enter the options that match your requirements to define the
indicators, fields, and subfields in the incoming MARC bibliographic record that are
checked for item type information. See Table 4-24 for a description of available
options on the Item Type tab.

Result: The Item Type tab component of the new Bulk Import Rule is complete.

Table 4-24. Item Type tab options

Option Description

Field Specify the field to be checked in the incoming
record.

Subfield Specify the subfield to be checked in the incoming
record.

Indicator 1 Enter a numeric value 0 -9. Enter an underscore ()

to indicate a space. Use the asterisk (*) as a wild-
card character which means that any value is
acceptable.

Indicator 2 Enter a numeric value 0 -9. Enter an underscore ()
to indicate a space. Use the asterisk (*) as a wild-
card character which means that any value is
acceptable.
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10.

NOTE:
You must have an item type hierarchy defined if the item type information in the
incoming MARC records can be found in multiple fields.

Use the up and down arrows to arrange the item type hierarchy in the proper
order. The hierarchy defines which field is searched first in the incoming record for
the item information. If it is not found in the first field of the hierarchy, the system
searches the second field specified in the hierarchy.

Click the Mapping tab. (Options specified on the Mapping tab are used when
creating holdings records.)

NOTE:
You only need to specify Mapping options when creating MFHD (holdings)
records with either the Single MFHD or Multiple MFHD profile options.

Result: The Mapping dialog box opens.

~Hew Bulk Import Flue:

Aue Mame | Rules | Profies | |hsmTEarmcla | ltem Information |

MARC lbem | ltem Type  MARC Loc | Location

Clrcers

Figure 4-20. Bulk Import Rule Mapping Tab
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11. Click Add and enter the options that match your requirements to create a hierarchy
for location and item information within the imported records.

Cataloging Bulk Import Mapping Settings

MARC Item Type:

MARC Location Code:

Yopager ltem Type: |‘I day reserve ibem j

Yoyager Location: |.-'-‘-.|:|:| Fluz j

Call Humber Hierarchy:

Cancel |

Figure 4-21. Bulk Import Rule Mapping Tab Settings

See Table 4-25 for a description of available options in the Cataloging Bulk Import
Mapping Settings dialog box accessed from the Add or Modify actions on the
Mapping tab.

Result: The Mapping tab component of the new Bulk Import Rule is complete.

Table 4-25. Mapping tab options

Option Description

MARC Item Type Enter the item type such as book, map, periodical, or
video which appears as a text string in the incoming
MARC records. Specify an asterisk in this field to
indicate that a record in Voyager should be created
even if there is no data in this field from the incoming
record.

MARC Location Code Enter the location type such as reference, reserve,
or periodical which appears as a text string in the
incoming MARC records. Specify an asterisk in this
field to indicate that a record in Voyager should be
created even if there is no data in this field from the
incoming record.
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Table 4-25. Mapping tab options

Option Description

Voyager Item Type Select the Voyager item type from the drop-down list
to which you want the MARC Item Type mapped.
You must have selected one of the options on the
Rules tab that creates item records in order to suc-
cessfully import item information.

Voyager Location Select the Voyager location from the drop-down list
to which you want the MARC Location information
mapped. You must have selected one of the options
on the Rules tab that creates MFHDs to successfully
import location information.

Call Number Hierarchy | The Bulk Import program uses the selected Call
Number Hierarchy to pull call number information
from the incoming MARC record and add it to the
new 852 holdings record in the th and fi subfields.
You must have at least one Call Number Hierarchy
defined in Cataloging - Call Number Hierarchy to
make a selection in this field. You must have
selected one of the options on the Rules tab that
creates MFHDs to successfully import call number
information.

NOTE:

The Mapping tab must have a default setup identifying a mapping that contains
an asterisk (*) in the MARC Item Type and MARC Location fields as one of the
options in the hierarchy when using one of the options that creates a MFHD or
item. This entry in the hierarchy list is required for times when the Bulkimport
program cannot find the appropriate data from the incoming MARC record to map
into the Voyager record. The asterisk acts as a wildcard that causes the
Bulklmport program to create a record using the Voyager options specified.
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Euhit Bl Import Fude: -
Fiule Mame I Rules | Prafiles | |tem Type |Eﬂm| Barcode | Ibem Infoemation |
P

Eml Cancel

Figure 4-22. Bulk Import Rule Default Mapping Setting with Asterisks

It is best that this entry reside as the last entry in the hierarchy guaranteeing an
item type and location entry if all other mapping choices in the hierarchy fail. The
Bulk Import program processes the hierarchical listing starting with the first entry
in the list and working through the list sequentially until it finds a match.

A MPORTANT:
If you are using a rule that creates multiple MFHDs and you're creating
MFHDs for multiple locations, be sure that you have mapped each MFHD
location in the Mapping tab. For any location not mapped, MFHDs are
created only for the default location.

12. Click the Barcode tab (for Single MFHD profiles only).

NOTE:
You only need to specify Barcode options when creating item records via
Bulklmport and the incoming bibliographic records have barcode data.

Result: The Barcode dialog box opens. See Figure 4-23.
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‘Edit Bulk: Import Bule:

Indizator 1 | Indicator 2| Field Subfield
a Add
Fdadify
1
Pricrity Bemove

B

Figure 4-23. Barcode tab

13. Click Add and enter the options that match your requirements to define the
indicators, fields, and subfields that identify the location of barcode information in the
incoming MARC record. See Table 4-26 for a description of available options on the
Barcode tab.

Result: The Barcode tab component of the new Bulk Import Rule is complete.

Table 4-26. Barcode tab options

Option Description

Field Specify the field to be checked in the incoming
record.

Subfield Specify the subfield to be checked in the incoming
record.

Indicator 1 Enter a numeric value 0 -9. Enter an underscore ()

to indicate a space. Use the asterisk (*) as a wildcard
character which means that any value is acceptable.

Indicator 2 Enter a numeric value 0 -9. Enter an underscore ()
to indicate a space. Use the asterisk (*) as a wildcard
character which means that any value is acceptable.

14. Click the Item Information tab (see Figure 4-24) and enter the item options to
match your requirements. See Table 4-27 for a description of the Item Information
tab options.
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Item Statuzes to add

Fule Mame | Rules | Profiles | ltem Type | Mapping | Barcods | lbem Information |

t agnetic Media [Single item)]

[ At Bindery Field: |_ Subfield [_  Ind1: |_ Ind2 [_
[T Cataloging Rewview
[ Circulation Feview Walue ta match: |
| Damaged Default iz M. When value matches, set to 'y,
[ InProcess
[ Lost - Library Applied Sengitize [Single item]
™ Missing Field: |_ Subfield |_  Ind1: [_ Ind2 [_
[ Withdrawn
Walue to match: |
Copy Murnbers... Default iz . When value matches, set to M.
Figure 4-24. Item Information tab
Table 4-27. Item Information tab options
Option Description
ltem Select one or more of the following options to specify the status for the item
statuses to | created:
add * At Bindery

¢ Cataloging Review

¢ Circulation Review

¢ Damaged

* In Process

* Lost - Library Applied
* Missing

*  Withdrawn

Item Statuses.

See the Voyager Cataloging User’s Guide, the Voyager Circulation User’s
Guide, and/or the Voyager WebVoyage User’s Guide for a discussion about
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Table 4-27. Item Information tab options
Option Description
Copy Use this function to open the Cataloging Bulk Import Copy Numbering Settings
Numbers dialog box (see Figure 4-25) to configure how to specify copy numbers for items

being created using bulk import. This dialog box has the following components:
® Use Copy Number From
* |If Copy Number Not Present in Incoming Record or Not Specified
Above (in the Use Copy Number From section)

The default configuration setting (Single Copy=0; Multiple Copy=1, 2, 3) is for pre-
Voyager 9.1 functionality where the copy number defaults to zero when one copy/
item is created; and when multiple copies/items are created, the copy number
defaults to starting with the number one as in copies numbered 1, 2, and 3 for three
new copies.

The other configuration options enable you to:

* Specify a field, subfield, indicator 1, and/or indicator 2 (minimally field and
subfield) to map/match incoming records with existing records to use the
subfield’s copy value in the item created.
For cases where the specified MARC tag is repeated (and the MARC tag for
the copy number is different from the MARC tag for the MFHD/item) but there
are not enough copy number tag/subfield values for all the items to be
created, the system uses the copy number/subfield information available;
and for the remaining items to be created, it switches to the If Copy Number
Not Present configuration setting to determine what to specify for an item’s
copy number.
For cases where the specified MARC tag is repeated (and the MARC tag for
the copy number is the same as the MARC tag for the MFHD/item) but there
are not enough copy number tag/subfield values for all the items to be
created, the system uses the copy number/subfield information available;
and for the remaining items to be created, it uses 0 for the item’s copy
number. (Setting the MARC tag for the copy number in the bulk import profile
to be the same MARC tag as specified for the MFHD/item is the most ideal,
best practice to use.)
For cases where there is no matching field in the incoming record, the
matching field’s value is not numeric, or no copy number fields are specified,
the system uses the configuration setting specified in the If Copy Number
Not Present in Incoming Record or Not Specified Above section.

* Specify a start number for sequentially numbering multiple copies.

* Specify a single number, the same number for all copies.

For multi-volume sets, see the following example.

If you are using the 749 field to map item information and you are importing a two-
volume set with each volume to have separate item records but the same copy num-
ber, you can 1) supply the copy number in the 749 $a if the Use Copy Number
From field is set to Field=749, Subfield=a, Ind 1=7, Ind 2=8; or you can 2) set up If
Copy Number Not Present in Incoming Record or Not Specified Above with
Number All Copies selected. MFHD rules determine if multiple MFHDs are created
for each instance of the location or if multiple copies and volumes are grouped under
the same MFHD.
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Table 4-27. Item Information tab options

Option Description

Magnetic Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify where

Media the magnetic media alert condition is to be found in the record that is being
imported.

For the Value to match option, specify the content in the incoming record
upon which the system should check for a match. For example, you may
specify the content of CD in the location field.

When the imported content matches the content specified for this option, the
system sets the magnetic media flag in the database to Y (yes). Refer to the
Cataloging User’s Guide for additional information regarding magnetic
media alerts.

NOTE:
This option is for use with Single MFHD (Profiles tab) import rules only.

Sensitize Use the Field, Subfield, Indicator 1, and Indicator 2 fields to specify where
the sensitize alert condition is to be found in the record that is being
imported.

For the Value to match option, specify the content in the incoming record
upon which the system should check for a match. When the imported
content matches the content specified for this option, the system sets the
sensitize flag in the database to Y (yes). Refer to the Cataloging User’s
Guide for additional information regarding sensitize alerts.

NOTE:
This option is for use with Single MFHD (Profiles tab) import rules only.
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Cataloging Bulk Import Copy Murmbering Settings

Idze Copy Number From:

Field: [| Subfield:; |_
Ind 1 |_ Ind 2: |_

[f Copy Murnber Mat Prezent in Incoming Record or Mot Specified Above
* Single Copy = 0; Multiple Copy =1, 2, 3...

(" Sequentially number copies starting with | 0

" Mumnber all copies |0

ak. Cancel |

Figure 4-25. Cataloging Bulk Import Copy Number(s) Configuration
15. Click Save or click Cancel.

Result: This saves or cancels the entire Bulk Import Rule.

NOTE:

When you save a Bulk Import Rule, the system checks for complementary options
that need to be selected. If those are absent, a pop-up window opens with one or
more messages, and you are prevented from saving the rule. See Figure 4-26 for
the messages that display when you have an error in the complementary
selections that you need to make.
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Yoyager System Administration

"'_-. The following needs to be carrected before wou are allowed ko complete the save,

. « \When "Update previously lnaded MFHDs and Items" is selected, then you musk
use a REPLACE or MERGE bib dup detection profile
+ When adding MFHDs or Ikems, vou musk have a Mapping bype entry of * For
rarc Itern and * For Marc location,
* '-.-e.-'hc?n adding P25, wou musk specify a Wendor and a default Fund
ode,

« \When one of the Mulkiole MFHDUTtems options is selected, the kag and location on
the "Multiple” pop-up must be Filled in.

Figure 4-26. Possible Pop-up Error Messages with Save

Processing Records with Update Previously Loaded
MFHDs and/or Items

With the Update previously loaded MFHDs and/or Items option (see Figure 4-15),
designed to enhance EOD processing, bulk import automatically updates multiple
MFHD and item records for each bibliographic record from the incoming MARC
data for previously loaded MFHDs and items. For the system to do this, it uses the
following methods for matching records to be updated:

e Matching Bibliographic Record and PO Information
¢ MFHD Location Matching

And you must use a bibliographic duplicate detection profile that is set to Replace,
Merge, or Bi-Directional Merge.

The prerequisites for using this option are:

* A PO and line item must have been created for the bibliographic record,
either with bulk import or manually

* A vendor reference number must be added to the PO line item in the
Vendor Reference Number (see Figure 4-27), either with bulk import or
manually

* A holdings (MFHD) record must have been created for the bibliographic
record for the location of the to-be-updated item or MFHD, attached to the
PO
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* |If items are to be updated, the items must be attached to the PO, too, with

the same location as the location for the incoming item information

NOTE:
Location in the item cannot be updated.

Froblems I Claims I Froperties I
Deliveny Optionz I Motez I Qrder I Payrment Higtany I Beceive
Bib Record I Price I Copies/Fundz I Copy Status I Type
Line ltemn Type: ISingIe Part j
— Single Part

Piece [dentification: I

Yendar Title #:

Wendaor Beference Humber

Wendor's arder nurmber [W)

BTREFO313

Figure 4-27. Acquistions - PO Vendor Reference Number

Matching Bibliographic Record and PO Information

The matching conditions are:

* An incoming bibliographic record must match a bibliographic record in
database, that is, bibliographic duplicate detection succeeds. If no

matching bibliographic record is found, the incoming bibliographic record is

not added

* Arecord in the database must have a PO and a line item. If there is no PO

and line item found, loading the incoming record fails.
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A PO line item must have a vendor refernce number (see Figure 4-27) that
is an exact match for the vendor reference number in the incoming
bibliographic record. If there is no match, loading the incoming record fails.

If any of the above fail, the bulk import log is updated with a description of the

failure.

MFHD Location Matching

With this matching method, MFHDs and items are checked in the following
manner:

The location in the incoming record is evaluated against the location
mapping identified on the item type Mapping tab of bulk import. The
mapped item location is compared to the item location of the item in the
database.

If the mapped location matches a MFHD associated with the bibliographic
record/PO line Item (like the matching in Matching Bibliographic Record
and PO Information on page 4-74), the MFHD can be updated. If not, an
error is written to the bulk import log.

If there are multiple locations in the incoming file, all incoming locations
must match all MFHDs attached to bibliographic record/PO line items.

NOTE:

Remember to select the Create a MFHD for each location
and group items with same location under that MFHD or
Create a MFHD for each instance of a location code tag

option (see Figure 4-16).

If there are no items in the database for the bibliographic record, the
system proceeds to create items for the record making certain to assign
items to the appropriate MFHD by location.

If there are items in the database for the bibliographic record which fall
under the matched PO line and MFHD location(s), the option (see
Figure 4-16) for the number of items that would potentially be created for
each location of the matched PO line is checked.

If the number of potential items for each location matches the actual
number of items in the database for each location, this is a successful
match; and the system updates those items. If there is not a successful
match, no change is made and an error is written to the bulk import log.

IMPORTANT:

If an item update fails, any MFHD updates that happened are not undone.
The MFHD updates are completed before the system processes the item
updates.
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What Can Be Updated?

If a proper match is found for a bibliographic record (a PO line item and the MFHD
location), the system can update a MFHD attached to the PO line item. The only
field that can be updated on the existing MFHD is the call number.

NOTE:
It is not possible to add a MFHD for a previously created PO line item.

For item records, the following fields can be updated (see Figure 4-16 and
Figure 4-24):

* Barcode

* ltem type

* Item status

* Enumeration

* Chronology

* Year

* Note field (regular note only)

NOTE:
These options are only available when you use a Multiple MFHDs profile for bulk
import.

Call Number Change

Example:

4-76

Optionally, the call number can be updated using the Update previously loaded
MFHDs and/or Iltems option. To accomplish this change, you need to specify
where the call number is by specifying the call number hierarchy.

To give the MFHD a new call number, put the new call number information into a
bibliographic tag in the incoming bibliographic record with the location matching
like:

949 11 ACQ th PN56 ti .B345
999 v POmatchNo

The match is on the 999 v, and you want what is in the th and i to go into the
852 th and #i in the MFHD.
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To specify in the bulk import profile where your call number is, use the Mapping
tab; and from the Call Number Hierarchy drop-down list option, select the call
number hierarchy profile that you have created for this purpose.

Duplicating Bulk Import Rules

Procedure 4-4, Duplicating Bulk Import Rules, describes the steps to duplicate a
bulk import rule.

Procedure 4-4. Duplicating Bulk Import Rules

1. Click Cataloging on the vertical listbar.

Result: The Voyager System Administration cataloging options open. See
Figure 4-1.

2. Click Bulk Import Rules.

Result: The Cataloging - Bulk Import Rules dialog box opens. See Figure 4-28.
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;_":.__'lul'urager System Administration
File Functions Help

ﬁ‘gﬁ'g:if Cataloging - Bulk Import Rules
Cataloging Codes | MNames
CF3g51vy CF38517 create itenns
CaMD OCLEConditional Edit
DFST Training e
EQD EQD Test Duplicate

GDC_E AU  GDCEBIE AUTH Import Rule
GOC_MFHD  GDC MFHD Import Fule
ITLEH Interleaved Bibs-Holdings x| Lelte

Duplicate Detectio....

Bulk, Import Bules

Figure 4-28. Cataloging - Bulk Import Rules

3. Select the bulk import rule to be duplicated from the list of available rules that have
already been created, and click Duplicate.

4. Enter the code and name for the new (duplicate) rule.
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Cataloging - Bulk Import Rules

Codes | Mames

BlaDD Bulk Impart Add Cond SMB
cf129269 cf1 29269 delete holdings
CFa4451 CF54451

CFI8e17 CFI8517 create itemsz
COMND O CLCConditianal

Training rule
EQOD ECD Test

— Edit Bulk Import Bule:

Rule Mame I Fules I Prafiles ] Itern Tupe ] b4 apping ] Barcode ] [te

Code: I

Hame: I

Figure 4-29. Duplicate bulk import rule

OPTIONAL.:
5. Make changes to the duplicate bulk import rule.

6. Click Save.

Call Number Hierarchy

The Call Number Hierarchy options in Voyager System Administration allow you
to specify where in the record to pull call number information to place in the MFHD
852. Configuring a Call Number Hierarchy is required.

Creating Call Number Hierarchy

Procedure 4-5, Creating Call Number Hierarchy,” shows how to create a Call
Number Hierarchy.
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Procedure 4-5. Creating Call Number Hierarchy

1. Click Cataloging on the vertical listbar.

Result: The Voyager System Administration cataloging options display. See
Figure 4-1.

2. Click Call Number Hierarchy.

Result: The Cataloging - Call Number Hierarchy dialog box opens. See
Figure 4-30.

A voyager System Administration : =101 %]

File Functions Help

Acquisitions
Call Slips
Cataloging

Cataloging - Call Number Hierarchy

Codes [ Names [«] Mew
Codoc Codoc

Dewey Dewey Edit |
LC J

Library of Congress

HLM HLM
Oidv'ale 0ld v'ale = Delete |

Circulation
OPALC Configuration

Search
Security
Syztem

|Eataloging: Call Mumber Hierarchy | 2Z43PM 2

Figure 4-30. Cataloging - Call Number Hierarchy

3. Click New.

Result: The New Call Number Hierarchy options display. See Figure 4-31.
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22 Yoyager System Administration : I [ 3

File Functions Help

Acquisitions
Call Slips

Cataloging - Call Number Hierarchy

Cataloging

| Mames [=] Hew |

— Mew Call Mumber Hierarchy:
Hierarchy I Call Humber I

Codoc

Drewey J Edit |

Library of Congress

NLM
Oid Yale 5 Delete |

Code: ||

Mame: |

Call Mumber Type: ILibrar_l,l of Congress j

I~ Use as Default

Circulation

OPAL Configuration

Save I LCancel

Search
Security
System

| Cataloging: Call Mumber Hierarchy

[ 251FPM

Figure 4-31. Call Number Hierarchy tab options

Enter the Hierarchy tab options that match your requirements. See Table 4-28 for

a description of avai

lable options on the Hierarchy tab.

Result: The Hierarchy tab component of the New Call Number Hierarchy is

complete.

Table 4-28. Hierarchy tab options

Option Description

Code Enter an abbreviated name (code) that identifies the
Call Number Hierarchy being defined.

Name Enter a name that indicates the type of Call Number

Hierarchy being defined.

Call Number Type

Specify the call number type such as Library of Con-
gress, Dewey Decimal, or NLM Classification.

Use as Default

Select this option to indicate if you want the hierar-
chy being defined to be used as the default.

Ex Libris Confidential 4-81



System Administration User’s Guide

5. Click the Call Number tab.

Result: The Call Number tab options display. See Figure 4-32.

A voyager System Administration . =101 %]

File Functions Help

Arquizits - = T
S “atalc “all Number Hierarchy
Call Slips 2
Loloig Codes Mames 7 e
Dewey Dewey Edit |
LC Library of Congress J
MLM HLM
Ol ale 0ld v ale = Delete |

— Edit Call Mumber Hierarchy:
Hierarchy

Cutter-SubFld dd

B

Priarity

-

Todify

i els

Eemove

Circulation Save I Cancel

OPFAC Configuration
Search

Security
Syztem

Cataloging: Call Mumnber Hierarchy 326PM g

Figure 4-32. Call Number tab

6. Enter the Call Number tab options that match your requirements. See Table 4-28
for a description of available options on the Call Number tab.

Result: The Call Number tab component of the New Call Number Hierarchy is
complete.

Table 4-29. Call Number tab options

Option Description

Indicator 1 Enter a numeric value 0 -9. Enter an underscore (_)
to indicate a space. Use the asterisk (*) as a wild-
card character which means that any value is
acceptable.
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Table 4-29. Call Number tab options

Option Description

Indicator 2 Enter a numeric value 0 -9. Enter an underscore ()
to indicate a space. Use the asterisk (*) as a wild-
card character which means that any value is
acceptable.

Field This option specifies the Cataloging field where the
system looks in the bibliographic record for the call
number.

Subfield Enter the classification number, holdings record 852
th.

Cutter Subfield Enter the item number, 852 fi.

Use the up and down arrows to arrange the Call Number tab hierarchy in the
proper order. The hierarchy defines which field is searched first in the incoming
record for the call number information. If it is not found in the first field of the
hierarchy, the system searches the second field specified in the hierarchy.

NOTE:

Bulk Import: If a bibliographic record contains multiple instances of the call
number information specified on the Call Number tab (for example, more than one
090 fa), it adds the call number information listed last to $h and %i of the MFHD.

NOTE:

Cataloging: If a bibliographic record contains multiple instances of the call
number information specified on the Call Number tab (for example, more than one
090 fa), it adds the call number information listed last to $h and %i of the MFHD.
In addition, the indicators are also considered (see example below), and where
there are multiple occurrences of 050 * 4, for example, the last occurrence is
used.

050 * 4 ta tb
050 * 0 ta tb
050 * * ta tb

Click Save or click Cancel.
Result: This saves or cancels the Cataloging Call Number Settings.
Click Save or click Cancel.

Result: This saves or cancels the entire Call Number Hierarchy.

Ex Libris Confidential 4-83



System Administration User’s Guide

Creating MFHDS

Example:

4-84

The Cataloging module does not create an 852 field if a MFHD template is used
which already contains an 852 field as part of its definition. This is because the
system assumes that you do not want to overwrite your template information.

The following describes the process that determines the 852 field of the holdings
record.

* When you choose a Holdings/Item default location in Session Defaults and
Preferences in the Cataloging module, the Classification Scheme default is
associated with that location (set up in the System Administration module
in the Cataloging — Policy Definitions > Locations tab).

* The system uses the Call Number hierarchy that matches the Classification
Scheme for the Holdings/Item default location.

If you login to the Cataloging module and your Cataloging location is Library of
Congress Cataloging, your Cataloging Group is defined as well as the location
available with that Cataloging group. And you further do the following:

1. Set Holdings/ltem default location to Science Reserve.
2. Set the Classification Scheme Default to Library of Congress
3. Set your Import/Replace file to Add Unconditional.
4. Create a holdings record from a bibliographic record.
The system looks for any Library of Congress call number types in the Call

Number hierarchy associated with the ADDCOND Import/Replace profile defined
in System Administration and uses the following logic.

¢ |f no match is found, the system brings up a MFHD record with the location
Science Reserve included as the subfield b.

* |f a match is made, the call number information is added as subfield h and
subfield i (along with the location Science Reserve in subfield b).

If a bibliographic record contains multiple instances of the call number information
specified in the Call Number hierarchy (for example, more than one 090 $a), it
adds the call number information listed last to subfield h and subfield i of the
MFHD.
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Policy Definitions

Each library has one or more departments responsible for cataloging and
classifying items for various locations within the library and for creating authority
records for database quality assurance. Any department with this kind of
responsibility should be defined in a cataloging policy group that specifies the
locations for which it performs such tasks.

Cataloging - Policy Definitions provides the options to define the locations and
characteristics of a cataloging policy group.

Creating Cataloging - Policy Definitions

Use the following to create Cataloging - Policy Definitions.

Procedure 4-6. Creating Cataloging - Policy Definitions

1. Click Cataloging on the vertical listbar.

Result: The Voyager System Administration cataloging options display. See
Figure 4-1.

2. Click Policy Definitions.

Result: The Cataloging - Policy Definitions dialog box opens. See Figure 4-33.
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2 Yoyager System Administration 100 x|
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Figure 4-33. Cataloging - Policy Definitions
3. Click New.

Result: The New Policy Definition options display. See Figure 4-34.
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Figure 4-34. New Policy Definition options

Enter the Name on the Policy tab for the new policy definition. Name can be up to
40 characters in length (uppercase and lowercase alphanumeric characters,
punctuation, and spaces).

Result: This name identifies the policy definition that you are creating.

Click the Locations tab.

Result: This displays the location options for the new policy definition. See
Figure 4-35.
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Figure 4-35. New Cataloging - Policy Definitions Locations tab options

6. Enter the options on the Locations tab that match your requirements. See Table 4-
30 for a description of available options on the Locations tab.

Result: This completes the locations portion of the setup for a new cataloging

policy group definition.

Table 4-30.

New Cataloging - Policy Definitions Locations tab options

Options Description

Available/Selected
Locations

Select a location from the Available Locations list using the > but-
ton to move it to the Selected Locations list. Use Shift + Click to
highlight multiple locations in the Available Locations list and the
>> button to move multiple highlighted locations to the Selected
Locations list. Only locations that have not already been assigned
to a cataloging policy group display in the Available Locations list.

Use the < and << buttons to remove locations from the Selected
Locations list.

For each location selected, specify one or more of the following
options:

4-88
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Table 4-30. New Cataloging - Policy Definitions Locations tab options

Options Description

Routing Location Select this option to have the system prompt the circulation operator
to print a routing slip whenever an item from the selected location is
discharged.

Use this option for any location where items should be treated differ-
ently from other items for resolving purposes.

(r) displays next to the location name in the Selected Locations list
when the location is defined as a Routing Location.

Cataloging Loca- Select Cataloging Location for a location where cataloging work is
tion actually performed. At least one location in the cataloging policy
group must be defined as a Cataloging Location.

(c) displays next to the location name in the Selected Locations
list when the location is defined as a Cataloging Location.

Classification Select a Classification Scheme Default to have the system auto-
Scheme Default matically set values in the MARC holdings record for that scheme
when the location in the Selected Locations list is chosen in the
Cataloging client module.

Other NUC Code Enter an Other NUC Code if the selected location has an NUC
code other than the one defined for all the selected locations.

The system automatically uses the Other NUC Code for any item at
the selected location when exporting records.

Initial Default Type | Select the Initial Default Type that the system is to automatically
enter as the item type value in the MARC item record.

The Initial Default Type is only used when the selected location is
chosen after logging into the Cataloging module. The Initial Default
Type value can also be changed in Session Preferences within the
Cataloging module.

7. Click the Default Policies tab.

Result: This displays the Default Policies tab options for the new policy
definition. See Figure 4-36.
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Figure 4-36. Default Policies tab

8. Enter the options on the Default Policies tab that match your requirements. See
Table 4-31 for a description of available options on the Default Policies tab.

Result: This completes the Default Policies tab portion of the setup for a new
cataloging policy group definition.

Table 4-31. Default Policies tab options

Option Description

NUC Code Enter the NUC Code that applies to all of the
Selected Locations when exporting records.

Available/Selected Call | Select a call number hierarchy from the Available

Number Hierarchies Call Number Hierarchies list using the > button to
move it to the Selected Call Number Hierarchies
list.

Use the < button to remove a location from the
Selected Call Number Hierarchies list.

9. Click the Duplicate Detection tab.
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Result: This displays the Duplicate Detection tab options for the new policy
definition. See Figure 4-37.

A voyager System Administration . =llx]
File Functions Help

Acquisitions
Call Slips
Cataloging

Cataloging - Policy Definitions

Policy Names &

Edit

[

Delete

—Mew Policy Definition:
Folicy ] Locations I Default Policies ] Duplicate Detection I

Available Bib Dup Profiles

Bulk Impart

OCLCReplace
OCLEUnconditional
RLINConditional

Call Hurnber Hierarchy

Awvailable Autharity Dup Profiles ority Dup Profiles
tiohal

Circulation
OPAL Configuration
Search

Security
System

|Cataloging: Palicy Definitions | 315PM 2

Figure 4-37. Duplicate Detection tab

10. Enter the options on the Duplicate Detection tab that match your requirements.
See Table 4-32 for a description of available options on the Duplicate Detection
tab.

Result: This completes the Duplicate Detection tab portion of the setup for a
new cataloging policy group definition.

Table 4-32. Duplicate Detection tab options

Option Description

Available/Selected Bib | Select a bibliographic duplicate profile from the
Dup Profiles Available Bib Dup Profiles list using the > button to
move it to the Selected Bib Dup Profiles list.

Use the < button to remove a bibliographic duplicate
profile from the Selected Bib Dup Profiles list.
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Table 4-32. Duplicate Detection tab options

Option Description

Available/Selected Select an authority duplicate profile from the Avail-
Authority Dup Profiles able Authority Dup Profiles list using the > button
to move it to the Selected Authority Dup Profiles
list.

Use the < button to remove an authority duplicate
profile from the Selected Authority Dup Profiles
list.

11. Click Save or click Cancel.

Result: This saves or cancels the New Policy Definition for Cataloging - Policy
Definitions.

RDA Toolkit

The RDA Toolkit options provide the capability to configure your system to work
with the RDA Toolkit online subscription service. The Voyager System
Administration options for RDA Toolkit enable you to configure:

* An institution user name and password
* The base URL for accessing the RDA Toolkit

Configuring RDA Toolkit

Use the following to configure RDA Toolkit.

Procedure 4-7. Configuring RDA Toolkit

1. Click Cataloging on the vertical listbar.
Result: The Voyager System Administration cataloging options display.
2. Click RDA Toolkit.

Result: The Edit RDA Toolkit Options display.
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3. Select Enable RDA Toolkit Links.
Result: The remaining fields on the display become active.

4. Enter the institution-level user name and password.
If your institution is using IP authentication or user-level user names and
password, leave these fields blank and enter the user-level (Cataloging operator)
user name and password information in the Cataloging module on the RDA Toolkit
tab in Session Defaults and Preferences.

5. Enter the base URL.
This is a required field if you have selected Enable RDA Toolkit Links.
The fixed portion of the base URL is:
http://access.rdatoolkit.org/?encode=marcé&rec=
The variable portion of the URL is supplied by Voyager dependent on the position
of the cursor when editing a MARC record. Refer to the description of the RDA

Toolkit option in the Edit menu in the Cataloging User’s Guide.

6. Click Save.
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Circulation Configuration

Introduction

In Voyager all Circulation activity occurs within the context of a Circulation Cluster.
Sites will have at least one Circulation Cluster.

A Circulation Cluster is a group of Patron Groups and Circulation Policy Groups.
By extension, the cluster also contains the patrons belonging to those Patron
Groups, the items with locations belonging to the Circulation Policy Group, and
the Circulation Policy Matrices associated with the Circulation Policy Group (see

Figure 5-1).

/ Circulation Cluster \

Circulation
Folicy Group

Circulation Palicy
Mogtrix

Patron Groups

o

Figure 5-1. Circulation Cluster
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A Circulation Policy Group is a set of locations and policies that are applied to
patron groups. The locations include both the circulation desks and the shelving
locations.

The policies attached to a Circulation Policy Group are policies that are in effect
for a patron group regardless of the item type involved in a circulation transaction.
Many of these policies involve the block points for patrons, such as the maximum
number of items a patron can borrow.

An item belongs to a Circulation Policy Group if it is shelved in one of the locations
in the Circulation Policy Group.

The Circulation Policy Matrix associates a specific Patron Group and a specific
Item Type with a set of policies. Each Circulation Policy Group is associated with a
set of Circulation Policy Matrices. The policies in the Circulation Policy Matrices
are rules for circulation transactions between specific patron groups and specific
item types.

Purpose of this Chapter

This chapter explains how to configure the Circulation section of the System
Administration module allowing sites to define their circulation practices and
policies. This section discusses the following:

* Overview of Circulation.
¢ Edit a Circulation Cluster in the Cluster Maintenance workspace.
* Create/Edit Circulation Calendars in the Calendars workspace.

* Set up/Edit Miscellaneous Circulation Features in the Miscellaneous
workspace

* Create/Edit Patron Groups in the Patron Groups workspace.

* Create/Edit Circulation Policy Definitions in the Policy Definitions
workspace.

* Create/Edit Request Groups in the Request Groups workspace.

¢ Create/Edit Patron Group Mappings (if using Universal Borrowing) in the
Patron Group Mappings workspace.

* Create/Edit UB Policy Definitions (if using Universal Borrowing) in the UB
Policy Definitions workspace.

A MPORTANT:
This section discusses how to configure circulation for a database with a
single Circulation Cluster. See the Voyager Circulation Clusters User’s
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Guide for additional information on sites using multiple clusters within one
database.

Overview of Circulation

A patron’s ability to charge and/or request an item depends on the patron group to
which they belong and the item type of the material they want to charge or
request.

Rules are set up in a Circulation Policy Group and an associated Circulation
Policy Matrix to govern circulation transactions. A Circulation Policy Group is a set
of locations and circulation policies. The locations include both the circulation
desks (happening locations), the shelving locations, and the pickup locations.

The circulation policies defined in a Circulation Policy Group are in effect for all
patrons who are members of the patron groups within that Circulation Policy
Group regardless of the item involved in the circulation transaction. Many of these
policies involve the block points for patrons, such as the maximum number of
items a patron can borrow.

Additionally, each Circulation Policy Group contains a Circulation Policy Matrix. A
Circulation Policy Matrix connects a patron group-item type combination to a set
of policies. The policies in the Circulation Policy Matrix provide the rules for
circulation transactions between specific patron groups and specific item types;
for example, the length of the loan period for a CD-ROM charged to a staff
member.

The item has two important characteristics that relate to circulation: its location
and its item type. The location, where the item is shelved, connects the item to its
Circulation Policy Group through the locations that are defined as part of that
group. That is, an item belongs to a Circulation Policy Group if it is shelved in one
of the locations included in the Circulation Policy Group. The item type, for
example, a book or CD-ROM, is one part of a Circulation Policy Matrix which is
associated with a Circulation Policy Group. The Circulation Policy Matrix contains
specific patron group-item type combinations and provides the rules which govern
transactions.

The key to circulation in Voyager is to bear in mind that the item essentially
governs the transaction.

The circulation process is shown in Figure 5-2 on page 5-4.
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Figure 5-2. The circulation process

Additionally, each Circulation Desk also belongs to a Circulation Policy Group. Itis
possible for the item used in a circulation transaction to belong to a different
Circulation Policy Group than the Circulation Desk where the transaction is taking
place. In this case the transaction is an 'exception’ transaction and requires an
operator override. The policies for this transaction still come from the Circulation
Policy Group to which the item belongs.

Cluster Maintenance

Your Voyager database contains at least one Circulation Cluster. The
Circulation - Cluster Maintenance workspace of the System Administration
module allows sites to edit and view Circulation Cluster information.
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To define and use Circulation Clusters, operators need to have certain privileges
to work in the System Administration module and/or Circulation module.

All operator privileges are granted in the System Administration module.

The ability to create, edit, delete, or simply view Circulation Clusters is set up in
the System Administration> Security> Master Profiles section. Once given this
ability, only those clusters with locations listed in the Master Profile section will be
viewable/editable.

The ability to edit or view Circulation Clusters is set up in the System
Administration> Security> Master Profiles section, Profile Values tab. This tab
contains the Cluster Edit and the Cluster View-Only check boxes.

When the Cluster Edit check box is checked, operators will be able to edit
Circulation Clusters in the database. This allows the Edit button on the
Circulation - Cluster Maintenance workspace to be active.

When the Cluster View-Only check box is checked, operators will only be able to
view Circulation Clusters in the database. This allows the View button on the
Circulation - Cluster Maintenance workspace to be active, with the fields visible,
but not editable.

See Master Security Profiles - Creating, Editing, and Deleting on page 9-23 for
more information.

Circulation - Cluster Maintenance Workspace

Table 5-1 provides names, descriptions, locations, if required, and the type and
range requirements for the fields in the Circulation - Cluster Maintenance
workspace.
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Table 5-1. Fields in the Circulation - Cluster Maintenance Workspace

Name

Description

Required

Type and Range

Cluster Code

The code given to the Cir-
culation Cluster.

Yes

Alphanumeric,
punctuation and
spaces.

Uppercase and low-
ercase allowed.

10 characters.

The default code is
CLUSTER], cre-
ated at load or
upgrade.

Cluster Name

The name given to the
Circulation Cluster.

Yes

Alphanumeric,
punctuation and
spaces.

Uppercase and low-
ercase allowed.

100 characters.

The default name is
taken from the
library name
already provided in
the System Admin-
istration module,
Default Library
Address field.

If no name is found,
it is named Default
Cluster.

OPAC Circ
Desk

The circulation desk that
is used for circulation
transactions occurring in
WebVoyage.

Yes

See Circulation
Locations (Circu-

lation Happen-
ing Locations) on
page 5-62.

The default OPAC
Circulation desk will
be the former global
OPAC circ desk (at
upgrade).

The drop-down
menu will be popu-
lated by the Circula-
tion desks in the
Circulation Policy
Group.
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Table 5-1. Fields in the Circulation - Cluster Maintenance Workspace
Name Description Required Type and Range
Default The Pickup location that | Yes, if the clus- | There is no default
Pickup begins the list of available | ter has defined Pickup Location.
Location Pickup locations on plc_kup Io_catlonS The drop-down
request forms. in its Policy

menu will be popu-
lated by the Pickup
See Circulation locations defined in
Locations (Circu- | the Circulation Pol-
lation Happen- icy Groups.

ing Locations) on
page 5-62.

After this location, other | Group(s).
pickup locations are listed
alphabetically.

Editing Circulation Cluster Information

Users can edit Circulation Cluster information. Any changes affect future
circulation transactions only.

A VMPORTANT:
Deleting a Circulation Cluster is not allowed in a single cluster
environment.

NOTE:
Changing the OPAC Circ desk changes the circulation desk that WebVoyage

uses. Therefore, a different Circulation Policy Groups would be associated with
requests.

Procedure 5-1. Editing Circulation Cluster Information

Use the following to edit Circulation Cluster information.

Access the Circulation - Cluster Maintenance workspace.
a. Click Circulation in the listbar.

b. Click the Cluster Maintenance button in the Circulation listbar.
Result: The Circulation - Cluster Maintenance workspace opens.

Click the Edit button.
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Result: The bottom half of the Circulation - Cluster Maintenance workspace
opens with the Cluster Code, Cluster Name, OPAC Circ desk, and the Default
Pickup Location fields available.

3. Enter the cluster field information to match your requirements in the bottom half of
the Circulation - Cluster Maintenance workspace section of the dialog box.

4. Click the Save button to save the changes. Click the Cancel button if you do not
want to keep the changes.

Result: If saved, the edits are saved and the system returns to the Circulation -
Cluster Maintenance workspace. If canceled the system returns to the
Circulation - Cluster Maintenance workspace.

Circulation Calendars

A Circulation Calendar defines the following.
* Acirculation desk’s regular open and closed hours.
¢ Acirculation desk’s exceptions to the regular schedule.
* Fixed due dates and times.

* End of term date and lead days.

Security

Operators linked to a Master security profile, where the Circulation Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked are able to create Circulation Calendars. See Master
Security Profiles - Creating, Editing, and Deleting on page 9-23.

Rules for Circulation Calendars

A MPORTANT:
A circulation desk must have an active Calendar in order to perform
discharge transactions. Charge transactions can be done without an active
Calendar, but in such an event, all due dates must be manually entered by
the operator.

You must define at least one Circulation Calendar. There is no limit to the number
of calendars you can define.
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If all the circulation desks in a cluster follow the same hours, they all can use one
Circulation Calendar. If each circulation desk has its own hours of operation, it
needs to have its own Circulation Calendar.

When entering dates or times, the Microsoft® Windows Regional Settings control
the display in the Voyager module. Therefore, if you are using a 12-hour clock in
Windows, Voyager uses a 12-hour clock.

Circulation - Calendars Workspace

Creating and editing Circulation Calendars is done in the Circulation - Calendars
workspace.

There are four tabs in the Calendar section of this workspace: Selected, Hours,
Exception Dates, and Term Loans (see Figure 5-3).

Mames A Hew
Media Center Calendar E Edit
Media Delivery

Media Fickup

QId Calendar 1

- T Delete

Figure 5-3. Circulation - Calendars Workspace

Selected Tab

The Selected tab displays the calendar name (or multiple names as in Editing
Multiple Circulation Calendars on page 5-27).
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Field Descriptions

Table 5-2 provides descriptions of the fields on the Selected tab of the
Circulation - Calendars workspace, used to create and edit Circulation
Calendars. The table provides names, descriptions, if required, and type and
range requirements for the fields.

Table 5-2. Fields on the Selected Tab of the Circulation - Calendars Workspace
Name Description Required Type and Range
Calendar The name given to the calendar. Yes Alphanumeric,
Name The calendars display alphabetically. punctuation and
spaces.
;’\ggr‘@ TIP: Uppercase and
If your Calendar corresponds to a lowercase
specific period of time, include that allowed.
in your Calendar Name. 25 characters.
Hours Tab

5-10

Figure 5-4 displays the Hours tab.

—Edit Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

Start Date: |07/02/2004 7] ErdDate: [ [] FisedDueDate: [ [7]

....... Overnight Loans.......
Open Time Cloze Time Due In Effect

Sunday: | Clozed | Clozed | |
Monday: | 05:004M | | 10:00 PM | 10:00 &M | 03.00 PM
Tuesday | 03004M | | 10:00PM | 10:00 &M | 03.00 PM
\Wednesday: | 03:004M | | 10:00 PM | 10:00 &M | 03.00 PM
Thursday: | 03004M | | 10:00PM | 10:00 &M | 03.00 PM
Friday: | 03:00&M | | 0m00aM | [ 10:004M | 1200 AM
Saturday | 03004 | [ 12008M | | 10004AM | 1100 PM

Save I Lancel |

Figure 5-4. Hours Tab
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Table 5-3 provides descriptions of the fields on the Hours tab of the Circulation -
Calendars workspace, used to create and edit Circulation Calendars. .

Table 5-3. Fields on the Hours Tab of the Circulation - Calendars Workspace
Name Description Required Type and Range
Start Date | The date on which the calendar Yes Date
becomes active. It must be the cur-
rent date or a
future date.
End Date The last date on which the calen- | No Date
dar s active. For indefinite end It must be the
Use when the hours of operation dates, leave this same or later than
or exceptions change and another | blank. the start date.
Calendar needs to become active.
If so, the End Date should be the
date immediately preceding the
Start Date of the next Calendar.
Fixed Due | The date to which loan periods will | No Date
Date be fadjusted, if the calc_ulated loan When blank, the loan | It must be the
period falls after the Fixed Due .
Date period as deter- same as or fall
' mined in the appro- | after the Calen-
If you enter a Fixed Due Date, the | priate Circulation dar’s Start Date.
system calculates the due date Policy Matrix will
according to the regular loan always apply when
period per the appropriate Circula- | the system calcu-
tion Policy Group matrix but then lates the due date.
determines whether the due date | See Matrix Tab and
falls before or after the Fixed Due | Circulation Policy
Date. If after, the system automati- | Settings on page 5-
cally adjusts the due date to be the | 91.
Fixed Due Date.
NOTE:
This applies to all loans.
Open Time | The time that the circulation desk | No Time
(per day) opens.

NOTE:
If your library is open 24 hours a

day, the system treats 5:00 AM as
the beginning of a new day.

See Libraries Open 24 Hours on
page 5-18.

Ex Libris Confidential
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Table 5-3. Fields on the Hours Tab of the Circulation - Calendars Workspace
Name Description Required Type and Range
Close Time | The time that the circulation desk | Only if an Open time | Time

closes. is provided.
(per day)
Overnight | For items charged on the previous | Yes, if Apply Fixed Time
Loans Due | open day, after the in effect time Due Time for Over-
has passed, this specifies the time | night Loans is
that the item is due on this day. checked in Circula-
tion Policy Defini-
tions.
Overnight | When charging an item, this time | Yes, if Apply Fixed Time
Loans In determines when an overnight Due Time for Over-
Effect loan will have a fixed due applied. | night Loans is
If the time provided is reached or Egﬁcﬁgﬁcmge'?:il_a'
past, the Fixed Due time will be . y
: tions
applied.

5-12

Fixed Due Times

Fixed due times and their effective times, for hourly and minute overnight loans,
can be determined if wanted. This gives libraries the ability to specify a fixed due
time for the next open day, and specify a time at which the fixed due time is
effective when charging for hourly and minutely loans.

NOTE:
Fixed due times do not apply to loan periods of days.

For example, if an Overnight Loans Due time is set for 9:00 am Monday through
Friday, and noon Saturday and Sunday, this means that items charged Sunday
through Thursday night are due the next day at 9:00 am, but those charged Friday
and Saturday night are due the next day at noon assuming they are charged
within the nights In Effect time.

A day’s effective time determines when, on the day in question, overnight
loans will have a fixed due time applied, that is, due at a fixed time the next
day.

A fixed due time determines when overnight loans, charged on the
previous open day, will come due on that day.

To enable fixed due times, the Apply Fixed Due Time for Overnight Loans
check box must be checked. See Policies Tab on page 5-66 for information about
this check box.
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Calculating Loan Periods for Hourly and Minutely Loans

1. If the Apply Fixed Due Time to Overnight Loan check box, found on the
Policies tab of the associated Circulation Policy Group, is not checked,
and if the Count Closed Days/Hours/Minutes for Loans check box also
on that tab is not checked...

then whatever loan time remains (after the closing time) rolls into the next
open day. For example, a two hour loan charged one hour before the close
time is due 1 hour after the library opens the next open day.

2. If the Apply Fixed Due Time to Overnight Loan check box, found on the
Policies tab of the associated Circulation Policy Group, is not checked,
and if the Count Closed Days/Hours/Minutes for Loans check box also
on that tab is checked...

then the loan will not roll into the next day and the loan period is truncated
to the closing time of the library. For example, a two hour loan charged one
hour before the close time is due at close time and the patron is only
allowed that item for an hour.

3. If the Apply Fixed Due Time to Overnight Loan check box, found on the
Policies tab of the associated Circulation Policy Group, is checked, the
system checks the Overnight Loans In Effect time set on the Hours tab
of the Calendar.

a. If the charge is made prior to the Overnight Loans In Effect time,
calculate the due time based on the matrix loan interval.

1. If the calculated due time is before the library closes, that is
the due time.

2. If the calculated due time is after the library closes, truncate
the due time to be the close time.

1.

The In Effect time must be as long, or longer, than the longest hourly loan.
If not the loan period will be truncated to the closing time as the loan will
never be charged within the In Effect time period.

b. If the charge is made after Overnight Loans In Effect time, then
use the overnight loan due time found for the next open day, taking
into account exception dates.

Exceptions When Calculating Loan Periods for Hourly and Minutely Loans

Exceptions occur if data is missing in the Overnight Loans In Effect time or the
Overnight Loans Due time.
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1. If the Apply Fixed Due Time to Overnight Loan check box is checked
but there is no Overnight Loans In Effect time given, the loan will be
calculated based on the matrix.

a. If the calculated due time is before the library closes time, that is the
due time.

b. If the calculated due time is after the library closes time, truncate the
due time to the closing time.

2 11p:

If a library wants to force a due time for hourly and minutely loans to the
library’s closing time, then they should remove that day’s Overnight Loans
In Effect time to force the system to truncate to closing time.

2. If the Apply Fixed Due Time to Overnight Loan check box is checked
but there is no Overnight Loans Due time for the next open day, the due
time is truncated to today’s closing time.

Fixed Due Times for Short Loans
When the Apply Fixed Due Time to Overnight Loan check box is checked,

1. If the start time of the short loan falls on or after the day’s In Effect time,
then the displayed ending time is the Fixed Due Time specified.

2. If there is no Overnight Loans In Effect time given, the loan will be
calculated based on the matrix.

a. If the calculated due time is before the library closes time, that is the
due time.

b. If the calculated due time is after the library closes time, truncate the
due time to the closing time.

3. If there is no Overnight Loans Due time for the next open day, the due
time is truncated to today'’s closing time.

Exception Dates Tab

Figure 5-5 displays the Exception Dates tab and the Exception Dates Settings
dialog box.
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—Edit Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

" Open {+ Closed
Open Time I Clozed Cloze Time I Clozed
Overnight Loans

Due I In Effect I

Lancel | |l

Figure 5-5. Exception Dates Tab and the Exception Dates Settings dialog box

Table 5-4 provides descriptions of the fields on the Exception Dates tab of the
Circulation - Calendars workspace, used to create and edit Circulation
Calendars. The table provides names, descriptions, if required, and type and
range requirements for the fields.

Table 5-4. Fields on the Exception Dates Tab of the Circulation - Calendars Workspace
Name Description Required Type and Range
Exception | Dates that deviate from the usual sched- | No If the calendar has
Date ule defined in the Open/Closed values. an End Date, any

This includes dates that are closed, exception date
must be the same
when they would normally be open.
as or fall before
Also, dates that are open when they
the End Date.
would normally be closed. It also
includes dates where the open/close If the calendar has
times differ than the usual open/close no End Date, any
times for that day of the week. exception date
must be the same
as or fall after the
Start Date.
Open Click the Open button for any day the Yes, eitheryou | Radio button
Radio circulation desk is open for any period of | select Open or
button or time. Closed for the
Closed . iven date.
Radio Click the Closed button for any day the g
button circulation desk is closed all day.
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Table 5-4. Fields on the Exception Dates Tab of the Circulation - Calendars Workspace

Name Description Required Type and Range
Open Time | The time that the circulation desk opens, | Yes, if the cir- | Time
for the exception date. culation desk
is open.
Close Time | The time that the circulation desk Yes, if the cir- | Time
closes, for the exception date. culation desk
is open.
Overnight | For items charged on the previous open | Yes, if Apply Time
Loans Due | day, after the in effect time has passed, | Fixed Due
this specifies the time that the item is Time for Over-
due on this day. night Loans is
checked in
Circulation
Policy Defini-
tions.
Overnight | When charging an item, this time deter- | Yes, if Apply Time
Loans In mines when an overnight loan will have | Fixed Due
Effect a fixed due applied Time for Over-
If the time provided is reached or past, night Loa_ns IS
the Fixed Due time will be applied. checkeq n
Circulation
Policy Defini-
tions

Term Loans Tab

Figure 5-6 displays the Term Loans tab, and the Circulation Calendar Term
Settings dialog box.

5-16
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—Mew Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

End of Term

Lead Day(s]

Mumber of Lead Dayps:

Circulation Calendar Term Settings

End of Term Date: I :I
[ o

bdd Cancel |

Edit

e |
e |

Delete

Save |

Lancel |

Figure 5-6. Term Loans Tab and the Circulation Calendar Term Settings dialog

box

Table 5-5 provides descriptions of the fields on the Term Loans tab and the
Circulation Calendar Term Settings dialog box of the Circulation - Calendars
workspace, used to create and edit Circulation Calendars. The table provides
names, descriptions, if required, and type and range requirements for the fields.

Table 5-5. Fields on the Term Loans Tab and the Circulation Calendar Term Settings dialog
box of the Circulation - Calendars Workspace
Name Description Required Type and Range
End of Date that is the end of the following term. | Yes, if the Date
Term Date Iltems charged by term can, within a speci- !oan period It must be the
. . in any of the
fied lead time, be renewed to the next . : same as or fall
. Circulation
available term end date. . before the Calen-
Matrix set- | . s End Date
More than one end of term date may be tings is term. '
defined per Calendar. If the Calendar
has no End Date,
an End of Term
Date must be the
same as or fall
after the Start
Date.
Lead Days | The number of days prior to the end of a No 0-999

term within which a term loan can be
renewed to the end of the following term.

0 is the default.

Ex Libris Confidential
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5-18

End of Term Due Dates

To assign end of term due dates you must have at least one end of term date in
the calendar and a number of lead days defined.

NOTE:
This applies only to patron group-item type combinations where the loan type is
term.

If you want an item that is charged or renewed to be due at the end of the next
term the following conditions must be met:

* the end of term date for the current term must be defined

* lead days for the current term must be defined

* the item must be charged or renewed within the lead days defined before
the end of the current term

* the next term’s end of term date must be defined.

In this example we use the Circulation Calendar that is set up in Figure 5-7.

Selected |ﬂ0urs | Exception Dates | Term Loans I

Lead Day(s]

12/20/2002

Edit

il

Delete

Figure 5-7. Term Loans Tab for a Circulation Calendar

If a student charges a term loan period item out at the beginning of the fall
semester, it would be due at the end of that term, 12/20/2002. If that student
renewed the item within 14 days of the 12/20/2002 end of term date (12/7/2002-
12/20/2002), the new due date would be the end of the next term, 5/16/2003.

If a student charged a term loan period item out within the 14-day lead time for the
end of the fall term, the due date would be 5/16/2003.

Libraries Open 24 Hours
The range for a given day may not span a period of a full 24 hours. If your library

is open 24 hours a day, enter your closing time as 4:59 AM and your opening time
as 5:00 AM for each day. The system treats 5:00 AM as the beginning of a new
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day. The purpose for this is that, if your library is open from 10:00 AM Monday to
3:00 AM Tuesday, for example, the entire period is considered to have taken
place on Monday.

Creating a Circulation Calendar

This section provides step-by-step instructions on how to create a Circulation
Calendar within the System Administration module.

Procedure 5-2. Creating a Calendar

Use the following to create a Circulation Calendar.

1. Access the Circulation - Calendars workspace.
a. Click Circulation in the listbar.

b. Click the Calendars button in the Circulation listbar.
Result: The Circulation - Calendars workspace opens.
2. Click the New button.

Result: The bottom half of the Circulation - Calendars workspace opens to the
Calendar section (see Figure 5-8).

There are four tabs in the Calendar section: Selected, Hours, Exception Dates,
and Term Loans.
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Figure 5-8. Selected Tab

3. Onthe Selected tab, Enter the calendar name in the Calendar Name field (see
Figure 5-9).

Figure 5-9. Calendar Name field on the Selected Tab

4. Click the Hours tab.

Result: The Hours tab opens with the following fields available: Start Date, End
Date, Fixed Due Date, and for each day of the week, Open Time, and Close
Time, Overnight Loans Due, and Overnight Loans In Effect (see Figure 5-10).
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—Edit Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

Start Date: | 07/02/2004 7] | End Date: [] =] FisedDueDate: [ ]
....... Overnight Loans.......
Open Time Cloze Time Due In Effect

Sunday|  Closed | Closed | |

Monday: | 05:004M | | 10:00 PM | 10:00 &M | 03.00 PM
Tuesday | 03004M | | 10:00PM | 10:00 &M | 03.00 PM
\Wednesday: | 03:004M | | 10:00 PM | 10:00 &M | 03.00 PM
Thursday: | 03004M | | 10:00PM | 10:00 &M | 03.00 PM
Friday: | 03:00&M | | 0m00aM | [ 10:004M | 1200 AM
Saturday | 03004 | [ 12008M | | 10004AM | 1100 PM

Save I Lancel |

Figure 5-10. Hours Tab

WTIP:

When entering date information, a pop-up calendar can be accessed by
clicking the down arrow in the date field. Also, when entering time
information a pop-up clock can be accessed by placing the cursor in a time
field and doing a right-click with the mouse.

Enter the start date in the Start Date field.

Enter an end date and fixed due date in the End Date and Fixed Due Date fields if
wanted.

In the Open Time field, enter the open time for each day of the week the desk is
open.

In the Close Time field, enter the close time for each day of the week the desk is
open.

NOTE:
If your closing time is in the next day, a sunrise icon displays next to the close time

(see Figure 5-11).

If your site uses the fixed due time option for hourly and minutely overnight loans,
enter the times in the Overnight Loans Due field and in the Overnight Loans In
Effect fields.

Result: The Hours tab is completed (see Figure 5-11).
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—Edit Calendar:
Selected I Hours I Exception Dates I Term Loans I
Start Date: | 07/02/200 End Date: || :l Fized Due Date: I :l
....... Overnight Loans.......
Open Time Cloze Time Due In Effect
Sunday: | Clozed | Clozed | |
Monday: | 05:004M | | 10:00 PM | 1o00aM || 0300 PM
Tuesday | 03004M | | 10:00PM | 1o00aM || 0300 PM
\Wednesday: | 03:004M | | 10:00 PM | 10:00 &M | 03.00 PM
Thursday: | 03004M | | 10:00PM | 1o00aM || 0300 PM
Friday: | 03:00&M | | 000aM & | 1o00aM | | 1z004M
Saturday | 03004M | [ 12008M (g0 | 1000aAM | 1100 PM
Save I LCancel |
Figure 5-11. Hours Tab with its information
10. Click the Exception Dates tab.
Result: The Exception Dates tab opens.
11. Click the New button if you want to enter a new exception date or click the Edit

button to edit a date already in the system.

Result: The Exception Date Settings dialog box opens (see Figure 5-12).

—Edit Calendar:
Selected I Hours I Exception Dates I Term Loans I
Open Time | Cloge Time | OL Due Time | OL Effect Time T
. Exception Date Settings E
Excepti
01/0 e [ I
" Open {+ Closed
Open Time I Clozed Cloze Time I Clozed
Overnight Loans
Due I In Effect I
A Cancel |

Figure 5-12.

5-22

Circulation Calendar Exception Date Settings dialog box
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Enter the appropriate exception information in the Exception Date fields, clicking
the Open or Closed radio buttons as needed, as well as entering open and close
times if necessary.

Entering a date in the first Exception Date field only indicates a single exception
date.

When entering exception dates, operators can enter a range of dates provided
they all have the same information. If the exception dates are all Open or Closed.
If open, the Open Time and Close Time values must be the same, and if
overnight loans are used, the Due and In Effect times must be the same.

When a range of dates is entered, note that they will display as individual dates in
the exception date list. This allows an operator to edit each date individually.

NOTE:

If an exception date already exists and an operator enters a new range of
exception dates that includes that exception date, the exception date will be
updated and the information provided in the range will be applied to the exception
date.

If your site uses the fixed due time option for hourly and minutely overnight loans,
enter the appropriate information in the Overnight Loans Due and Overnight
Loans In Effect fields for exception dates.

Click the Add button.

Result: The dates you added are listed on the Exception Dates tab (see
Figure 5-13).

NOTE:
The dates are sorted in ascending order by year, month, and day. This allows the
operator to view all the dates from one year together.

—Edit Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

Dates | Dpen Time | Close Time | OL Due Time | OL Effect Time |
14172003 Cloged Cloged

74442003 Closed Closed Edit |
14142004 Cloged Cloged e
[ ]

Delete |

Figure 5-13. List of Exceptions Dates displayed on the Exception Dates Tab
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14. Click the Term Loans tab if you use term loans.
Result: The Term Loans tab opens.

15. Click the New button to add a new term loan date, or the Edit button to edit a term
loan date already in the system.

Result: The Circulation Calendar Term Settings dialog box opens (see
Figure 5-14).

—Mew Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

End of Term Lead Day(s]

Hew
Exdit |
Delete |

. Circulation Calendar Term Settings E

End of Term Date: || :I
Mumber of Lead Days: I 1] E

T dd Cancel |

Figure 5-14. Circulation Calendar Term Settings dialog box

16. Enter an end of term date in the End of Term Date field, and a number in the
Number of Lead Days field, then click the Add button.

Result: The term loan information is defined.
17. Click the Save button to save the calendar.

Result: The calendar is now listed as a Circulation Calendar (see Figure 5-15) in
the Circulation - Calendars workspace.
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~Mew Calendar:

Selected I Hours I Exception Dates I Term Loans I
Start Date: | 074027200, End Date: | 07/02/200. Fixed Due Date: I : I
....... Overnight Loans.......
Open Time Cloze Time Due In Effect
Sunday: | Closed | Closed | |
Monday: | 03:004M | | 0500 PM | |
Trimedme | D900 A0 I nenn P [ [

Figure 5-15. Circulation - Calendars Workspace with new calendar added

Editing Circulation Calendars

Circulation Calendars may be edited. Any changes affect future circulation
transactions only.

You can change any or all information about any of your Calendars or add new

ones. If you have an emergency closing, enter the date(s) as an Exception
Date(s) as soon as possible.

Procedure 5-3. Editing a Circulation Calendar

Use the following to edit a Circulation Calendar.
1. Access the Circulation - Calendars workspace.
2. Highlight the calendar you want to edit and click the Edit button.

3. To edit

a. The Calendar Name field, place your cursor in the field, enter the name of
the calendar, and click the Save button.

b. Information on the Hours tab, changing any dates or hours, place your
cursor in the field, enter the appropriate information, and click the Save
button.

c. Information on the Exception Dates tab, highlight the date you want to edit
and click the Edit button, enter the appropriate information in the fields of
the Exception Date Settings dialog box, then click the Update button (see

Figure 5-16).
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Exception Date Settings
h O

" Open {* Closed
Open Time I Clozed Cloze Time I Clozed

Overnight Loans

Cue I In Effect I
Update I Lancel |

Figure 5-16. Exception Date Settings dialog box

d. Information on Term Loans tab, highlight what you want to edit and click
the Edit button, enter the appropriate information in the fields of the
Circulation Calendar Term Settings dialog box, then click the Update
button (see Figure 5-17).

Circulation Calendar Term Settings
End of Term Date:

Mumber of Lead Dayps: I a0 E
Update I Lancel |

Figure 5-17. Circulation Calendar Term Settings dialog box

4. Click the Save button to save your changes. Otherwise, click the Cancel button if
you do not want to keep the changes.

Deleting Exception Dates
Operators can delete exception dates as needed.
When deleting exception dates, operators can select more than one date at a time
for deletion (Eigure 5-18) by using standard Microsoft Windows functionality, that

is, the Ctrl and Shift buttons. Notice that the Edit button is not available, as
operators cannot edit multiple dates.
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—Edit Calendar:

Selected I ﬂours] Exception Dates I Term Loans I

Dates | Dpen Time | Close Time | OL Due Time | OL Effect Time | N
1/1/2003 Closed  Clased i |

3 Iosed Iosed Edit |
Delete |

Figure 5-18. Multiple exception dates selected to delete

After deletion, the system will return to the Exception Dates tab with the next
date in the list highlighted (see Figure 5-19).

Selected I ﬂours] Exception Dates I Term Loans I

| Dates | Dpen Time | Close Time | OL Due Time | OL Effect Time | New |
2003-01-0 Closed —

Edit |

Figure 5-19. The exception date following the last date deleted is highlighted
Deleting Term Loan Information

Operators can delete end of term dates and lead days as needed.

When deleting this information, operators can select more than one date/lead day

combination at a time for deletion by using standard Microsoft Windows
functionality.

Editing Multiple Circulation Calendars

The Edit Multiple option enables you to make the same changes to several
calendars at the same time. For Edit Multiple to be an active button, you need to
select more than one calendar under the Names heading by using either
Shift+click or Ctrl+click.
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Circulation - Calendars

i Hew
b ain Calendar )
kedia Center Calendar H &
kedia Deliveny . .
Media Pickup M
0ld Calendar AL
- e Delete

Figure 5-20. Edit Multiple

After clicking Edit Multiple, the Edit Calendar section of the Circulation -

Calendars dialog box opens.

—Edit Calendar:

Selected I Coverage ] Exception D ates I Tem Loans ]

| Mames

Media Center Calendar
Media Delivery

Media Pickup
Qld Calendar
Owvernight Loans
Rezerve

Surmmer Term
Test1

Select All

Unzelect All

Save Cancel |

Figure 5-21. Edit Calendar Section

5-28

The Edit Calendar section displays the following tabs:

* Selected Tab on page 5-29
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* Coverage Tab on page 5-29

* Exception Dates Tab on page 5-30

* Term Loans Tab on page 5-30

Selected Tab

From the Selected tab, you can continue to modify your selection of calendars to
edit using Shift+click, Ctrl+click, Select All, or Unselect All.

Coverage Tab

The Coverage tab provides the following options:
e Start Date
* End Date

* Fixed Due Date

Edit Calendar:

Exception Diates | Term Loans |

Start D ate: :
End Date: :
Fised Due Date: :

LCancel

Figure 5-22. Coverage Tab
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Exception Dates Tab

From the Exception Dates tab, you can add, update, or remove exception dates.
Refer to the exception dates explanation in Exception Dates Tab on page 5-14 for
more information.

Edit Calendar:

Dates | Open Time | Cloge Time |OL Dwe Time | OL Effect Time

&dd

pdate

Bemove

E rzeptions will be updated in
calendars with exceptions on
the zupplied dates and added
bo calendars without exizting
exceptions on the supplied
dates.

Save Cancel

Figure 5-23. Exception Dates Tab

When the calendars are saved:

¢ If the calendar has an existing exception for a supplied date, the exception
will be replaced in the calendar with the new details of the supplied
exception

¢ If the calendar does not have an existing exception for a supplied date, the
exception will be added to the calendar

Term Loans Tab

From the Term Loans tab, you can add, update, or remove term loan settings.
Refer to the term loan settings explanation in Term Loans Tab on page 5-16 for
more information.
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Edit Calendar:

Selected I Coverage I Ewxception Dates I Term Loans I

End of Term Lead Day(=]

Update

Bemove

Term loanz will be updated in
calendars with kerm loans on
the supplied dates and added
ko calendars without exizting
term loans on the supplied
dates.

Save Cancel

Figure 5-24. Term Loans Tab

When the calendars are saved:

* If the calendar has an existing term loan for a supplied date, the term loan
will be replaced in the calendar with the new details of the supplied term
loan

¢ If the calendar does not have an existing term loan for a supplied date, the
term loan will be added to the calendar

Deleting a Circulation Calendar

You may delete Circulation Calendars providing the calendar is not currently
associated with a Circulation Policy Group.

If an operator attempts to delete a calendar that is associated with a Circulation
Policy Group, a warning message stating why the deletion is not allowed displays
(see Figure 5-25). A calendar that is associated with a Circulation Policy Group
may not be deleted. It must be removed from the group before attempting to
delete it.
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System Error E

Fecord in uze by Circulation Policy
Definitions.

Details »» |

Figure 5-25. Message received when unable to delete a Circulation Calendar

Procedure 5-4. Deleting a Circulation Calendar

Use the following to delete a Circulation Calendar.

1. Access the Circulation - Calendars workspace.
a. Click Circulation in the listbar.

b. Click the Calendars button in the Circulation listbar.
Result: The Circulation - Calendars workspace opens.
2. Select the Circulation Calendar you want to delete, then click the Delete button.

(You may also use Shift+click or Ctrl+click to select multiple calendars for
deletion.)

Result: If it is not associated with a Circulation Policy Group, the system will still

supply a warning prompt requiring you to confirm your decision to delete a
Calendar (see Figure 5-26).
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Circulation - Calendars

|Mames |
Law calendar

Edit

1=
o
=

Delete

Delete Calendar [ <]

You will delete Calendar:
"Main1 calendar"

Are you sure?

fes Mo

Figure 5-26. Warning prompt after selecting a calendar to delete
3. Click Yes if you want to delete the calendar.
Result: The calendar is deleted.

A MPORTANT:
Once a Calendar is deleted, it is not archived on the system.

Circulation - Miscellaneous

The Circulation - Miscellaneous workspace allows you to specify additional
circulation related policies. The following features are set up here:

* Email Fine/Fee Notices and Statement of Fines/Fees
¢ Allow UB Pick-Ups from Holding Library

¢ Use Demerits and Display Demerits

* Stop Fines/Fees, Notices for Claims Returned ltems

* Short Loan Time Buffer
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Security

Operators linked to a Master security profile, where the Circulation Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Circulation - Miscellaneous
workspace. See Master Security Profiles - Creating, Editing, and Deleting on
page 9-23.

Circulation - Miscellaneous Workspace

Figure 5-27 displays the Circulation - Miscellaneous workspace.

Circulation - Miscellaneous

— Edit Mizcellaneous:

[~ Email Statement of Fines/Fees
I~ Allov B Pick-Ups From Halding Likrar
I~ Use Demerits
[ Dizplay Demerits
[™ Stop Fines/Fees. Motices for Claims Returned ltems

v Allow Deletion of Patron 'with Histarical Fines

Short Loan time buffer: I DE minutes
Save I Lancel |

Figure 5-27. Circulation - Miscellaneous Workspace
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Table 5-6 provides names, descriptions, locations, if required, and the type and
range requirements for the fields in the Circulation - Miscellaneous workspace.

Table 5-6. Fields in the Circulation - Miscellaneous Workspace
Name Description Required Type and Range
Email Fine/Fee | When checked, this sends all Fine/ | No Check box
Notice Fee notices by e—ma_ul, prow_dmg The default is
the patron has a valid e-mail
unchecked.
address.
Leave unchecked to print these
notices.
NOTE:
This setting applies to all Policy
Groups.
Email When checked, this sends all No Check box
Statement of Statements of Fines/Fees by .
) : - The default is
Fines/Fees e-mail, providing the patron has a
. . unchecked.
valid e-mail address.
Leave unchecked to print these
notices.
NOTE:
This setting applies to all Policy
Groups.
Allow UB When checked, items will be paged | No Check box
Elgllgilr:psuzrr(:rn at the Holding library. Active for sites using | The default is
9 Y | see the Voyager Universal Borrowing. | unchecked.
Universal Borrowing User’s Guide
for more information.
Use Demerits | When checked, the overdue pen- | No Check box
iﬁl"cg/nv;/;! beﬁi;jemerlt point, not a | The defaultis
Y ' A CAUTION: | nchecked.
Do not select
this check box
without first
reviewing the
Demerits
documentation
See the Voyager Cir-
culation User’s Guide
for information about
the Demerits feature.
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Table 5-6. Fields in the Circulation - Miscellaneous Workspace

Name Description Required Type and Range
Display When checked, the demerit tabs in | No Check box
Demerits th_e (_3|rculat|0n module dlsplgy. If This check box is The default is

this is not checked only the fine/fee . ;

tabs displa only available if the unchecked.

play. Use Demerits check
box is checked.

Stop Fines/ When checked, when an operator | No Check box
Fees, Notices | assigns the Claims Returned item .

. . . The default is
for Claims status to an item, overdue fines (or unchecked
Returned Items | demerits), replacement and lost '

processing fees, accrual of fines,

and overdue notices will stop.
Allow Deletion | When checked, an administrator No Check box
of_ Pat_ron W_lth may purge _patr(_)n recgrds_ th_at The default is
Historical Fines | have historical fines via Circjob 39.

unchecked.

Short Loan The length in time used to separate | No 0 - 9999 minutes.
Time Buffer the end of one short loan booking

and the beginning of the next. This

makes the item unavailable for

short loan requests during this

time.

NOTE:

If notices are to be sent by e-mail and the patron record contains no valid e-mail
address, the natice is still produced. It can be printed and sent by regular mail.

Stop Fines/Fees, Notices for Claims Returned Items

If the Stop Fines/Fees, Notices for Claims Returned Items check box is
checked, when an operator assigns the Claims Returned item status to an item,
overdue fines (or demerits), replacement and lost processing fees, accrual of
fees, and overdue notices stop. Any current fines (or demerits) are applied to the
patron as if the item was discharged. If the item is subsequently found and
discharged, there will be no additional assessment of fines.

Checking the Stop Fines/Fees, Notices for Claims Returned Items check box
impacts Circulation Batch jobs number 1, 2, 12, and 30. The Lost-System Applied
status is applied, no associated fines or fees will be applied to the patron. Also, no
overdue notices will be created for items that have the Claims Returned status.
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Completing the Circulation - Miscellaneous
Workspace

This section provides step-by-step instructions on how to complete the
Circulation - Miscellaneous workspace in the System Administration module.

Procedure 5-5. Completing the Circulation - Miscellaneous Workspace

Use the following to complete the Circulation - Miscellaneous workspace.

1. Access the Circulation - Miscellaneous workspace.
a. Click Circulation in the listbar.

b. Click the Miscellaneous button in the Circulation listbar.

Result: The Circulation - Miscellaneous workspace opens (see Figure 5-28).

Circulation - Miscellaneous

— Edit Mizcellaneous:

[~ Email Statement of Fines/Fees
I~ Allov B Pick-Ups From Halding Likrar
I~ Use Demerits
[ Dizplay Demerits
[™ Stop Fines/Fees. Motices for Claims Returned ltems

v Allow Deletion of Patron 'with Histarical Fines

Short Loan time buffer: I DE minutes
Save I Lancel |

Figure 5-28. Circulation - Miscellaneous Workspace

2. Check the check boxes to enable wanted features.
3. Enter the time in the Short Loan time buffer field if wanted.

4. Click the Save button to save this information or click the Cancel button if you do not
want to keep the information.
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Result: When saved, the system closes the Circulation - Miscellaneous
workspace.

Editing the Information in the Circulation -
Miscellaneous Workspace

Sites may change any or all of the information on the Circulation -
Miscellaneous workspace. Any changes affect future circulation transactions
only.

Procedure 5-6. Editing the Information in the Circulation - Miscellaneous Workspace

Use the following to edit the information on the Circulation - Miscellaneous
workspace:

1. Access the Circulation - Miscellaneous workspace.
a. Click Circulation in the listbar.

b. Click the Miscellaneous button in the Circulation listbar.
Result: The Circulation - Miscellaneous workspace opens.
2. Make changes to the check boxes and fields you want to edit.

3. Click the Save button to save the changes. Click the Cancel button if you do not
want to keep the changes.

Result: The information has been edited if Save was selected.

Patron Groups

A Patron Group refers to library users who share similar characteristics that
determine their circulation privileges.

Patron Groups are used
* to determine a patron’s circulation privileges.

* to determine the point at which various patron blocks become effective.
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Operators linked to a Master security profile, where the Circulation Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Circulation - Patron Groups
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Rules for Patron Groups

Patron Groups are added to the system during the initial patron load. After that
load, administrators may create additional patron groups. There is no limit on the
number of Patron Groups you can define.

Once you have defined your Patron Groups, you can always edit the information
or add new ones. You cannot delete a Patron Group if any patron record is
assigned to it.

If your site is using demerits, you can select the Patron Group(s) to which you
want to apply demerits and the maximum demerits threshold number. See the
Voyager Circulation User’s Guide for more information.

Patron Groups Workspace

Creating and editing patron groups is done in the Patron Groups workspace.
Additionally, global, that is cluster-wide, charge limits are defined here, see
Defining Circulation Blocks on page 6-1.

When first entering the workspace, the top half (Figure 5-29) lists the codes and
names of any Patron Groups already defined.

Circulation - Patron Groups

Codes [ Mames [«] New
FAC Faculty

GRAD Graduate Student Edit |
ILL Inter-Library Loan J

Law University Law Students

RESTRICTED  Restricted ~ ek |

Figure 5-29. Patron Groups Workspace (Top Half)
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After clicking either the New or Edit button, the bottom half of the Patron Group
workspace opens (Eigure 5-30) to the Patron Groups and Global Borrowed

Item Limits tabs. In this example, the fields are blank because the New button
was selected.

NOTE:
If demerits are enabled, additional demerits related fields also display; see
Figure 5-30.

Patron Groups I Global Borrowed Item Limits I

Code: I

Name: |

Dizplay Mame: |
[ Display OPAC Messages for charged Items

.'r‘ MaxDemerits:I ‘IE SuspensionDays:l ‘IE

L

Figure 5-30. Patron Group Tab Showing Demerits fields

Figure 5-31 displays the Global Borrowed Item Limits tab of the Patron Groups
workspace.

Patron Groups I Global Borrowed Item Limits |

[¥ Charged items limit for all item types I 35

r— Global Charged items limit for these item type:

Item Type | Current Limit [ Mew Limit -
1 day regerve item 22
1 week reserve item 33
2 day regerve item 22
2 hour reserve

2 hour short

3 hour short

archival material

atlas LI

Figure 5-31. Global Borrowed Item Limits Tab
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Table 5-7 provides names, descriptions, if the field is required, and type and range
requirements for the fields in the Circulation - Patron Groups workspace.

Table 5-7. Fields in the various Circulation - Patron Groups Workspace
Name Description Required Type and Range
Patron Groups Tab:
[Patron Group] The code given to the Patron | Yes Alphanumeric,
Code Group. This code must be punctuation and
unique for each patron spaces.
group. Uppercase and
] lowercase
NOTE: . allowed.
If you are creating a status
patron group, this must also 10 characters.
be unique from any reserved
parameter found in the
opac. ini. For example,
you cannot use InProcess,
as itis used as an item
status.
Patron Group The name for the Patron Yes Alphanumeric,
Name Group. punctuation and
spaces.
Uppercase and
lowercase
allowed.
25 characters.
Display Name Name that displays in No Alphanumeric,

WebVoyage.

punctuation and
spaces.

Uppercase and
lowercase
allowed.

40 characters.
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Table 5-7. Fields in the various Circulation - Patron Groups Workspace

Name Description Required Type and Range

Display OPAC When checked, if your site No Check box

Message_s for uses pseudg-patron groups, The default is

charged items a message in the OPAC will

. . . unchecked.

check box display when an item is

charged to a pseudo-patron

group. See Display OPAC

Messages for charged items

check box on page 5-43

See the Voyager Web-

Voyage User’s Guide for

more information.

Demerits Apply When checked, it enables No Check box

check box demerits to be assessed to .
the particular patron grou - The default is

P P group. N.OTE' . unchecked.
. . Displays only if the
See the Voyager Circulation ;
, ) . Use Demerits
User’s Guide for more infor- .
. check box in the
mation. . .
Circulation-
Miscellaneous
workspace is
selected.

Max Demerits The threshold number of Yes, if Demerits 0.01-999.99
demerits which, if reached or | Apply is checked. | demerits
exceeded, enables blocks or
suspension. NOTE:

Displays if
Demerits Apply is
selected.

Suspension Days The number of days patron | Yes, if Demerits 1-999 days
will be suspended. Apply is checked.

Displays if Demer-
its Apply is
selected.
Global Borrowed Item Limits Tab:
Charged items limit | When selected, a global limit | No Check box

for all item types

for the number of charged
items applies to patrons of
this group.

See Defining Circulation
Blocks on page 6-1.

If not selected,
there is no limit.
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Fields in the various Circulation - Patron Groups Workspace

Name

Description

Required

Type and Range

[Limit number field]

Total number of items, from
any circulation cluster,
patrons of this group may
borrow.

Yes, if Charged
items limit for all
item types check
box is checked.

Numeric field.

1-9999

Global charged items limit for these item types section

This section contains three columns:

Item Type

Current Limit

New Limit

See Defining Circulation Blocks on page 6-1.

Item Type List of all item types defined Populated by the
in the System Administra- system.
tion module
Current Total number of items of the Populated by lim-
Limit particular type, from any cir- its defined in the
culation cluster, that patrons System Adminis-
of this patron group can bor- tration prior to
row. Voyager 5
release.
The upgrade pro-
cess does this
automatically.
New Limit Total number of items of the Numeric field.
number particular item type, from any 1 -9999

circulation cluster, that
patrons of this group may
borrow.

Display OPAC Messages for charged items check box

When the Display OPAC Messages for Charged Items check box is checked, if
your site uses pseudo-patron groups, a message in the OPAC will display when
an item is charged to a pseudo-patron group.

This allows libraries to charge an item to a "pseudo-patron” to indicate that the
item is kept in a special area or has a special status. Displaying the first and last
name information allows the library to use a slightly different message for each
specific patron within a pseudo-patron group in order to provide detailed
information about special statuses.
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For instance, the library may create a pseudo-patron group for study carrels, then
use the first and last name in each patron record to store the carrel location and
number. Items charged to a given Carrel pseudo-patron will display in
WebVoyage using the message specified in the opac. ini. If the opac. ini
reads Carrel=At study carrel \L until \d, WebVoyage will display At
study carrel lastname until due date, in place of the Charged
message, using the last name field from the patron record to identify the carrel.

Creating a Patron Group

This section provides step-by-step instructions on how to create a Patron Group in
the System Administration module.

Procedure 5-7. Creating a Patron Group

1.

5-44

Use the following to create Patron Groups.

Access the Circulation - Patron Groups workspace.
a. Click Circulation in the listbar.

b. Click the Patron Groups button in the Circulation listbar.
Result: The Circulation - Patron Groups workspace opens.
Click the New button.

Result: The bottom half of the Circulation - Patron Groups workspace opens to
the Patron Groups tab (see Figure 5-32).
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I Global Borrowed Item Limits ]

Code: I

Mame: I

Display Mame: I
I Dizgplay OPAC Messages for charged ltems

Figure 5-32. Patron Groups Tab

Enter a unique patron group code in the Code field.

NOTE:

If you are creating a status patron group, this must also be unique from any
reserved parameter found in the opac. ini. For example, you cannot use
InProcess, as it is used as an item status.

Enter the patron group name in the Name field.

Enter the display name in the Display Name field.

OPTIONAL.:
Check the Display OPAC Messages for charged Items check box, if this is a
status Patron Group for which messages display in WebVoyage.

Figure 5-33 shows the Patron Groups tab with fields completed.
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Patron Groups I Global Borrowed Item Limits ]

Code: IST

Mame: IStaff

Display Mame: IS Laff

v Dizplay OPAC Meszages for charged |bems

Figure 5-33. Completed Patron Groups Tab

OPTIONAL:
7. If Demerits are enabled, check the Demerits Apply check box to assess demerits

for this Patron Group. Enter the number of Max Demerits in the Max Demerits field.
Enter the number of days in the Suspension Days field.

8. Click the Global Borrowed Item Limits tab and complete wanted fields (see
Figure 5-34).

Patron Groups I Global Borrowed Item Limits I

v Charged items limit for all item types | 505

— Global Charged iterns limit for these item type:

Item Tupe | Current Limit | New Limit [a]
2 hour reserve

2 hour shart J
3 hour shart

archival material
atlas

audiotape 5
Book 30
cd 5 ;I

Figure 5-34. Completed Global Borrowed Item Limits Tab

9. Click the Save button to save this patron group or click the Cancel button if you do
not want to keep the information.
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Result: When saved, the system returns to the Circulation - Patron Groups
workspace and the new Patron Group is listed (Eigure 5-35) in the Circulation -
Patron Groups workspace.

Circulation - Patron Groups

Codes | Names [a] Mew
FALC Faculty

GRaD Graduate Student Edit |
ILL Inter-Library Loar J

Law University Law Students

5T Stait = el |

Figure 5-35. Newly-created Patron Group listed

Editing Patron Groups

Sites may change any or all information on Patron Groups or add new ones after
their initial patron group load. If you change a Patron Group, that change is
reflected throughout the database wherever that information is used. Any changes
affect future circulation transactions only.

WTIP:

If your library participates in Universal Borrowing with other Voyager sites,
it's helpful to let them know if you edit or delete any patron groups. This
way they can be sure to run Circjob 33 (see the Voyager Technical User’s
Guide for more information) to update their listing of patron groups.

Procedure 5-8. Editing a Patron Group

Use the following to edit a Patron Group.

1. Access the Circulation - Patron Groups workspace.

2. Highlight the patron group you want to edit and click the Edit button.
Result: The Patron Groups tab opens.

3. Enter new information in any of the fields you want to edit.
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4. Click the Global Borrowed Item Limits tab and enter new information in any of the
fields you want to edit.

5. Click the Save button to save the changes. Click the Cancel button if you do not
want to keep the changes.

Result: The Patron Group information has been edited if Save was selected.

Deleting a Patron Group
Sites can delete any Patron Group if it is no longer in use in a patron record.

Procedure 5-9. Deleting a Patron Group

Use the following to delete a Patron Group.
1. Access the Circulation - Patron Groups workspace.

2. Highlight the patron group you want to edit and click the Delete button (see Figure 5-
36).

Circulation - Patron Groups

Codes [ Mames [«] New |
ILL Inter-Library Loan
Law University Law Students Edit |
RESTRICTED  Restricted J
ST Staff

Staff patron group LI Delste |

Figure 5-36. Circulation - Patron Groups Workspace with group highlighted

Result: The Delete Patron Group dialog box asks for confirmation of the deletion
(see Figure 5-37).
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Circulation - Patron Groups

Codes | Mames |;| MNew
ILL Inter-Library Loan
Law University Law Students Edit |
RESTRICTED  Restricted J
5T Staff
Staff patron group LI

Delete Patron Group [ <]

‘fou will delete Patron Group:
"Skaff"

Are you sure?

fes Mo

Figure 5-37. Listing after deleting the Patron Group
Click the Yes button if you want to delete the patron group.

Result: If deleted, the system returns to the Patron Groups workspace and the
patron group is immediately removed from the listing of patron groups.

NOTE:
If the patron group is in use in a patron record it would not be able to be deleted. A
message stating such would display (see Figure 5-38).

Yoyager System Administration E

& This patron group cannot be deleted because it is being used in a Patron Barcode record.

Figure 5-38. Patron Group cannot be deleted message
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Patron Note Types

The Patron Note Types configuration option allows you to create, edit, and delete
your own custom note types and view the complete list of note types that include
the following system-provided types:

* Address
* Barcode
* General
* Phone

* Pop-Up

See Figure 5-39.

Circulation - Patron Note Types

Mames - Hew
Barcode Edit
Conference Room
General

Delete

Maote 1 j

—Mew Patron Mote Type:

Name: |

Save LCancel

Figure 5-39. Patron Note Types Option

To access Patron Note Types, click the Patron Note Types icon located in the
Circulation component of the System Administration listbar. Use the New, Edit,
and Delete buttons to manage the custom note types you need for your
institution. The Patron Note Type name may be up to 25 characters long.
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NOTE:
You may not edit or delete the system-provided Patron Note Types. In addition,
you may not delete custom-created Patron Note Types that are currently in use.

After you have created the patron note types for your institution in the System
Administration client, they can be accessed/managed from the patron record. In
the Circulation client, the patron record Notes dialog box (see Figure 5-40)
provides a drop-down list from which to select the type of note you want to view,
create, or delete.

%’ Patrarn Mame: |Fh:|ger Wright
Mate Type: IEaru:u:u:Ie j
Lagt bodified: |2EI1 0-09-29 16:07:52 by demao

E arcode #28394 requires immediate deliven, ;I

Mew Save Delete Cloze

Figure 5-40. Patron Record Notes Dialog Box

Patron Default Dates

The Patron Default Dates option allows you to set patron expiration and purge
dates. See Figure 5-41. When a patron record expires, the patron is unable to
charge items. However, the record remains in the database until it is purged. To
remove patron records from the database, you need to use the patron purge
circulation job, Circjob 39 (refer to the Voyager Technical User’s Guide).
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Circulation - Patron Default Dates

— Expiration Date — Purge Date
(+ Exact Date: |9/21/2011 |[=] &+ Exact Date|ax3w2m1 v
i~ Relative Date |1 Iil I"r’ear j i Relative Datel‘l EI IYear j
Save Cancel |

Figure 5-41. Patron Default Dates

To access Patron Default Dates, click the Patron Default Dates icon located in
the Circulation component of the System Administration listbar.

Expiration Date

Use the expiration date options to identify when patron records should be set to
expire. The expiration date set in System Administration displays as the default in
the Expires field of the Add New Patron Record dialog box in Circulation (see

Figure 5-42).

This date determines when the patron record becomes inactive even though it
continues to remain in the database.
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Add New Patron Record

M ame I Detailz I Barcode ] Address I Phone

SMS Number: |B4?-22?-ZEEE

E spires: IEIa’21 f2012 I Purge Date:; IEI.I’3EI.1’2EI12 I

Department; | Business

tajor: IFinar'u:e

Birth [ ate: I 8/17/1932 I

Figure 5-42. Expires/Purge Date Example
The expiration date may be set as an exact date or as a relative date.

The Exact Date option uses the month/day/year format. You may enter the date
manually or click the down arrow to display the calendar from which to select a
date.

The Relative Date option is set by selecting the relative amount (numeric value)
and specifying Day, Month, or Year. To specify that a patron record should expire
in 10 months from when it is created, for example, specify 10 in the numeric field
and select Month from the drop-down list.

NOTE:

The maximum value for a patron expiration date is 12-31-2382. If you set a
relative date that calculates dates beyond this date (such as 9999 months), you
will not be able to save the patron records with this date attached.
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Purge Date

Use the purge date options to identify when patron records are eligible to be
removed from the database. The purge date set in System Administration
displays as the default in the Purge Date field of the Add New Patron Record
dialog box in Circulation (see Figure 5-42).

The purge date may be set as an exact date or as a relative date.

The Exact Date option uses the month/day/year format. You may enter the date
manually or click the down arrow to display the calendar from which to select a
date.

The Relative Date option is set by selecting the relative amount (numeric value)
and specifying Day, Month, or Year. To specify that a patron record is eligible for
removal from the database in 360 days from when it is created, for example,
specify 360 in the numeric field and select Day from the drop-down list.

NOTE:

The maximum value for a patron purge date is 12-31-2382. If you set a relative
date that calculates dates beyond this date (such as 9999 months), you will not be
able to save the patron records with this date attached.

Circulation Policy Definitions

5-54

Each site has one or more departments responsible for circulating items for
various locations within the library. Any such department which performs such
tasks under the department’s own policies and hours of operation may be defined
as a Circulation Policy Group.

If your library has multiple circulation departments, each with their own hours of
operation and policies, you typically have multiple policy groups.
For your site’s Circulation Cluster there must be at least one Circulation Policy
Group, which is the set of locations and policies that are applied to its patron
groups and items. These policies provide the rules that govern various patron
group circulation activities.
Adding a Policy Definition involves the following:

* Name the Circulation Policy Group

* Add the locations

¢ Set the policies

* Associate the Circulation Calendar(s)

Ex Libris Confidential



Security

Chapter 5: Circulation Configuration

* Associate the Patron Groups
* Associate the Item Types
* Create a default Circulation Matrix

* Create a default Short Loan Circulation Matrix

Operators linked to a Master security profile, where the Circulation Policy
Groups check box on the Profile Values tab of the Security - Master Profiles
workspace is checked, are able to access the Circulation - Policy Definitions
workspace. See Master Security Profiles - Creating, Editing, and Deleting on

page 9-23.

Circulation Policy Definition Workspace

The Circulation - Policy Definitions workspace, as shown in Figure 5-43,
displays the names of the circulation policy groups that have already been
defined, and allows the administrator to add, edit, or delete circulation policy
groups.

Circulation - Policy Definitions

Hew
Media Scheduling Group Edit |
0L Circ
Other Branch Circ Grp
Reserve Cic Group Delete |
aitiors Z1TPM

Figure 5-43. Circulation - Policy Definitions Workspace
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Table 5-8 describes the fields and buttons that display on the Circulation - Policy

Definitions screen.

Table 5-8. Circulation - Policy Definitions Workspace Fields and Buttons

Field/Button
Names

Description

Names

This column displays the names of the defined circulation
policy groups.

New

When this button is clicked, the New Policy Definition:
screen appears in the work area as shown in Figure 5-44.

Edit

When this button is clicked, the Edit Policy Definition:
screen appears in the work area as shown in Figure 5-45.

Delete

This button allows the administrator to remove a policy def-
inition that is highlighted under the Name: column.

The Policy Definition Workspace (New and Edit)

The New Policy Definition workspace (see Figure 5-44) and the Edit Policy
Definition workspace (see Figure 5-45) allow the administrator to add or modify
policy definitions by populating fields on the following tabs:

¢ Policy Definition

* Locations
* Policies

* Calendar
e Patrons

* [tems

* Matrix

* Short Loan Matrix

NOTE:

The Matrix and Short Loan Matrix tabs are not available from the New Policy
Definition workspace. These tabs display in the Edit Policy Definition
workspace after the circulation policy group has been defined/created in the New
Policy Definition workspace.

Figure 5-44 shows the New Policy Definition workspace that adds circulation
policy groups to the database.
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Circulation - Policy Definitions

Media Scheduling Group Edit |
0L Circ

Other Branch Circ Grp

Rezerve Circ Group Delcte |

i New Policy Definition:

Policy Definitian I Locations ] Policies ] Calendar I Patrans ] Iterms ]

Circ Group Name: ||

itions | 318PM 2

Figure 5-44. New Policy Definition

Figure 5-45 shows the Edit Policy Definition workspace that is used to edit
circulation policy groups.

Circulation - Policy Definitions

| Mames Hew
tedia Scheduling Group Edit
0L Circ

Other Branch Circ Grp

Reserve Circ Group Delete
—Edit Policy Definitian:
Palicy Definition I Locations I Policies I Calendar ] Patrons ] Iterms ] Matrix ] Shart Loan Matrix ]

Circ Group Mame:

sitians I I6PH

Figure 5-45. Edit Policy Definition
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Table 5-9 describes the buttons that display in the New Policy Definition
workspace and the Edit Policy Definition workspace.

Table 5-9. New/Edit Policy Definitions Workspace Buttons

Button Names Description

Save This button saves the new or modified circulation policy
group.
Cancel This button exits the screen without saving changes to the

circulation policy group.

Policy Definition Tab

The Policy Definition tab, as shown in Figure 5-45, assigns a unique name to the
circulation policy group.

Table 5-10 describes the fields on the Policy Definition tab.
Table 5-10. Policy Definition Tab Fields

Name Description Required | Type and Range

Circ Group The name given to the Circulation Policy | Yes Alphanumeric,

Name Group. punctuation and
spaces.

Must be unique to the database.
Uppercase and
lowercase allowed.

40 characters.

Locations Tab

The Locations tab identifies available locations and corresponding
characteristics. From this tab, the administrator can update the location settings
and alerts by clicking on the Settings button.

Figure 5-46 shows the Locations tab when the Circulation Location radio
button is left unmarked.
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Circulation - Policy Definitions

Names New
Media Scheduling Group Eddit
0L Circ

Other Branch Circ Grp

Reserve Circ Group Delete

i~ Edit Policy Definition:
Policy Definition ] Locations I FPolicies I Calendar ] Patrons ] Items ] Matrix ] Short Loan Matrix ]

Selected |
Acquisitions

Biology

Cataloging Desk.

Circulation Desk [c] (o]
Electionic Callzctions
FinTest

Govemment Documents
Juverile Education
Libramy Technology Center

LI -

Settings...

itions ‘ Circ Cluster: Endeavor Training Database %048

Figure 5-46. Locations Tab

Table 5-11 describes the Location Settings dialog box.
Table 5-11. Locations Tab

Field/But- | Description Required Type and Range

ton Name

Available The list of all locations that are not Yes Choose from the Avail-
part of any Circulation Policy Group, able list.

but are part of the operator’s Master

Security Profile. Locations are defined

in System Administra-
tion. See Locations on

age 10-39.
Selected The list of locations that belong to You must Moved from the Avail-
the current Circulation Policy Group. | define at able list.
least one
location per
Circulation
Cluster
Settings This button opens the Locations N/A button

Settings dialog box.

This is only active if a location has
been saved and then highlighted in
the Selected column.
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Table 5-11. Locations Tab

Field/But- | Description Required Type and Range
ton Name
> This button moves highlighted items | N/A button

from the Available column to the
Selected column.

< This button moves highlighted items | N/A button
from the Selected column to the
Available column.

>> This button moves all items from the | N/A button
Available column to the Selected
column.

<< This button moves all items from the | N/A button
Selected column to the Available
column.

Location Settings

The Location Settings dialog box displays as shown in Figure 5-47 when the
location isn’t configured for circulation.

Location Settings

Settings I

Default Lacation: IBranch Periodicals 'l Diefault ltem Type: |1 day reserve item 'l
Diefault Print Location: IAcquisitions Desk 'l I” Automated Storage

Ok I Lancel

Figure 5-47. Location Settings Without Circulation Location

Table 5-12 describes the Location Settings dialog box.
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Table 5-12. Location Settings Dialog Box Without Circulation Happening Location
Name Description Required Type and Range
Default The location used whenever an operator Yes Choose from the drop-
Location working at the circulation location creates a down list.
brief bib/holdings/item record. . . .
Locations are defined in
This populates the Permanent location field System Administration.
of the item record. See Locations on
page 10-39.
Default The Item Type used whenever an operator | Yes Choose from the drop-
Iltem Type | working at the circulation location creates down list.
an item record. Item Types are defined in
System Administration.
See ltem Types on
page 10-34.
Default For all notices and reports, Voyager looks at | No Choose from the drop-
Print the happening location in the Circulation down list populated by
Location Policy Group and sends the circulation desk the print locations.
information to the .inp file for the default . .
rint location (happening location) Print Locations are
P P 9 ' defined in System
Administration. See Print
Locations on page 10-
80.
Automated | When checked, it defines your Circulation No Check box
Storage Policy’s location(s) to be selected as an .
S Only active if
Automated Storage facility. The automated .
. . the site uses
storage facility stores all currently active !
. . Voyager's
barcodes from Voyager. This storage facility
. . . . . ARS/Remote
is responsible for assigning bin information Storage
to the Message Handling System (MSH). If 9
. . L extension
there is no information in the MHS, Voyager product

assumes the item is not in storage.
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Table 5-12. Location Settings Dialog Box Without Circulation Happening Location
Name Description Required Type and Range
Circulation | When checked, this becomes a circulation | At least one | Check box
Location happening location, that is, where circula- | location in a
tion activities are performed. Circulation
Policy Group

You may have more than one happening

: ) must be
location for a Policy Group. deemed a
A (c) displays next to the location in the circulation

Selected Locations list when you select this | location
check box as a circulation happening loca- | (happening
tion. location).

See Circulation Locations (Circulation Hap-
pening Locations) on page 5-62.

5-62

Circulation Locations (Circulation Happening Locations)

If you check the Circulation Location check box on the Settings tab of the
Location Settings dialog box, the Circulation Location section opens and
displays additional check boxes that determine what activities can occur at this
location (see Figure 5-48).

NOTE:
Once a location is deemed a circulation location, the Alerts tab of the Location
Settings dialog box is available. See Circulation Alerts at Discharge and Charge

on page 5-162.
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Location Sekttings

Settings I Alerts I

Default Location: [{mfsmET ==

Default ltem Type: Ibook 'I
Default Print Location: IEircuIation Dk 'I I= Automated Starags

— v Circulation Location
[~ OPAL Suppress for ltem on the Fly
v Collect Fines I~ Dwe Date Slip Print I~ Dizcharge Receipt Frint
|v Courtesy Discharge [~ Hold Slip Print [~ Payment Receipt Print
I~ Routing Slip Print ¥ PFick Up Location
Shelving Interal: I 15 IHours 'l In Transit Intersal: I DE Days
Hold Life: I EE Days Fecall Life: I EE Days
gk LCancel |

Figure 5-48. Settings Tab with Circulation Location

Table 5-13 describes the additional fields and check boxes on the Location
Settings dialog box.

Table 5-13. Circulation Location section of the Settings Dialog Box Fields

Name Description Required Type and Range
Collect Fines | When checked, an authorized operator can No Check box
collect payments for any fines/fees at this cir- .
) : Default is
culation location.
unchecked.
Courtesy When checked, an item can be discharged at | No Check box
Discharge a location other than the one from which it .
. Default is
was originally charged.
checked.

If not checked, items can only be discharged
at the location where it was originally
charged.

The desk from which the item was charged
determines if a foreign desk can discharge it.
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Table 5-13. Circulation Location section of the Settings Dialog Box Fields

when it is performed by an operator at this cir-
culation location unless the operator over-
rides through a Circulation Session Default
selection.

Name Description Required Type and Range
Due Date Slip | When checked, the system automatically No Check box
Print prints a Due Date slip according to the cir- .
! . . Default is
cumstances of the circulation transaction
. . checked.
when it is performed by an operator at this cir-
culation location unless the operator over-
rides through a Circulation Session Default
selection.
Hold Slip Print | When checked, the system automatically No Check box
prints a Hold slip according to the circum- .
X . . . Default is
stances of the circulation transaction when it
) . . checked.
is performed by an operator at this circulation
location unless the operator overrides through
a Circulation Session Default selection.
Routing Slip When checked, the system automatically No Check box
Print prints a Routing slip according to the circum- .
. . . . Default is
stances of the circulation transaction when it
) . . checked.
is performed by an operator at this circulation
location unless the operator overrides through
a Circulation Session Default selection.
OPAC When checked, if an operator creates a brief | No Check box
Suppress for | bibliographic, holdings or item record at this .
. . ) . ) Default is
Item on the location, the display of that information will be
. . unchecked.
Fly suppressed in WebVoyéage.
Discharge When checked, the system automatically No Check box
Receipt Print | prints a Discharge Receipt slip according to .
. . . Default is
the circumstances of the circulation transac-
. . unchecked.
tion when it is performed by an operator at
this circulation location unless the operator
overrides through a Circulation Session
Default selection.
Payment When checked, the system automatically No Check box
Receipt Print | prints a Payment Receipt slip according to the .
. . . ) Default is
circumstances of the circulation transaction
unchecked.
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Table 5-13. Circulation Location section of the Settings Dialog Box Fields

Name Description Required Type and Range
Pick up When checked, this defines this location as a | No Check box
Location vwagg\%clguzlocanon for requests made in The system Default is
yage. allows a Cir- | unchecked.
A (p) displays next to the location in the culation Policy
Selected Locations list when you select this | Group to have
check box as a circulation happening loca- no Pickup
tion. Locations.
Shelving The number of days/hours/minutes it typically | Yes 0-999
Interval and takes for an item discharged at the circulation .
o : Default is 0.
unit field location to be reshelved.
This interval determines when the system Enter 0.'f .
L : everything dis-
changes an item’s status from Discharged .
(mm/dd/yyyy) to Not Charged charged _at this
’ location is
reshelved
immediately.
In Transit The number of days it typically takes for an Yes 0-99
Interval item to be routed either to or from the circula- .
. : Default is 0.
tion location.
. : . Enter O if you
The system considers any item with an In
) N never route
Transit status as missing if the status date .
7 . . , items to or from
plus this interval is earlier than today’s date. : .
this location.
Circulation batch job 22, Missing In Transit
report, lists these items.
See the Voyager Reporter User’s Guide for
information about Circjob 22.
Hold Life The number of days the system keeps a hold | No 0-999 days
request active before it cancels the unfilled .
Default is 0.
request.
This interval is added to the current date to
generate the default date required for all hold
requests.
Recall Life The number of days the system keeps a No 0-999 days
recall request active before it cancels the .
Default is 0.

unfilled request.

This interval is added to the current date to
generate the default date required for all
recall requests.
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Policies Tab

Figure 5-49 shows the Policies tab of the Policy Definitions section.

£ dt Pobcy Defindion:

Policy Definition | Locations || Policies || Calendas | Patrons | lems | Mabix | Shoit Loan Mabix |
[ Include Lost Item Processing Fee Lost ltem Processing Fee: | $15 @::.

W Lost ltern Retum: rermove processing fes

Posting Type for crediing retumed lost item fines: [Forgive |
[T Count Closed DaysHourz/Minutes For Loan
[ Apphy Foeed Due Time For Ovesnight Loans
[ Aliows tithe bevel holds on bibs with no items - OPAC W Allow title level holds on bibs with no ems - Circ
W Renew I Dverdue ¥ Renew If Recall ¥ Fenew i Hold [~ Extend Recal Due Date

Short Loan Early Pickup Window: | 5015 Minutes

[ Include Max Fine Amount For Lost [1em
[ Lozt Item Retum: remove ovendue fires

nesque:

W Lost ltem Returr: remove replacemeant fee

¥ Lozt ltem Return; decrement patron lost item count

[T Count Closed Days/Hows Minutes For Fine
[+ Title-devel hold item in transs to hold shelf fulfls

Shost Loan Unclaimed Intervak % Minubes

Save | Cancel

Figure 5-49. Policies Tab

Table 5-14 describes the check boxes and fields on the Policies tab.

Table 5-14. Check boxes and fields in the Policies Tab of the Circulation - Policy Definitions
Workspace

Name

Description

Type and Range

Include Lost Item
Processing Fee

When checked, this means that a bill for a lost item
will always include the processing fee.

Check box

The default is
unchecked.

Lost Item
Processing Fee

Amount of money charged to process a lost item.

00.00 to 999.99
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Table 5-14. Check boxes and fields in the Policies Tab of the Circulation - Policy Definitions

Workspace
Name Description Type and Range
Include Max Fine | When checked, this means that a bill for a lost item | Check box
Amount for Lost always includes the maximum overdue fine, or if the Default is
Item item has been recalled, the maximum recall unchecked
overdue fine applicable, if your library charges such '
a fee.
The amount is provided on the
Settings tab Add - Circulation Policy Matrix Record
Settings Dialog Box on page 5-111.
NOTE:
If this option is checked and the Max Fine Amount
is set to $0.00, any accumulated overdue fines
reset to $0.00 when an item is identified as lost.
See Max Fine Amount described in Table 5-19 on
page 5-96.
Lost Item Return: | Select this policy definition option to have the Check box
remove overdue system allow an operator (with the appropriate The default is
fines permissions) remove overdue fines when a lost unchecked
item is returned. '
Lost Item Return: | Select this policy definition option to have the Check box
remove processing | system allow an operator (with the appropriate The default is
fee permissions) remove the lost item processing fee unchecked
when a lost item is returned. '
Lost Item Return: | Select this policy definition option to have the Check box
remove system allow an operator (with the appropriate .
o . The default is
replacement fee permissions) approve the removal of the lost item unchecked
replacement fee when a lost item is returned. '
Lost Item Return: | Select this policy definition option to have the Check box
decrement patron | system allow an operator (with the appropriate .
) . , : The default is
lost item count permissions) decrement the patron’s lost item count
’ . unchecked.
when a lost item is returned.
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Table 5-14. Check boxes and fields in the Policies Tab of the Circulation - Policy Definitions
Workspace

Name

Description

Type and Range

Posting type for
crediting returned
lost item fines

Specify the posting type you prefer for crediting
returned lost item fines that are refunded by
selecting one of the following types from the drop-
down list:

* Forgive

* Faculty Forgive
* Bursar Transfer
* E-Kiosk

* Error

¢ Payment

* Refund

* Suspension

Forgive is the
default
selection.

Count Closed
Days/Hours/
Minutes for Loan

When this box is checked, circulation allows an item
to be due on a day when the library is closed, as
defined in the group’s active calendar. Otherwise,
the item will be due on the next open day.

If this box is not checked, and it is an hourly or
minutely loan, the loan interval can be rolled over to
the next open day. Otherwise, the loan interval
cannot be rolled over to the next open day and the
loan period is truncated to the institution’s closing
time.

See Calculating Loan Periods for Hourly and
Minutely Loans on page 5-13 for additional
information.

If the Loan Interval is expressed as day, not
counting closed days means that the due date is
always a day on which the circulation desk is open.
In practical terms, this could extend the normal
Loan Interval because if a due date would fall on a
day the circulation desk is closed, the due date
becomes the next open day.

Check box

The default is
unchecked.

Count Closed
Days/Hours/
Minutes for Fine

When checked, this includes closed days/hours/
minutes, according to the Group’s active Calendar,
when calculating the overdue fine when an item has
been returned late.

Check box

The default is
unchecked.
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Table 5-14. Check boxes and fields in the Policies Tab of the Circulation - Policy Definitions

Workspace
Name Description Type and Range
Apply Fixed Due When checked, this enables the fixed due times Check box
Time for Overnight | and effective times that are set up in the associated .
: ! The default is
Loans Circulation Calendar.
unchecked.
Fixed due times allow libraries to specify when an
hour- or minute- loan item is due if charged out
overnight, and the effective times for that due time
to be applied.
Fixed Due Times on page 5-12.
Title-level hold: Select this option to have the system treat an item | Check box
item in transit to in transit to the hold shelf the same as when the The default is
hold shelf fulfills item is already placed on the hold shelf. As a result,
. . unchecked.
request this cancels the hold recall requests on other items
attached to the same bibliographic record once an
item is placed in transit.
Items in transit in this manner are identified with the
hold recall status of Pending in Transit.
Allow Title Level Use this option to block patron title-level hold Check box
Holds on Bibs with | requests attempted from the OPAC Hold or Recall .
o . The default is
No Items - OPAC | request pages when the bibliographic record has no
. o ' checked.
items (such as missing or lost items).
To block these requests, uncheck this option.
Allow Title Level Use this option to block staff title-level hold requests | Check box
Holds on Bibs with | attempted from the Circulation module when the .
; o : . - The default is
No Items - Circ bibliographic record has no items (such as missing
. checked.
or lost items).
To block these requests, uncheck this option.
Renew if When checked, if the patron can renew the item, Check box
Overdue then the patron will be able to renew it even if it is .
The default is
overdue.
unchecked.
If not checked, the patron cannot renew an overdue
item.
Renew if Recall When checked, if the patron can renew the item, Check box
then the patron will be able to renew it if there is an .
: The default is
active recall request.
unchecked.

If not checked, the patron cannot renew an item if
there is an there is an active recall request.
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Table 5-14. Check boxes and fields in the Policies Tab of the Circulation - Policy Definitions

Workspace
Name Description Type and Range
Renew if Hold When checked, if the patron can renew the item, Check box
then the patron will be able to renew it if there is an .
. The default is
active hold request.
unchecked.
If not checked, the patron cannot renew an item if
there is an active hold request.
Extend Recall Due | When checked, the due date for a recalled item is | Check box
Date extended past the original due date. The system .
L The default is
calculates a new due date based upon the original unchecked

due date and when the recall was placed, as well as
values determined on the Matrix tab.

Short Loan Early
Pickup Window

This is the amount of time during which a patron is
allowed to pick up the item before the reservation
begins.

If the item is charged during this early pick up
period, the patron will be allowed to keep the item
until the end of the period originally scheduled.

If an item is picked up earlier than the time entered
here, the charge blocked.

0-999 minutes
The default is 0.

Short Loan
Unclaimed
Interval

The amount of time after the short loan is scheduled
to begin where a patron can still charge the short
loan item. After this period of time the item is
considered unclaimed and the reservation expires.

Circjob 27 updates the status of current short loan
requests and archives expired requests.

0-999 minutes
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Calendar Tab
Figure 5-50 shows the Calendar tab of the Policy Definitions section.

—Mew Policy Definition:

Palicy Definition I Locations I FPolicies I Calendar I Fatronz I Items I Matrix] Short Loan b atrix I

Begin Date | End date

tain Calendar

Save I Lancel |

Figure 5-50. Calendar Tab

Table 5-15 describes the fields on the Calendar tab.
Table 5-15. Fields in the Calendars Tab of the Circulation - Policy Definitions Workspace

Name Description Required Type and Range
Available Box The list of available Yes Choose from Available
calendars that are part list.
of this Circulation Calendars are defined in
Cluster.

System Administration.

Circulation Calendars on
page 5-8.
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Table 5-15. Fields in the Calendars Tab of the Circulation - Policy Definitions Workspace

Name Description Required Type and Range
Selected Box The list of selected A calendar must be | Select from the drop-
calendars that are part | associated with this | down menu.
of this Circulation Circulation Policy
Cluster. Group.

At least one calen-
dar is required for
the group.

You may choose
more than one cal-
endar provided the
calendars do not
overlap.

Multiple Circulation
Policy Groups can
share the same
Calendar.

Patrons Tab and Patron Rules Dialog Box

Figure 5-51 shows the Patron tab and Figure 5-52 shows the Patron Rules
dialog box which is where you provide the policies for each of the patron groups.
See Table 5-16 on page 5-74 for a description of the fields and check boxes in the
Patron Rules dialog box.
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Eckt Pokicy Defritior:
Policy Dafiriion. | Locations | Folcies | C

alores
Erdesy
Carel
Courtesy Patron
Fatulty
Global kem el besd
Gradusts Studert
Inbes-Libsary Loan
Prirna
Resticted
Shafi
Status Patron Group

LR R RR L

LA AR ALY

l_le:n: | Mt | Short Loan Matii: |

-

Aules . |

Elemnove

Save

Lan:d.

Figure 5-51. Patrons Tab

You must create a default (all) setting which will be used when no other specific

settings have been defined.

A VMPORTANT:

During a circulation transaction, if the system encounters a Patron Group
with no information specified, it defaults to the settings for the (all) Patrons.

If all of your patron groups use

these same settings, simply defining the (all)

settings is sufficient. Create specific patron group settings for those exceptions to

the (all) settings.

NOTE:

On the Patrons tab, a check in the check box next to the patron group indicates

that patron settings have been

saved to the database. These settings may be the

same as the (all) settings, different from the (all) settings, or be selected because
the Patron Rules dialog box was simply saved to the database with no

information added.
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Patron Rules

L4

[~ Courtesy Malice Apgply

¥ M ax Humber OF Recalls Apply
™ Wax Claimed Retums Apply
I Max Call Shp Requests Apply
™ Max Shost Loan Titkes Apply
[ Max Overdue lems Apply

v Place Holds Using The OPAC
[™ Place Short Loans Using The OPAC

¥ Fines/Lost ltem Fees Apply Max Dutstanding Balance: | $20.00f2 Min Balance For Notice: [ $10,00f

¥ Mazx Items Borowed in this Policy Group 122 Max Overdue Recalled Items Apply

[ Include Pending Hold Reguests In The Max Bomowed (bems Limd

[ Ermal Courtesy Nobicas [v Email Cancellation Matices [v Email Item dvailable Mobess
¥ Emad Overdus Notices [ Email [Jther] Dverdus Molices
¥ Emal Recall Motices ¥ Email (Jther) Recall Hotices

[~ Owverdue Mobice Apply

Sl [ Max Sell-Shelf Returns Apply
[~ Max Lost ltems Apply
| Max Shot Loan Apply
[T Max Shodt Loan Per Day Appl

E‘F; v Max Hold R equests Apply EE:_

|00

v Place Recall: Using The DPAC
¥ Place Call Ship Fequests Using The OPAC

1] 4 | Cancel

Figure 5-52. Patron Rules Dialog Box

The limits defined here

for patron groups are checked when a patron attempts to

charge an item. If the limits are exceeded, the patron is blocked from completing
the transaction. In this situation, only an authorized operator can override the
block and allow the transaction to continue.

Any blocks that are overridden (by an operator with the appropriate authorization)
are identified as exceptions in the Transaction Exceptions report generated with
Circjob 24. Refer to the Voyager Reporter User’s Guide for more information
regarding Circjob 24. See Defining Circulation Blocks on page 6-1.

Table 5-16. Fields and check boxes on the Patron Rules dialog box

fines/fees.

Leave blank if patrons are exempt from

Name Description Required Type and Range
Fines/Lost | When checked, patrons are liable for No Check box
Iltem Fee overdue fines/lost item fees for at least one .

The default is
Apply Item Type.

unchecked.
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Table 5-16. Fields and check boxes on the Patron Rules dialog box
Name Description Required Type and Range
Max[imum] | The amount at which the system blocks the | Yes, if the 0 to 9999.99
Outstanding | use of the patron barcode associated with | Fines/Lost _
: . 0 prohibits
Balance this patron group, if the patron has a total | Iltem Fee : .
: circulation
amount due (from all fines/fees) equal to or | Apply check ;
. . transactions.
greater than this amount. box is
checked.
Min[imum] | The minimum total outstanding balance in | Yes, if the 0 to 999.99
Balance for | order to produce a bill to send to the Fines/Lost
Notice patron. ltem Fee
When the balance becomes greater than Apply check
D - box is
the amount specified in this field, a bill is
checked.
produced.
Not applicable if the Patron Group is
exempt from fines/fees.
Courtesy When checked, a courtesy notice is sentto | No Check box
Notice Apply | the patron at a specified interval (the_ ’ The default is
Courtesy Notice Interval) before the item’s
unchecked.
due date.
However, if the Courtesy Notice Interval in
the Circulation Matrix is set to 0, no notice
is sent.
Overdue When checked, an overdue notice is sent | No Check box
Notice Apply | to the patron when an item is overdue. The default is
unchecked.
Max[imum] | When selected, this limits the total number | No Check box
Items _ of items belonging to this policy group that The default is
Borrowed in | a patron may borrow.
; ; unchecked.
this Policy
Group
Max[imum] | The number at which the system blocks Yes, if 1-999
Items the use of the patron barcode associated | Max[imum]
: . . . If not selected,
Borrowed in | with this patron group if the patron has a ltems there is o limit
this Policy total number of charged items belonging to | Borrowed in '
Group this policy group equal to or exceeding this | this Policy
[numeric number. Group is
value] checked.
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Table 5-16. Fields and check boxes on the Patron Rules dialog box
Name Description Required Type and Range
Max[imum] | When checked, this limits the total number | No Check box
Overdue of overdue recalled items charged to the .
. The default is
Recalled patron at one time.
unchecked.
Items Apply
Max[imum] | The number at which the system will block | Yes, if Max | 1-999
Overdue the use of the patron barcode associated | Overdue
. . . Must be equal to
Recalled with this patron group if the patron has a Recalled
. or less than the
ltems total number of overdue recalled items Items Apply
) : Max Items
equal to this number. is checked.
Borrowed value.
Max[imum] | When checked, this limits the total number | No Check box
Number of | of pending re_call requests the patron can The default is
Recalls have at one time.
unchecked.
Apply
Max[imum] | The number at which the system will block | Yes, if Max | 1-999
Number of | the use of the patron barcode associated | Number of
Recalls with this patron group for placing a recall if | Recalls
the number of pending recall requests Apply is
equals this number. checked.
Max[imum] | When checked, this limits the number of No Check box
Self- Self-Shelves the patron can accumulate. .
The default is
Shelves . .
A self-shelve occurs every time an item unchecked.
Returns '
Apply presented for charge by a patron must first
PP be discharged from another patron.
Max[imum] | The number at which the system will block | Yes, if Max | 1-999
Self-Shelve | the use of the patron barcode associated | Self Shelves
Returns with this patron group if the patron has a Returns
total number of Self-Shelves (displayed as | Apply is
a counter in the patron record) equal to this | checked.
number.
If the limit is reached, this counter must be
decreased manually; see the Voyager
Circulation User’s Guide for more
information.
Max[imum] | When checked, this limits the number of No Check box
Claimed Claimed Returns a patron can accumulate. .
The default is
Returns
unchecked.
Apply
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Table 5-16. Fields and check boxes on the Patron Rules dialog box
Name Description Required Type and Range
Max[imum] | The number at which the system will block | Yes, if Max | 1-999
Claimed the use of the patron barcode associated | Claimed
Returns with this patron group if the patron has a Returns
total number of Claimed Returns Apply is
(displayed as a counter in the patron checked.
record) equal to this number.
When a staff member adds the item status
of Claims Returned to an item, the system
increments this counter by one.
Max[imum] | When checked, this limits the number of No Check box
Lost Items lost items the patron can accumulate. .
AoD| The default is
PRl unchecked.
Max[imum] | The number at which the system blocks Yes, if Max | 1-999
Lost ltems | the use of a patron barcode associated Lost Items
with this patron group if the patron has a Apply is
total number of Lost Items (displayed as a | checked.
counter in the patron record) equal to this
number.
When a staff member adds the Lost Item
status to an item, the system increments
the lost item counter by one.
If the limit is reached, this counter must be
decreased manually; see the Voyager
Circulation User’s Guide for more
information.
Max[imum] | When checked, this limits the number of No Check box
Call Slip call slip requests the patron can submit. The default is
Requests
unchecked.
Apply
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Table 5-16. Fields and check boxes on the Patron Rules dialog box
Name Description Required Type and Range
Max[imum] | The number at which the system blocks Yes, if Max | 1-999
Call Slip the submission of call slips if the patron Call Slip : .
Requests has a total number of pending call slip Requests Since this does
. . counttoward the
requests (displayed as a patron counter) Apply is
equal to this number. checked. Max Items
Borrowed, the
When a call slip request is made, the number for the
counter increments by one. When a call Max Call Slip
slip is processed or expired, the counter Requests
decreases by one. should not
exceed the Max
NOTE: Borrowed Items.
The number of call slips a patron submits
also counts toward the Max borrowed
items limit. Therefore, the number of call
slips submitted plus the number of charged
items may not exceed the borrowed items
limit.
NOTE:
Processed call slip requests are not
included in the Hold or Recall maximum
limits.
Max[imum] | When checked, this limits the number of No Check box
igglr;t/ Loan Eskr)lg]llr:g short loan requests the patron can The default is
unchecked.
Max[imum] | The number at which the system blocks Yes, if Max | 0-999
Short Loans | the short loan request if the patron has a Short Loan
total number of pending short loan Apply is
requests (displayed as the Current Short checked.
loan counter) equal to this number.
Max[imum] | When checked, this limits the number of No Check box
S_hort Loan re_qL_Jests a patron can _plqce for_ a particular The default is
Title Apply | bibliographic record within the interval unchecked
defined in the Set short loan advance '
booking days displayed interval defined in
the OPAC - Miscellaneous workspace.
Max[imum] | The number at which the system blocks Yes, if Max | 0-999
Short Loan | the short loan request if the patron has a Short Loan
Titles total number of requests for a particular Title Apply is
bibliographic record equal to this number. | checked.
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Table 5-16. Fields and check boxes on the Patron Rules dialog box
Name Description Required Type and Range
Max[imum] | When checked, this limits the number of No Check box
Short Loan pendmg short loan requests a patron can The default is
Per Day submit in a day.
unchecked.
Apply
Max[imum] | The number at which the system blocks Yes, if Max | 0-999
Short Loan | any short loan requests made on that day if | Short Loan
Per Day the patron has a total number of pending Per Day
short loan requests placed in the same day | Apply is
equal to this number. checked.
Max[imum] | When checked, this blocks a patron if his | No Check box
Overdue or her overdue items have reached this .
Items Apply | number The defaultis
PRl ' unchecked.
Max[imum] | The number at which the system blocks Yes, if Max | 1-999
Overdue the use of the patron barcode associated | Overdue
. . . Must be equal to
Items with this patron group if the patron has a Item Apply
. - or less than the
total number of overdue items equal to this | is checked.
Max Items
number.
Borrowed
number.
Max[imum] | Select this option in order to specify a No Check box
Hold maximum number of hold requests that a .
The default is
Requests patron may make.
unchecked.
Apply
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Table 5-16.

Fields and check boxes on the Patron Rules dialog box

Name

Description

Required

Type and Range

Max[imum]
Hold
Requests

Specify the maximum number of hold
requests permitted. After the patron has
reached the maximum number specified,
the system blocks the patron from
additional requests.

The Hold Requests maximum limit is
included in the following maximum items
charged limits:

* On the Hold/Patron Requests page
in WebVoyage, a callslip/hold
request is blocked if the hold
request limit plus the items charged
per patron/item policy group
reaches the maximum items
charged per patron/item policy
matrix.

* When checking out materials, a
circulation block is placed if the hold
request limit plus the items charged
per institution (or cluster) reaches
the maximum items charged per
institution.

NOTE:
Any blocks that are overridden (by an

operator with the appropriate
authorization) are identified as exceptions
in the Transaction Exceptions report
generated with Circjob 24. Refer to the
Voyager Reporter User’s Guide for more
information regarding Circjob 24.

Yes, if Max
Hold
Requests
Apply is
checked.

1-999

Include
Pending
Hold
Requests in
the Max
Borrowed
Items Limit

Select this check box to include the
patron’s number of hold requests as part of
the total of borrowed (charged) items.
When the combination of hold requests
and charged items reaches the Max
Borrowed Items Limit, the patron is
blocked from additional borrowing.

NOTE:
This option is only available when the Max

Items Borrowed in this Policy Group is
selected.

No

Check box

The default is
unchecked.
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Table 5-16. Fields and check boxes on the Patron Rules dialog box
Name Description Required Type and Range
Place Holds | When checked, patrons can place holds in | No Check box
Using the WebVoyéage. The default is
OPAC
unchecked.
Place When checked, patrons can place recalls | No Check box
Re_calls in WebVoyége. The default is
Using the unchecked
OPAC ’
Place Short | When checked, patrons can place short No Check box
Loans Using | loans in WebVoyéage. The default is
the OPAC
unchecked.
Place Call When checked, patrons can place call slip | No Check box
Slip requests in WebVoyage. The default is
Requests unchecked
Using the '
OPAC
Email When checked, send Courtesy Notices by | No Check box
(N:g::::t:sy e-mail. The default is
Patron record must contain an e-mail unchecked.
address.
Email When checked, send Cancellation Notices | No Check box
(Nl(a)\ggz!atlon by e-mail. The default is
Patron record must contain an e-mail unchecked.
address.
Email Item When checked, send Iltem Available No Check box
ﬁ\(/;;léf;?e Notices by e-mail. The default is
Patron record must contain an e-mail unchecked.
address.
Email When checked, send first Overdue Notices | No Check box
(N):)/'Ecr:(:zie by e-mail. The default is
Patron record must contain an e-mail unchecked.
address.
Email When checked, send subsequent Overdue | No Check box
(Other) Notices by e-mail. The default is
Overdue . .
: Patron record must contain an e-mail unchecked.
Notices

address.
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Table 5-16. Fields and check boxes on the Patron Rules dialog box

Name Description Required Type and Range
Email Recall | When checked, send first Recall Notices No Check box
Notices by e-mail. The default is
Patron record must contain an e-mail unchecked.
address.
Email When checked, send subsequent Recall No Check box
(Other) Notices by e-mail. The default is
Recall . .
. Patron record must contain an e-mail unchecked.
Notices
address.
Email for Fine/Fee Notices
Setting up e-mail for fine/fee notices and statements of fines/fees is done in the
System Administration Circulation - Miscellaneous workspace. See Circulation -
Miscellaneous on page 5-33. This is a global-level setting, not a policy-level
setting.
Items Tab

Use the Items tab to supply circulation policy settings for Item types. From the
Items tab, you can define settings for:

* Short loan item types

* Replacement cost

¢ Order quantity

* Reorder point

* Placing requests on items with the following statuses:
* Missing
* Lost - System Applied
* Lost - Library Applied

Settings can be applied for a single policy/item type (see Settings on page 5-83)
or for multiple policies/item types (see Settings Multiple on page 5-87).

You must create a default (all) item type policy setting that can be used when no
other specific settings have been defined. If all of your item types use these same
settings, simply defining the (all) settings is sufficient. Create specific item type
settings for those exceptions to the (all) settings.
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NOTE:
During a circulation transaction, if the system encounters an item type with no
information specified, it defaults to the settings for the (all) item type.

Edit Pabey Defirtion
Policy Diefinition | Locations | Policies | Calendar | Pations | ltems | Mabix | Shost Loan Mabix |

1 day rezerve tem

w Seflings...
# 1 week resene fem = T

w2 day ieserve ibem
» 2 hour reserve

Figure 5-53. Default Setting - All

On the Items tab, a check in the check box next to the item type indicates that
item settings have been saved to the database.

NOTE:

A check in the check box for an item type also displays when you access the Item
Settings dialog box and click OK to save the settings, even when no information
has been added/changed.

Settings

You can modify settings for a single item policy type. See Procedure 5-10,
Modifying a Single Item Policy Type.

Procedure 5-10. Modifying a Single Item Policy Type

Use the following to modify a single item policy type.

1. Select arow in the Edit Policy Definition area. See Figure 5-54.
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Edit Policy Defirdtion:
Policy Defirilion | Locstions | Policies | Calendar | Pavions | ltems | Matix | Shost Loan Mabix |

|
¥
|
¥
w
¥
w

Item & Selfings...
(all

1 day rezerve ibem |

1 week resere tem PLIRIL

2 day ieserve iem

2 hour reserve Remove

2 haur shar

3 haur shaort

aichival matemnal

laz

Sudhotape Select A1

W ed = Unsslect A1

Figure 5-54. Select Row for Settings Edits
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2.

Click Settings.

Result: The Item Settings dialog box displays. See Figure 5-55.
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Itern Settings

[tem Type: Boak,

Replacement Cost; $1 EI.EIEIE
Order Quantity: EE
Rearder Paint; EE

Allows request on items with ‘miszing’ status:
[ OPAC Hald [~ OPAC Recall
[ Cirz Hold [ Cirz Becall

Allows request on items with ‘Lozt - System Applied' status:
[ OPAC Hald [~ OPAC Recall
[ Cirz Hold [ Cirz Becall

Allows request an items with 'Lost - Library Applied’ status;
[ OPAC Hald [~ OPAC Recall
[ Cirz Hold [ Cirz Becall

ok Cancel

Figure 5-55. Item Settings Dialog Box

3. Enter the item type policy settings to match your requirements. See Table 5-17 for a
description of the options in the Item Settings dialog box.

Table 5-17. Items Settings Options

Name Description Type and Range
Short Loan When checked, it designates the item type as a short Check box
check box loan item type. That is, it is used for short loans only.

The default is
If so, the hold, recall, and call slip check boxes are unchecked.
disabled in the Circulation Policy Matrix.
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Table 5-17. Items Settings Options

Name

Description

Type and Range

Replacement
cost

The replacement cost of the item when the item is lost. If
there is no price on the item’s item record, this value will
be used.

NOTE:
The lost item replacement fee is used only if there is no

specific price in the item record (see Figure 5-56) for the
lost item. Libraries wanting to charge a lost fee
according to the item’s value should provide a price in
the item record. Libraries wanting to charge a standard
replacement cost should let the price field default to
$0.00 in the item record and define the standard cost in
the Replacement Cost field. When an item becomes
lost-system applied, if there is no specific price in the
item record, the replacement cost defined in item policy
settings is used.

b B TO164 for haldeng 7081 [E=N T

Tithe: | 1purry Fonmr and the seeverer’s sesw & dahios pop-up ook | [Mwmasons by 13 Duniel ; paps

Location: [t Coll B: (727 yromean 200

Bovcods: [ FTTREH Td TomeLoe | 3

Pen. Lot [Mam =] Temp Tipe: | =
hesn Tipet [Bock: - Medig Type: [ -]

Erge |

Choore |

Year, [

Caphon |
Frew et |

Spre | \\
e Copg. [1 Pieceg [ 1 WP (g0
#| > ¥| vt

[ Magrehc Mads [T Serstzs

Figure 5-56. Item Record Price Field

0.00-99999.99
The default is 0.

5-86

Ex Libris Confidential




Chapter 5: Circulation Configuration

Table 5-17.  Items Settings Options
Name Description Type and Range
Order For a Distribution Item, set to auto reorder, this specifies | 0-9999
Quantity the number of that item that is automatically ordered

when the number of items in stock is equal to the
reorder point.

To do this, run Circulation batch job 28, Automatic
Orders for Item Distribution. See the Voyager Reporter
User’s Guide for information.

The default is O.

Reorder Point

For a Distribution Item, this specifies the point at which,
when you have this number of items on hand, a new
order is automatically placed.

To do this, run Circulation batch job 28, Automatic
Orders for Iltem Distribution. See the Voyager Reporter
User’s Guide for information.

0-9999
The default is O.

Allow request
on items with:

Missing
status

Lost - System
Applied
status

Lost - Library
Applied
status

Select the OPAC Hold/Recall and/or Circ Hold/Recall
options to identify when you want to allow patrons and/
or staff the ability to place a request for items with the
following statuses:

* Missing
* Lost - System Applied
* Lost - Library Applied

Check box

The default is
unchecked.

4. Click OK to save your settings.

Settings Multiple

You can modify settings for multiple item policy types. See Procedure 5-11,
Modifying Settings for Multiple Item Policy Types.
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Procedure 5-11. Modifying Settings for Multiple Item Policy Types

Use the following to modify settings for multiple item policy types.

1. Select multiple rows (shift + click) in the Edit Policy Definition area. See Figure 5-
57.

NOTE:
You can also use the Select All and Unselect All buttons to manage your row
selections in the Edit Policy Definition area.

Edit Pobcy Defiraion:
Policy Definition | Locations | Policies | Calendar | Patrons | ltems | Matrix | Shot LoanMatiix |

b -
(sl

s

2 haur sheor

3 hour shaort
aichival matenal
allas
sudhatspe
Bk

od

1 (l

RRLARL AN AR R ALY CYIC (EY I EX LN

EM' Cancel

Figure 5-57. Select Multiple Rows for Settings Edits

2. Click Settings Multiple.

Result: The Item Settings Multiple Edit dialog box displays. See Figure 5-58.
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Itern Settings Multiple Edit

kodify only thoze zettings you wish to update aon all zelected item
wpes, Any gettiing not modified below will be left az is.

Selected ltem Types
[~ Madify? B

[ Modify?  Replacement Cost: | $0.00H
[ Modify? Order Quantity: | UEI
[ Modify? Reorder Paint; | UEI

Allove request on itemsz with ‘mizzing' status:

[ Modify? I
[~ Modify? I
[ Modify? I
[ Modify? B
Allove request on itemsz with ‘Lozt - System Applied' status:
[ Modify? I
[ Modify? B
[ Modify? I
[ Modify? B
Allove request on itemsz with 'Lost - Library Applied' status:
[ Modify? I
[ Modify? B
[ Modify? I
[ Modify? B

LCancel

Figure 5-58. Item Settings Multiple Edit Dialog Box

3.

From the Item Settings tab in the Item Settings Multiple Edit dialog box, you can
select Modify? for one or more options and, subsequently, change those options to
meet your requirements. See Table 5-17 for a description of the options you can
modify on the Item Settings tab.

To select different item type policy rows for editing, click the Selected Item Types
tab (see Figure 5-59) and change your row selections.
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Itern Settings Multiple Edit

Selected ltem Types

Select multiple item types to maodify wsing CrlS hift,

[tem Settings

[tem Type

2 hour ghort
archival material
atlas

audiotape

Biook,

cd

electronic file

ill

manuzcript material
map stacks
micro

NOCinG
periodical
perzanal copy
phiotocopy
record

m

Select All Unzelect Al

Cancel

Figure 5-59. Selected Item Types Tab

4. Click OK to save your settings.
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Matrix Tab and Circulation Policy Settings

The circulation policy matrix contains the specific patron group and item type
combinations that govern a circulation transaction. Determine these values in the
context of a patron in a specific patron group who wants to borrow an item of a
specific item type from a location that belongs to the circulation policy group.

In order to perform transactions under the policy, at least, one matrix (all/all) is
required.

Creating a circulation policy matrix involves the following:
¢ Specifying the policy settings for the specific patron group/item type
combinations (see Circulation Policy Matrix Record Settings - Settings Tab
on page 5-95)
¢ Specifying the intervals for the specific patron group/item type
combinations (see Circulation Policy Matrix Record Settings - Intervals Tab
on page 5-106)

Rules for Circulation Policy Matrix Definitions

The only matrix which circulation administrators are required to define is the
default all/all matrix. In a circulation transaction, if there is no matrix for the
specific patron group/item type combination defined, the system uses the (all)/(all)

policy.

If all of the patron group/item type combinations at your site follow the same
policies, administrators do not need to create additional matrixes. Create
additional matrixes for patron group/item type combinations that are exceptions to
the (all)/(all) settings.

If you want to prohibit circulation for a specific combination, you must create a
matrix for that combination and leave the Charge/Renew check box unselected.

Loan Periods and Recalled Items

The loan period is altered by the system when a recall is placed on an item. The
loan period is set to end on the date specified in the Min Loan Period for Recalled
Items field in the circulation matrix. If this is later than the original due date for the
item, the loan period remains that of the original charge. When this occurs, a
recall notice is still sent. If a different fine rate is set for overdue/recalled materials,
it goes into effect; and the overdue notices are for overdue and recall.
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The loan period is also altered by the Fixed Due Date set in the Circulation -
Calendars workspace. No due dates may be set to be later than the fixed due
date. If the loan period for a charge is for a date later than the fixed due date, the
period of the charge is set to the fixed due date. See Circulation - Calendars
Workspace on page 5-9.

Creating and Editing Matrix Options (Matrix Tab)

Creating and editing circulation policy definition matrixes is initiated from the
Matrix tab of the Edit Policy Definition workspace for Circulation - Policy
Definitions.

The Matrix tab, as shown in Figure 5-60, lists the patron group/item type
combinations.

Edit Pobey Defiritiorc
Policy Definion | Locations | Policies | Calendar | Parons | ltems| || Ma

i ||) Short Loan Matiix |

N E— 5
- |

Birdes als Modily...
Birdedy awdiotape

Birdety Boak X
Bindesy ed

Bindedy map stacks

Birdety peticcheal

Bindesy e 1 _I
Birdeny sedial Copy
Birdey solveare W Q

Select Al ] umeiecm|

[ Swe | _Coned |

Figure 5-60. Matrix Tab
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Table 5-18 describes the buttons and fields on the Matrix tab.

Table 5-18. Matrix Tab

Name Description

Patron Group Identifies the name of the patron group to which the policy applies.
Item Type Identifies the name of the item type to which the policy applies.

Add Use this button to open the Add - Circulation Policy Matrix Record Set-

tings dialog box, which is used to add a new matrix to the database (see
Add - Circulation Policy Matrix Record Settings Dialog Box).

Modify Use this button to open the Circulation Policy Matrix Record Settings
dialog box, which is used to modify an existing matrix in the database
(see Circulation Policy Matrix Record Settings - Settings Tab and Circu-
lation Policy Matrix Record Settings - Intervals Tab). First, highlight/
select the row/policy for which you want to make the change.
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Table 5-18. Matrix Tab

Name

Description

Modify Multiple

Use this button to make the same change to several matrix policies at
the same time. First, highlight/select the rows for which you want to
make the change (using Shift+click or Ctrl+click to highlight individual
rows or click Select All for all rows to be highlighted). Use Unselect All to
clear your row selections.

Using this button opens the Circulation Policy Matrix Record Settings
Multiple Edit dialog box for you to make your change(s).

Corulwton Pabey Bt Record Sattngs Autapls Ede

Bl oy s el i iy P e ooy el ] Wi ey el v vl ] e ol P b i i

Moy o] 1 | e
Madiy ol | | by}
Wady? ' [ o] T adfy?

Wiy [ | iy ¥

Figure 5-61. Circulation Policy Matrix Record Settings Multiple Edit
Dialog Box

Select Modify? for the setting/row you want to change.

Click the arrow next to the Settings tab on the Circulation Policy Matrix
Record Settings Multiple Edit dialog box to display the Selected
Matrixes tab which you can use to change your matrix policy row selec-
tions and continue making changes on the Settings and Intervals tabs
for other policy matrixes. Only the fields selected will be modified.

NOTE:
The system checks for consistency among your selections. For

example, if you select the loan period to be in Days, the renewal period
also needs to be in days.
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Table 5-18. Matrix Tab

Name Description

Remove Use this button to remove a policy from the list (after highlighting the
row/matrix policy to be removed).

NOTE:
The (all)/(all) row is the default policy matrix and cannot be removed.

Copy Use this button to open the Copy - Circulation Policy Matrix Record Set-
tings dialog box, which is used to add a new matrix to the database from
an existing matrix (see sections Copy - Circulation Policy Matrix Record
Settings Dialog Box).

Select All Use this button to highlight all the rows in the matrix policy list.

Unselect All Use this button to clear any row selections that you have made.

Circulation Policy Matrix Record Settings - Settings Tab

The Circulation Policy Matrix Record Settings dialog box modifies the circulation
transaction information for specific patron group/item type matrixes. The
administrator can access this dialog box by highlighting a patron group/item type
combination and then clicking the Modify button.

The Settings tab is shown in Figure 5-62.
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Patron Group: I [all] Itern Type: I [all]
Intervals ]
|¥ Charge/Renew W Recal W Hold v Call Slip

Loat Period: |_4EE m
Renewal Period: I_ZIE m
Max # of Sequential Renewals: I_SE
Fire: Interval: m
Fire: Fate: IWE
I ax Fine Amaount: Im@
ax Fine for Recalls: IWE
Min Loan Period for Recalled [bems: I_?;DE Dayz
Recall Fine Intersal: m
Recall Fine Fate: IWE
Grace Period: I_gg Dayz
Recall Return Intersal: I_SE
Recall Grace Period: I_SE
v bz Items Bomowed for this |_5DE

Fatron Group & ltem Type

Rerew From: ¢ Original Due Date % Renewal Date

v UE

Save | LCancel |

Figure 5-62.

Circulation Policy Matrix Record Settings dialog box, Settings Tab

Table 5-19 describes the buttons and fields on the Settings tab of the Circulation

Policy Matrix Record Settings dialog box.

Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab

Name Description Required Type and Range

Patron Group The available Patron Yes These are the groups that

column Groups are listed in this were created in the Circu-

column. lation - Patron Group work-

space, see Patron Groups
on page 5-38.

Item Type The available Item Types | Yes These are the item types

column are listed in this column. that were defined in the
System Administration
module, see Item Types on
page 10-34.
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Circulation Policy Matrix Record Settings Dialog Box - Settings Tab

Name

Description

Required

Type and Range

Charge/Renew
permission

When checked, this spe-
cific Patron Group-Iltem
Type combination may
borrow, that is charge and
renew.

If Charge/Renew is not
selected, no other values
need to be entered.

NOTE:
To allow UB patrons to

charge/renew, check the
UB permissions check
box.

No

Check box

Default is unchecked.

Recall
permission

When checked, the patron
may place a recall request
for that item type.

No

Check box

Default is unchecked.

Hold permission

When checked, the patron
may place a hold request
for that item type.

No

Check box

Default is unchecked.

Call Slip
permission

When checked, the patron
may place a call slip
request for that item type.

No

Check box

Default is unchecked.

UB
permission

When checked, remote
patrons that are mapped
into this group may place
a UB request for items of
this type.

NOTE:
The system displays this

check box for UB and
multi-clustered
environments only.

It does not become active
until the Charge/Renew
check box is checked.

No

Check box

Default is unchecked.

Loan Period

Length of the loan.

No

0-999
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Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab
Name Description Required Type and Range
Loan period unit | Unit used to define and No Minute, Hour, and Day.
calculate the loan period. Indef. (Indefinite) No due
date is given. If Loan Inter-
val is indef, renewal and
regular fine values do not
apply so you may leave
those blank. Recall val-
ues, however, apply.
Term. The system uses the
End of term date set in the
group’s active Circulation
calendar. See Circulation
Calendars on page 5-8.
Renewal period | Length of loan when the No 0-999
loan is renewed.
Does not apply to indefi-
nite loans.
Renewal period | If Loan Period is in days or | No Minute, Hour, and Day.
unit minutes, Renewal Period .
Indefinite.
must be the same.
If Loan Period is in hours,
Renewal Period may be
hours or minutes (but if
hours is selected, 24 is the
maximum value).
If Loan Period is Indefinite,
the Renewal Period does
not apply; leave it blank.
If Loan Period is Term,
Renewal Period is days or
term.
If the renewal period is
term, then you do not
need to enter a Renewal
Period.
Renewal period informa-
tion is not applicable if
Maximum Number of
Sequential Renewals is 0.
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Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab
Name Description Required Type and Range
Max[imum] # The number of times the | No 0-99
(Number) of patron can renew the item.
; 0 means no renewals are
Sequential
allowed.
Renewals
Fine Interval If Loan Period is days or Yes Minute, Hour, or Day.
minutes, Fine Interval
must be the same.
If Loan Interval is hours,
Fine Interval may be hours
or minutes.
If Loan Interval is Indef,
Fine Interval does not
apply.
If Loan Interval is Term,
Fine Interval is days.
Fine Rate The amount charged for No 0.00-999.99

or Demerits Rate
if you use
Demerits

each day/hour/minute
(fine interval) that the item
is overdue.

The fine is applied to a
patron’s record when the
overdue item is dis-
charged.

If the total amount of the
fine exceeds the desig-
nated Maximum Fine
Amount, the Maximum
Fine Amount is applied
instead.

Use 00.00 for any Patron
Group/Item Type combina-
tion where you do not
impose overdue fines.
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Table 5-19.

Circulation Policy Matrix Record Settings Dialog Box - Settings Tab

Name

Description

Required

Type and Range

Max[imum] Fine
Amount

or Max[imum]
Demerits

The maximum amount
charged to the patron for
any one overdue situation.

Set to 0.00 if you do not
limit the amount charged
for an overdue item.

A IMPORTANT:
Be aware that if you

set this field to
$0.00 and you
check the option for
Include Max Fine
Amount for Lost
Item (see Table 5-
14 on page 5-66),
any accumulated
overdue fines are
reset to $0.00 when
an item is identified
as lost.

No

0.01-9999.99

Max[imum] Fine
for Recalls

or Max[imum]
Recall Demerits

The maximum amount
charged to the patron for
any one overdue recall sit-
uation.

Set to 0.00 if you do not
limit the amount charged
for a recalled overdue
item.

No

0.01-9999.99

5-100
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Name

Description

Required

Type and Range

Min[imum] Loan
Period of
Recalled Items

The minimum length of
time that the patron may
keep an item that has
been recalled.

This period is used when
recalculating the due date
for a recalled item.

If Loan Period is in days,
this period defaults to
days.

If Loan Period is in hours
or minutes, this period
defaults to hours or min-
utes.

If Loan Period is indef or
term, this period defaults
to days.

No

0-999

If 0, the system assumes
the recalled item is due
back immediately and the
due date is based on the
recall return interval.

Recall Fine
Interval

If Minimum Loan Period is
days or minutes, Recall
Fine Interval defaults to
days or minutes.

If Minimum Loan Period is
hours, Recall Fine Inter-
val may be hours or min-
utes.

If Minimum Loan Period
for Recalled Itemis indef
or term, Recall Fine Inter-
val defaults to days.

No

Minute, Hour, or Day.
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Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab
Name Description Required Type and Range
Recall Fine Rate | The amount charged for No 00.00-999.99

or Recall
Demerits

each day/hour/minute
(recall fine interval) that
the recalled item is over-
due.

The fine is applied to a
patron’s record when the
overdue recalled item is
discharged.

If the total amount of the
fine exceeds the desig-
nated Maximum Recall
Fine Amount, the Maxi-
mum Recall Fine Amount
is applied instead.

Use 00.00 for any Patron
Group/Item Type combina-
tion where you do not
impose overdue recall
fines.
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Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab

Name Description Required Type and Range

Grace Period Defining a Grace Period No 0-999
means a patron may
return an item late without
incurring overdue fines
provided the discharge
date/time is before the end
of the Loan or Renewal
Period + the Grace
Period.

0 means no Grace Period
applies.

The system uses Grace
Periods for this purpose
only.

If an item is discharged
after the end of the Grace
Period, the system does
not take the Grace Period
into account when calcu-
lating overdue fines.

If Loan Period is days,
hours, or minutes, the
Grace Period defaults to
the same interval.

If Loan Period is Term, the
Grace Period defaults to
days.

If Loan Period is
Indef(inite) the Grace
Period does not apply.
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Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab

Name

Description

Required

Type and Range

Recall Return
Interval

The number of days,
hours, or minutes added
to the Minimum Loan
Period for Recalled Items,
in order to give the institu-
tion time to print and send
the appropriate notices, as
well as give the patron
sufficient time to return the
recalled item before it is
considered overdue.

This defaults to the same
value (days, hours, min-
utes) as the minimum loan
period for recalled items.

No

0-999
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Table 5-19. Circulation Policy Matrix Record Settings Dialog Box - Settings Tab

Name Description Required Type and Range
Recall Grace Defining a Recall Grace 0-999
Period Period means a patron

0 means no Recall Grace

may return a recalled item Period applies.

late without incurring
recall fines provided the
discharge date/time is
before the end of the Mini-
mum Loan Period for
Recalled Iltems + the
Recall Grace Period.

The system uses Recall
Grace Periods for this pur-
pose only