Director’s Station (DS) Measures Defined
One of the shortcomings of the Director’s Station documentation is the descriptions of the measures used to sort and display the data.  This guide will briefly describe each measure and show how some can be used.  There are also pictures of sample reports showing various combinations of measures which can be accessed in Director’s Stations by clicking the appropriate link on the RSA Website, Reports, Directors Station webpage.

Also remember that DS doesn’t run reports against the production Unicorn server when you are using it.  Instead of waiting a hour to get a report in Unicorn, you’ll get instant results in DS.  DS is updated with the previous day’s data at around 8am each morning.

To start out, we thought it would be nice to have a list of each of the major reports measures pools to show you what each one is looking at (inserted below).  The measures pool is the area at the top of the report screen and affect the data that is displayed on the bottom part of the reports window (the excel like portion).  These measures represent the data stored in DS and are used to slice and dice the data.  In addition to the measures shown, each report starts with two measures already in use on the report.  Between this guide and the Sirsi provided guide named “DS_report_totals_explained.pdf” all the measures should be defined.
All Bill Measures: report starts with Library and Measures (total counts of various items)
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All Catalog Measures: report starts with Home Location and Measures (total counts of various items)
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All Checkin Measures: report starts with Station Library and Measures (Total Checkins)
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All Checkout Measures (Current): report starts with Library and Measures (total counts of various items)
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All Checkout Measures (Historical): report starts with Station Library and Measures (total counts of various items)
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All Hold Measures: report starts with Hold Placed Library and Measures (total Holds and Library Use Holds)
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All User Measures: report starts with User Profile and Measures (total counts of various items)
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On closer examination, you’ll note than most of the measures are shared between the reports.  Once you understand the data a measure is showing in any one report, you’ll understand what is shown in all reports.  The key to using DS to get the data you want is selecting and combining the correct measures to get the output you desire.
Selecting data using these measures: There are 2 places you can limit the data selection criteria in any report.  In the measures pool at the top of the report screen (that’s what the screenshots above show) and in the report itself.  There are a couple important differences in how each differ.  In the measures pool you are limited to ALL the data in that measure (a total number) or ONE selection from the various choices of data in the pool (as noted by a radio button).  In the report area, you can make MULTIPLE selection choices to limit the data by checking only the data items you want (selected by checkbox checks).  In other words, if you see a radio button, you can only choose one thing, if you see a bunch of checkboxes, you can choose all, some, one, or none of the options.  Also, measures in the data pool affect all options in the report equally and can’t be subdivided.  Measures in the report section can be broken out into their companent part to see breakouts of the total data (for instance, the number of items in each item type).
For example:  In the All Bill Measures report, the Library measure is on the left side of the report, not in the data pool.  This would allow you to selection your library and its branches.  Peoria could limit the data by clicking the down arrow on the right of the Library button, then clicking the underlined All Library link to shrink it up into one line.  Click the check box next to the All Library link to unselect all the libraries, then click the All Library link again to expand the list back out.  Now simply scrool down the list to Peoria and branches and click the checkbox next to each one (P0_MAIN-ST, etc).  Click the Accept button in the Library window to make the change.  The report to change to show ONLY Peoria’s data.  (IMPORTANT NOTE: if you don’t shrink the All Library line up and unclick it to remove all the checkboxes below it, then select your library or libraries, you’ll see a total of RSA’s data, not a total of the selected libraries data)
If the Library measure is in the measures pool at the top of the page, you would be limited (until the next version of DS comes out) to selecting only ONE library.  To select an option in the measures pool, click the down arrow next to the measure, then click the radio button next to the single data bit you wish to limit too.  

Limits to the measures in the measure pool are very useful for limiting to one library or better yet, dates.  In the date measures you could limit to a year, a quarter, a month, or a day of the month using the radio checkbox.  

Remember, anything in a measure that is underlined can be expanded out to see additional selections further defining the measure.  Example: in date boxes, you could select a particular month to show the data from the month or limit to a single day.  An example of this is shown below.  This particular picture shows a selection of February, but selecting a day, quarter or year would change the limit.
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For more information on using DS, please read the Users Guide for DS or attend DS training.  Please contact RSA for additional help or to ask for training.

Remember, you will only be allowed to select data that actually exists in the system in these boxes.  You couldn’t select a date in the future or a call number range that no data existed for.

Here is a breakdown of what data each measure is looking at and tips on how to use them.

All Bill Measures:
· Library 

· Lists every library in RSA by system name (the name you log in with).  If you have branches, each branch is a separate entry.  By default all ‘canned’ reports (anything that starts with All…) show data for all libraries until limits are added.
· Usage note: if you have no branches, you can drag this measure back to the measure pool, then select your library as the single selection in the measure pool.  This gives you both report axis’ to use for other measures.

· Usage note 2: if you have branches and want to limit to show only your library and branches at once, you MUST use the library measure on a report axis, not from the measure pool.  You can multi-select your library and branches in the report but might have to add the data from each branch to get a total, depending on how you structure the report.  The next version of DS will allow multi-selecting in the measure pool which will eliminate that annoyance.

· Measures

· The Measures pool shows many different totals.  These are explained in the “DS_report_totals_explained.pdf” guide on the RSA webiste.  

· Useage note: you can drag this measure up into the measure pool and select any one of the measures shown.  This allows dragging additional measures down onto a report axis for further data discovery.

· Payment Type

· Lists all system payment types allowed in Workflows.

· Usage note: like all measures, allows you to see your data in detail.  Want to know how many times you allowed the FOOD4FINES payment type in the food drive last month?  Just limit the selection to that payment type to show only those transactions.

· Payment Date

· Year, Quarter, Month, Day selection measure.
· Useage note: to see number of payments by month, drag the Payment Date measure over the Measures measure in the report until you see the swap appear over the measure.  Then click the All Payment Date line to see by quarter, then click each quarter to see the payments by month.

· Bill Reason

· Lists all bill reasons allowed in Workflows and allows limiting to one, some or all of them.

· Date Billed

· Year, Quarter, Month, Day selection measure.

· Call Type 
· Allows you to select from the various call types allowed in Workflows.

· Browse Call Number

· Allows you to drill down to very minute areas of your call numbers.
· Usage note: allows you to limit to very broad areas or such a small part of your collection as to have almost no data.

· LC Call Number

· As with the Browse Call Number measure, gives you the ability to limit to any part of your collection via call number.
· Dewey Call Number

· Just like the other two call number types, lets you drill down to very specific parts of your collection.

· Usage note: allows limiting to things like only the 295 Zoroastrianism section of your collection.

· Item Type

· A list of all item types allowed in the system and Workflows.

· Usage note: limit to one item type in the measures pool (at the top) or drag the measure into a report axis to list all or a selection of item types in the report.  

· Usage note 2: all measures can be nested in the report section.  You could select several libraries, then drag the item type measure down on the Library measure and Insert Below the library.  Now make your item type selections.  This would display all selected libraries as the main selection and the selected item types as the subselections.  Very useful to see things like all the BOOK-NEW and NEW-BOOK items in each of your branches with bills.  See example below.
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· Item Category 1

· List of all available selections available in Workflows, limit to one, some, or all.  

· Item Category 2

· List of all available selections available in Workflows, limit to one, some, or all.

· Home Location

· This measure shows all the selections for locations available in the system.

· VERY IMPORTANT – This is a hugely useful measure.  This shows where the item ‘lives’ on the shelves of your library.  For this measure, the checkout status of the items doesn’t matter, this is the location code where the item would be if it was on the shelf.

· Usage note: if you are looking at your collection by location, you MUST use this data pool to see all your items.  This is very different from the Current Location measure which shows where the item is right now.

· Usage note 2: this will be your normal selection to limit to locations in your library.  
· Current Location

· This measure shows all the locations available in Workflows and the system including the special ones used by the system.  

· VERY IMPORTANT – This measure shows you where the item CURRENTLY is.  If the item is checked out, or marked as missing or lost, this is the selection you need to use to see them.

· Usage note: want to see a list of all the items currently in cataloging or mending?  This is the measure you’ll need to limit to the items CURRENTLY in that location.

· Usage note 2: An item might be in the same location as its home location or in a different location like INTRANSIT.  This shows where the system thinks the item is based on the scans or actions performed on the item.

· Item Price

· Shows item prices in ten dollar segments.  The prices are drawn from the item record for this measure.
· Place of Publication

· List of publication places by country.

· Usage note: I’ve always wanted to be able to find all the books published in Antarctica.  Now I can.

· Language of Title

· List of languages as recorded in the bid record.

· Year Published

· List of years published.

· Usage note: only shows dates used in the system.  For example, RSA has only one choice between 1500 and 1599, that would be the year 1502.  If you are wondering, like I am, as of 16 July 2008, the item(s) published in 1502 had no bills attached to them.

· User Category 1

· List of all available choices in Workflows.
· Usage note: if you have branches and you’d entered your patrons correctly, you could limit by User Category 1 to see the ‘owning’ branch of the patrons.  We envisioned User Category 1 to be the owning library of the patron and the Workflows setup notes (supervisor settings) instructed you to set this for the library or branch entering the patron.  Hopefully you are, is so, this will be very usefull.
· User Category 2

· List of all available choices in Workflows.

· User Category 3

· List of all available choices in Workflows.

· User Category 4

· List of all available choices in Workflows.

· User Category 5

· List of all available choices in Workflows.

· User Profile

· List of all available user profiles in the system.

· Useage note: allows you to limit to by profile to see, for example, how many of your staff members are delinquent or how many JUV card holders own you money.
· Birth Year

· List of birth years in 10 year increments pulled from the user record.  If you don’t put this data in your user records, you can’t get much info from this measure.

· User Zipcode

· List of all the zip codes.

· Usage note: usefull to find patrons in select areas of town.
All Catalog Measures:

All measures operate as above.  Only new measures will be discribed here.

· Measures

· Operates the same as above but shows different measures.  These are explained in the “DS_report_totals_explained.pdf” guide on the RSA webiste.  

· Useage note: Very Important! -  When looking at the total numbers in the measures line, make sure you realize that you get totals for Titles (bid records), Total Call Numbers, and Total Copies.  These are different numbers.  If you drag the Measures up into the measures pool you must ensure you are looking at the total you want.  In the picture below, I’ve selected Total Titles from the Measures button, not total copies.  This will not give you the total number of items you have in your library but will instead give you the total number of distinct BIB RECORDS for your library.  To see the total number of Items in your library you’d need to select Total Copies from the Measures button.  

· Usage note 2: DS defualts to Total Titles in the All Catalog Measures report. 
· Title Catalog Format 

· Lists all the catalog formats in the system and available in Workflows.

· Usage note: in practice, RSA only uses a few of the title catalog formats.  The ones currently in use are: Brief, Map, Marc, Mixedmat, MRDF, Music, Serial, and VM.

· Usage note 2:  Looking for all those pesky brief records we want you to delete after you are finished with them?  Here is where you can do it.  Limit to your library, then limit the Title Catalog Format measure to Brief.  Arrange your report measures however you’d like.  I put an example on the next page showing brief records for Blackhawk College shown by Item Type and Home Location below.  I used home location to show where the items are cataloged to ‘live’ at.  If I had used Current location, I would have seen where the items cataloged as brief records currently are.  That might be useful if you are trying to find brand new items that you cataloged as Brief so you could check them out.

· Usage note 3: if you left click on any cell’s number in the example no the next page you’ll get the pop-up menu shown.  This is where you would select “List Copies by Most Checked Out” to see the entire list of the items in that cell.  The list will show things like Title, Author, Call number, Item ID, etc. and is very useful.
· Date Copy Created

· Works like the other date range measures.  This is the date the COPY as added to the catalog, not the date the Title record was added.  If you are looking to see when your items were added, use the Date Copy Created measure or you’ll get misleading data.

· Date Copy Inventoried

· Works like the other date range measures.  This is the date the COPY was last inventoried using the Unicorn/Symphony inventory function.  If you haven’t performed an inventory, the date will be set to ‘never’.

· Useage note: will be useful to see what percentage of your collection hasen’t been inventoried.  It would also be useful to see when a good time to do another inventory is since you can see the amount that either hasn’t been inventoried or was last inventoried a long time ago.

· Copy Reserve Status

· Used in conjuction with the Reserve Module in Workflows.  Has the following data points: Flagged, Kept at desk, Not on reserve, On reserve, Pickup.

· Date Lask Checked Out

· Shows the last date recoreded in the item record that the item was checked out.  

· Usage note: According to the system, we have one book that was last checked out on the 25th of September, 1984 (Green Shadows by Lucile Stevens).  I think that might be incorrect but… anything after we went live in Dec 07 should be accurate.  Anything that migrated into the new system and has yet to be checked out may or may not have the correct date.

· Date Title Cataloged

· Honestly, I haven’t figured out what this measure is, uh, measuring.  The numbers are very small and I can’t really connect them with anything.  We’ll do some research to try to figure this one out.

- Report 1 -
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· Date Title Created

· This is the date the BIB Record was added to the system.  The format of the record doesn’t matter here, only that the Bib record was created that day.  
· Useage note: this is where you can look at the dates of titles in your collection.  For example, how many different DVD titles were added in the last month.  Depending on how you set up the report, you will also be able to see the number of copies associated with the titles.  On the next page is an example report showing Alpha Park’s Bib records cataloged in July.  It shows them by item type, with the number of titles, copies and other information shown.

· Usage note 2: IMPORTANT!  You have to remember that this is the date the title was added to the SYSTEM, not the date your copy was added to the library.  The title might have been in the system for some time when you attached your copy to it.

· Date Title Modified

· This measure shows you when a Bib record had information changed, added or deleted.  The title will be modified when adding the first new copy for your library, but not always for additional copies added.

· Title Created By

· Big brother is watching!  This measure tells us who (by login ID) is doing cataloging fuctions.  Right now, all tech folks in one library share the tech login, so we can limit to a library, but no futher.

· Usage note: if you want to see where you stack up in the cataloging rankings, this will give you numbers on who did what.

· Title Modified By

· Like the Title Created By measure, this allows you to see, by login ID, the last person to modify a bib record.

· All other measures operate like above.

- Report 2 –
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All Checkin Measures:

All measures operate as above.  Only new measures will be discribed here.

· Measures

· Only one measure in this report, Total Checkins.

· User Access

· Shows the user access, in this case the login ID, of the person logged in who placed the checkout.  Not super useful unless you are looking to see if anybody is logging into Workflows incorrectly.

· Usage note: if we had personnel login IDs, we could see checkouts per person, but we don’t.  You probably will never need to use this measure.

· FY April March

· If you use a different FY then Jan – Dec, this will give you a different view.  The total for FY 08 here is from April 07 through March 08.

· Usage note: if you are just looking for a month or several months of data, use the FY Jan – Dec as it’s easier to remember what quarter the months are in.  The data will be the same either way.

· FY July June

· See above

· FY Oct Sep

· See above

· Day of Week

· This allows you to limit the data to a day of the week. 

· Usage note: Looking for the slow day?  Just select day of the week and compare numbers.

· Hour of Day

· Shows data by hour of the day

· Usage note: combined with day of the week, this will show you the busy checkin times.  Below is an RSA wide report by day of the week and hour of the day.  Monday, Tuesday, Wednesday are our busy days.  You could limit to your library by making a selection in the Item Library measure.
· All other measure operate like above.

- Report 3 -
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All Checkout Measures (Current):

All measures operate as above.  Only new measures will be discribed here.

· Measures

· This report defaults to showing all kinds of interesting information about items CURRENTLY checked out including fines, bills, patron status, etc.  Please refer to the “DS_report_totals_explained.pdf” guide on the RSA webiste for more info on them.

· Charge Date
· Limits the data to the date range selected.

· Usage note:  this is really useful for seeing the dates your items were checked out on.  Again this will only show the items currently checked out.  Why is that good?  Ever wanted to know what was checked out 3 months ago and is still out?  Check out the example on the next page, it shows items currently checked out by month.  You can get a list of the titles by left clicking a number in the report and selecting List Titles Currently Checked Out.  The two items due in the report below in 1991 are both in the Lost-Assum location, but are in the database still because a patron still owes money for them!
· Due Date

· Allows you to limit to a particual date items are due or a date range.

· Checkout Status

· Allows selection of either Active or Inactive checkouts.  Inactive checkouts appear to be lost items.

· Cirulation Rule

· Shows the circ rule used to checkout the items.  Basically this shows what rule from the circ map was used to check out the items.

· Useage note:  If you know your circ rules, you might find this useful, but I doubt many of you will ever need to see this info presented in this manner.

- Report 4 -
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All Checkout Measures (Historical):

All measures operate as above.  Only new measures will be discribed here.

· Measures

· This report defaults to showing circ numbers for all checkouts over time both past and present depending on how you limit with dates.  Please refer to the “DS_report_totals_explained.pdf” guide on the RSA webiste for more info on them.

· Usage note: This report mixed past and current checkouts together to give you a total number of checkout.

· All other measures are defined above.
· Usage note:  This is a really powerful report that can show you all kinds of interesting things about your cirulation.  For example, the report below shows all the library’s items (only part of the report is shown in the picture below) in the collumns and all user libraries in the rows for the month of July.  I’ve limited the Item Library to Illinois Prairie District to show what libraries the users belonged to that checked out their materials.  
· Usage note 2: This is one of the few reports that breaks out ONLINE renewals.  The Measure option Patron Renewals shows all the renewals done in the OPAC.  See the example on the next page for details.  This is the exact same report as Report 5 but with the Measure changed from Total Circulation to Patron Renewals.
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· Usage note 3: You could also add other measure like item type into the mix to see what people were renewing online.  Here is Report 6 with the Item Type measure added.  Note, you could lick All Item Type under any of the individual libraries to see a breakout of the types those patrons renewed online.
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All Holds Measures:

All measures operate as above.  Only new measures will be discribed here.

· Measures

· This report defaults to showing the number of Holds and Library User Holds currently in the system.  Please refer to the “DS_report_totals_explained.pdf” guide on the RSA webiste for more info on them.

· Hold Placed Library

· Shows the library the hold was placed at.  Useful for seeing who is placing holds in total or, when combined with item library, who it placing holds on your materials.  

· Useage note: VERY IMPORTANT!  When a hold is placed, it is assigned to a library.  The library that actually FILLS the hold can and will change for most holds.  Please remember this as it will change the numbers from what is requested of you and those you actually end up filling.
· Hold Created Date

· Allows you to limit by All, FY, Quarter, Month, or Day.  

· Usage note: if you want to know how many holds your patrons placed last month, limit to that month.  In June 2008, RSA members put holds on 17,941 items.  Those numbers include those placed locally at their library and those that were filled by transits.

· Usage note 2: if you combine a Hold Created Date in the measure pool (June for example) and Hold Placed Library also in the meausre pool (Alpha Park for example) with report axis measures of Item Type and Item Library, you get a matrix showing how many holds your patrons placed, what item types were requested,  and where they were origanally taged to be filled from.  If you then subtract total the number placed against your library from the total number, you’ll get the number of holds (requests) from outside your library for that month.  In this case, 539 total holds – 197 placed at Alpha Park = 342 reciprical borrows for June 2008.  See example on the next page (report 8).

· Hold Date Inactive

· A count of those holds that are inactive at this time.  There are a varity of reasons why a hold could be inactive.  The easiest way to see those is to use the Inactive Reason measure below.  An inactive hold always has the status of Not Available.
· Hold Date Expires

· This allows you to limit the data to show only holds expiring in a certan date range.

· Availability Status

· A hold is either Intransit, Available (sitting on the holds shelf), or Not Available (and thus, either not filled, or inactive for one reason or another).

· Hold Status

· A hold is either active or inactive.  The Inactive Reason measure shows why a hold isn’t active.  The Availability Status shows what’s going on with your Active holds.

· Usage note: if you only care about active holds, just leave this measure in the measure pool at the top and select active holds.  Those are the ones your patrons are looking forward to.

· Pickup Library

· This is a list of all RSA libraries.  The patrons or library staff members choose a pickup library when placing a hold.

· Useage note: If you use the default All Holds Measures report and simply limit the Pickup Library (in the measure top at the top) to your library, you’ll to get a measure of how many items were requrested to come to your library by patrons of all libraries.
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· Inactive Reason

· Allows you to limit by the reason a hold isn’t active.  Some of the more common reasons include: Filled, Cancelled, Expired, or Exp_onshlf (Expired on hold-shelf).  Those are the ones most folks would be interested in.  

· Useage note: you could combine a time limit (like June) with the hold placed library in the measures pool, and Hold Status, Inactive Reason, Availablitity Status on the axis to see a breakout of what happened to the holds.  In the example on the next page, I used the same data as the picture above (Alpha Park’s 539 holds for June) and broke down the data.  It shows that of the 539 holds placed in June, 20 were Can_Order, 151 were cancelled, 8 expired, and 329 were filled.  That leave 31 remaining Active holds, 7 of which are intransit, 6 are available and 18 aren’t available yet.
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· Useage note 2: using this same report you could find out more info by dragging the Pickup library from the measures pool and inserting it below the Availability Status to see what library the patrons were picking up these items at.  Or you could drag the Item Type measure down instead (or nest it under the Pickup Library) to see details of the kinds of item types being held by your patrons.  Remember, left clicking on a cells numbers gives a popup with the List Titles with Holds option to see all the requested titles.

All User Measures:

All measures operate as above.  Only new measures will be discribed here.

· Measures

· This report defaults to showing lots of data about patrons and their status.  Please refer to the “DS_report_totals_explained.pdf” guide on the RSA webiste for more info on them.

· User Profile

· This shows all the User Profiles available for use in Workflows.  It is useful in some situations to limit the pool of users you are looking at.

· Useage note: If you are looking for data on Juveniles and you use the User Profile JUV in your library, just limit to the JUV user profile in this measure to remove all non-JUV data.  If you are a school, you would limit to whatever Student profile(s) you use instead.
· User Date Created

· Allows limiting the user date to a particular range of dates when the user was Created or their priviges were RENEWED.

· Last Activity Date

· Shows the last time the users were active in the system (checkouts, checkins, paying bills, placing a hold, etc).  Uses the same date ranges as all the other date fields.
· Usage note:  use the limit to find your patrons who either are active or inactive.  Either way, once you limit the data set, you can click in the report on a number field and get a list of patron names, user IDs, experation dates and more.

· Privilege Expire Date

· Allows you to apply the standard date limits to show exired or soon to expire patrons.  This measure allows you to also choose dates IN THE FUTURE so you can see when users expire.

· Usage note: limiting to next month and your library gives you the number of patrons expiring.  Left click the number and choose List Patrons from the pop-up to get a list with names, ID numbers and more.  See example report and patron list below (sanitized for privacy).
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· Selecting List Patrons gives you a report (in a new window) looking like the one on the next page.  Note the export button in the top left, clicking this will export the report into Excel for further manipulation.
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