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Introduction

Training Overview

The SirsiDynix Symphony Reports Training course is designed
to provide a basic understanding of the Symphony Reports
capabilities and an overview of navigation functions in the
WorkFlows client.

About This Course

Who should attend?

This course is intended for system administrators and other
library staff who want to learn how to collect information from
the Symphony system.

Prerequisite

Essential Symphony Skills — This course teaches basic skills
including navigating Symphony, searching, modifying a toolbar,
keyboard navigation, using the Online Help, and an overview of
wizards.

Course Objectives

After completing this course, participants will be able to:

e Navigate the Symphony interface using either a mouse
or keyboard commands.

o Identify reports toolbar wizards and understand the
functionality of each.

e Runareport.
e Create a report template.
e Distinguish between report types.

o Determine appropriate report type to run to meet job
objectives.

e Interpret report logs/results and identify errors.

|
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Reports Overview

Reports Overview

In this chapter you will learn about report functions and report
types. You will also learn about the Report wizard properties,
toolbar, wizards, and helpers.

Before You Begin

Before you can view or print finished reports, computers where
WorkFlows is installed must have a temporary folder (usually
C:\temp).

To verify that you have a temp folder in the C drive directory, go
to Windows Explorer. If you do not have a temp folder, you
will need to create one. To do this, go to the File menu and click
New, and then click Folder. Name the new folder Temp.

Report Functions

January 2008

SirsiDynix defines reports to include any process that can be
scheduled in Symphony. Reports in SirsiDynix Symphony can
improve the functioning of a library. You can perform the
following tasks more easily with reports.

e Track statistical and management information by
counting various staff processes to measure productivity,
identifying items that are likely candidates for weeding,
or tracking fund information for budgeting.

e Streamline daily library processes by creating
bibliographies, sending overdue notices to users,
comparing the catalog shelflist to the items on the shelf,
or generating vendor claim lists or orders.

e Perform housekeeping tasks by updating catalog
indexes, changing the status of groups of users, or
removing users or items in batches when necessary.

Symphony reports are organized into general groups, with
specific report types in each group. Although you can use many
reports as they are, you can tailor a basic report to meet your
specific needs.
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Report Types

Count

Once you select a report and have made formatting decisions, the
report can be scheduled to run immediately, periodically, or
saved as a report template to be run later. Reports can be printed,
e-mailed, viewed, or saved as a text file (usually in WordPad).

All Symphony reports fall into one of the following report types.

Count reports answer the question, “How many meet these
criteria?” Examples of this type of report are Count Bills, Count
Charges, and Count Items.

Import/Export

Label

List

Import/export reports batch-load new information to the
Symphony system or extract Symphony information for use by
an external system. Examples of this type of report are Load
Bibliographic Records and Load Authority Records.

Label reports produce information in a format used for printing
labels. Examples of this type of report are Vendor Address
Labels and Added Item Labels.

List reports answer the question, “Which ones meet these
criteria?” It is one of the most customizable types of report.
Examples of the list type of report are List Users, List Items, and
List Order Line Items.

Maintenance

Maintenance reports make changes to existing information in the
Symphony system. Examples of this type of report are the
rollover series in the Acg group, the Add, Delete, Update
Databases report, and the Reorganize and Rebuild reports.

January 2008
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Notice

Notice reports answer the question, “Who needs what
information sent to them?” It selects the users or vendors to
receive the notice and the notice text, and can be e-mailed
directly to users and/or have address labels printed. Examples of
this type of report are Vendor Acquisition Claims, User
Announcement, and Overdue Notices.

Remove

Remove reports permanently remove information from the
Symphony system. Caution is advised when running reports of
this type, and in many cases, these reports are password
protected. Examples of the remove type are Remove Users and
Remove Bills.

Statistics

Statistics reports produce tables of statistical information from
the Symphony system. Examples of the statistics type include
Transaction Statistics, Average Price of Books, and Count Users.

January 2008 5
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Reports Toolbar, Wizards, and Helpers

Reports Toolbar and Wizards

Classic

The layout of Reports Wizards and Helpers is determined by the
client desktop settings. To change the way wizards are displayed,
select Preference, Desktop, and Desktop Setup from the menu.

When the Classic view is chosen, only wizard icons appear by
default.

G B|%|E

rrF Session Settings — Set the default values for the
Report wizards.

JﬂE Schedule New Reports — Creates a hew report.

fa Scheduled Reports — Displays reports that have

{8 been created, but are scheduled to run in the
future or periodically. This wizard can be used to
modify, duplicate, remove, or change the way a
report is run.

FE Finished Reports — Displays the results of

reports that have finished running. Printing and
removing report results are among the other
options.

Themes

In a Themes view, wizard icons and their description appear. In
this manual, screen shots shown appear in the Themes view
labeled Primary Blue.

Complete functionality is available in both Themes and Classic
desktop views.

6 January 2008



Reports Overview

@Unicorn WorkFlows

File Edit Wizards Modules Preference Tools Help

Hyperion | Offline | Gutreach FReports | Reque

Circulati... | Configuration

Acquisitions | Cataloging

ol Utility

Common Tasks *
Eﬁ Report Session

% Schedule New Reports
% Scheduled Reports
Finished Reports

% Item Search and Dis...

Check Item Status

Help -

=10 x|
& SirsiDynix

January 2008



Symphony 3.2 Reports Training Guide
- - ]

Reports Helpers

bd Filter — Filters reports to display only those
specified in the filter screen area.

Reports can be sorted by report owner, report
completion date, report name, or next run date.
Only Symphony administrators can sort by report
owner, but other options are available to general
library staff. You can order reports to display in
ascending or descending order.

Selected filter and sort settings will remain
throughout a Symphony session or until changed,
and will carry over to the templates and
converted and scheduled reports. Click Clear to
return the settings to the default.

| Display Report Scheduler Status — Displays

= scheduled reports if the report scheduler is
running. The report name, owner, and date/time
that the report began running display.

This helper is available in the Scheduled Reports
and Finished Reports wizards and the templates
display of the Setup and Schedule New Reports
wizard.

Refresh Report List — Checks for any new

- reports that were created or completed after the
lists were first displayed. If the window has been
idle for a while, any changes to the list will
display. Using this helper increases efficiency
and helps keep the desktop clean.

This helper is available in the Scheduled Reports
and Finished Reports wizards.

Notices — Can be used to display and modify
% notice text files. This helper is only available on
the Distribution Notice tab of notice reports. The
display of this helper is controlled by a property
setting.

e Fixed Format Manager - This helper appears
on the Finished Reports wizard and is used to
access pipe delimited output.

8 January 2008
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Report Wizard Properties

All report wizards—Schedule New Reports, Scheduled Reports,
and Finished Reports—use the same properties page, set in the
Session Settings wizard on the Reports toolbar. Symphony
retains modifications made to the properties for all wizards for
the duration of the WorkFlows session. The more commonly
used settings are discussed on the following pages. For more
information on the properties, refer to the WorkFlows Online

Help.
Schedule New Reports : Set Session Sethings - O =
[¥ Review Settings Each Sessior
Defaults
Application to wiew repaorts: Ic:\program fileshaccessorieshwordpad & =

Application to print reports: |c:'\|:uru:ugram fileshaccessorieshwordpad /p

Setup & Schedule

[T Display report source column

Open File
[ Matify awner when repart is finished gadget

[T Send notices automatically

Wiew, Print, or Email Finished Reports
¥ Format report

¥ Include log

¥ Include results

[T Display format page

Farmat Page

Character set table: |DEFAULT Rd
Page length:
Page width:

Top margin:

T

Bottom maragin:

Wiew, Print, or Email Finished Motice Reports

Recipients: @ g

™ only those with email addresses

 oOnly those without email addresses

Ok | Cancel |

|
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Application to View Reports

When you click View, the program entered in this field to view
templates, scheduled reports, and finished reports is started. The
report displays in the document window, and can be printed or
saved from the application.

If the program you want is not installed in the C:\Program
Files\Windows NT\Accessories directory, you must type the full
path to the executable file. If needed, you can locate the
executable for the application using the Open File gadget.

Setup & Schedule

Send notices automatically

This field applies to notice reports only. You must define an
e-mail address in the appropriate field of the user record for
notices to be automatically sent.

View, Print, or Email Finished Notice Reports

Recipients

If you select the Send Notices Automatically option, notices will
automatically be sent to the email address in each user’s record.
If notices are sent automatically, you may want to separate e-
mail and non e-mail recipients to prevent sending duplicate paper
notices, particularly if the Count as Notice Sent option is used to
keep track of the notices each user received.

You have three options for recipients.
o All
e Only those with email addresses

e Only those without email addresses

5 NOTES You can change the setting for Format
Finished Report before viewing, e-mailing,
or printing the report.

Log and result settings carry over to the
selections when working with finished
reports.

|
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Scheduling New Reports

Overview

In this chapter, you will learn how to create new reports using
the Schedule New Reports wizard. You will also learn about
report templates and the Schedule New Reports wizard tabs.

Schedule New Reports Wizard

The Schedule New Reports wizard is used to create a new report.

Templates

When you use the Schedule New Reports wizard, the Templates
tab displays a list of reports based on generic SirsiDynix-
delivered reports that were modified by library staff. If there are
no templates saved, the tab does not display.

Schedule New Reports : Display Template Reports = 0O x
Helpers
Request | Reserve RIM | Scanner | Serial | SWA | Text | User
Tabs IBistro Administration IBistro | Info Desl: Maintenance MARC Import
— Custam Debt Collection DROLS Import EDIIl Gateway , Hyperion
arnuisitinn Inad | Administration | .ﬁ.uthn:nritﬁ.rl E-iI:nIin:n:lral:nhicl Bookin Circulation
Templates Aocountability Accauntability Aoocountability f Acquisition

Date Created

5/16/Z006,12:25

Report name = Owner

Use the scroll bar
to move to different

assumedlost -fine, price, sal

parts of the window Collections Information SIRSI 11/235/2004,9:26
ount [tems IRzl 1172472004 57T,
—ount Users =IR=1 11/24/2004,7:49
MTw -Transaction Statistics SIRSI 11f22,"2I2IEI4,9:39L|
Setup & . . .
Schedule Wiew Modify Copy Remove... Cwnership (b)

|
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You should save a report as a template under the following
circumstances.

If the report is needed one or more times in the future,
but you do not want it to run automatically at a specified
date and time.

If you want to run a series of similar reports, changing
only one or two selections or output options at a time.

How do | save areport as a template to be used

later?

5

Select a report to be scheduled that is most like the
report you want.

Click Setup & Schedule.

Make any changes to the report.

Click the Schedule New Reports wizard

Click Save As Template to place the report that you
created into the Templates tab of the Schedule New
Reports wizard.

A confirmation message appears. Click OK to return to
the report groups.

After you save the template, you can schedule a new
report, display scheduled reports, or close the wizard.

NOTE You must schedule the report to run using
the Schedule New Reports wizard. The
report template that you just created will not
run without scheduling the new report.

Scheduling a New Report
1. Click the Schedule New Reports wizard. The Display

Template Reports window appears.

On the Templates tab, select a template (or select a
generic Symphony report from another tab) that you
want to base the new report on and click Setup &
Schedule. The Schedule New Reports window appears.

Define any format information to be included in the
report and click Schedule.

4. Determine when the report will run and click OK.

12
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Schedule New Reports Wizard Tabs

The Basic Tab

Every report has the same Basic tab. The following fields may
have default values, but they can be edited.

Schedule Mew Reports : Schedule List Bibliography - 0O =
Call Number Selection | Itemn Selection | Sarting | Print Item
Basic Zearch String I Shadow I Title Selection

Report name:  (RES T =Tl

Description: |Ebi|:u|iugraph3.r using full text searching with selection gual
Title: |Ehib|ic|graphy

Footer: |

Report name

This 30-character name displays in the finished or scheduled
report lists and on the report log. If this report is saved as a
template, the report name displays on the Template tab.

Description

This field describes the report results. The default value
describes the report if it runs without making any changes to
selections or output options.

Title

The title in this field displays on the first line of each formatted
page of the printed report. The date and time that the report was
produced follows the title.

Footer

When used, this optional field displays on the last line of each
formatted page of the printed report. It can be used to record a
date or range of dates that a report covers.

|
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It’s helpful to modify information in the Basic tab in a multi-
library setting where staff members are running the same types
of reports. Maria and Cherise, for example, run the List
Bibliography report on a regular basis, but set up their reports
differently for their respective libraries. Changing information in
the Basic tab makes it easier to distinguish reports from one
another.

Selection Criteria

Making selections in the tabs associated with a report limits the
amount of data that will be output in this report. The List
Bibliography report, for example, is used to output information
about bibliographic records in the catalog. Before any selections
are made in the Title Selection or Call Number Selection tab, the
report is set up to list every bibliographic record in the catalog.
Because this is impractical output, you should make selections to
only output a subset of all bibliographic records, for example—
the output could contain all records that have the word
Halloween in the 650 tag of the bibliographic record.

Basic

Schedule New Reports : Schedule List Bibliography - O =

Call Number Selection Item Selection I Sorting I Print Item

Home Iocation:l

Current location: |

Item category 1: I
Itemn category 2@ |

Extended info: | ®

In the shadow catalog: © ves € Mo % Both

Permanent: ¢ ves © Mo % Bath

fccountable: © ves © Mo ¢ Both

Mumber of pieces: l— &

Date created: I— 2

Last activity date: l— &
Distribution key: l— &

Date last charged: I & =

Date last discharged: I %

Date inventoried: l— &
Number of times inventoried: I &
Mumber of charges: I &
Mumber of total charges: l— @
. i . | —1

Search String | Shardnw | Title Selection

|»

Library:l

Item type:l

&P PP PP

Circulate: & ves & Mo & Roth

¥ blank field matches with Mot Equal qualifier

=l

14
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5 NOTE Keep in mind that it is not necessary to
make selections in every available field on
the tabs.

Sorting Tab

This option is available in some reports, particularly lists and
notices, when it may be beneficial to have various options for
sorting report results. To make sorting selections, you can use
the Sorted by drop-down list. The Sorted by options vary by
report.

Report Output

Based on available output options, the appearance and content of
Symphony reports can vary significantly. Selections along with
output options are used to design a custom report to meet
individual library needs.

Options in this phase of the report influence what information is
included in the printed report results and in what format. Most
report results default to include general information that can be
expanded by making more selections on the available output tab,
such as Print Item, Print Invoice, and others.

Schedule New Reports : Schedule List Bibliography - 0O o

Basic| Search Stringl Shadowl Title Selectionl Call Number Selectiu:unl Item Selection | Sorting Print Item

|»

Printed arrangement: (@ t O Call number shelflist ¢ Record by record

Shadow filtering: ¢ pyblic items ¢ Shadowed items & Public and shadowed items

[T Generate pipe delimited output

Title Information

[T Contral record data .
Generate Pipe

{~ First Call number, Publication year, Entry list Delimited Output
" publication year, then entry list check box on a Print
Item Tab

¥ Entry list only
' Mone {Control record data only)

Entry list: [FULL &
Entry labeling options: (% pescriptive labels ¢ Entry IDs as labels ¢ Data only

[T show indicators and subfields

Call Mumber Information

= Al eall pnirher information

|
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In Sirsidynix Symphony 3.2 a selection is available to select a
pipe delimited output. When the Generate Pipe Delimited Output
check box is checked, results will output to a pipe-delimited file
which can be accessed through the Fixed Format Manager helper
and exported to a third-party application, such as a spreadsheet
application. If the check box is cleared, report results will print
as usual, only in a text format. The following tabs will display
this option.

e Bill Notice Tab

e Circulation Mailer Tab
e Hold Notice Tab

e Charge Notice Tab

e Print Item Tab

e General Notice Tab

|
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Displaying Finished Reports

Overview

In this chapter, you will learn how to display finished reports
using the Finished Reports wizard. You will also learn how to
verify reports and remove, view, print, and e-mail finished
reports.

Finished Reports Wizard

The Finished Reports wizard is used to view all reports that have
been run. You can view, print, e-mail, or save finished reports.

Keep in mind that users with public services or technical services
access can only view reports run by users with the same login,
for example— users with a CIRC login can only view reports

run by users with a CIRC login. System administrators can see
reports run by any user regardless of user access.

If a report needs to be viewed by another user login, the system
administrator can modify the ownership of a report.

1. Click Ownership on the Display Finished Reports
window. The Change Owner window appears.

2. Select a new owner option from the drop-down list of
existing user logins.

-Or-
Select Other and type a user login in the following box.

3. Click OK to return to the Display Finished Reports
window.

January 2008 17
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Displaying a Finished Report

=

Scroll through the reports until you find the one that you
want to review and select it.

Click the Finished Reports wizard

After selecting a report, you can use the View, Print, or
Email buttons to determine how it will be distributed.

To view or print, in the View Finished Reports window,
use the check box options to select the display of the log
and/or results.

-Or-

To e-mail, enter to and from e-mail addresses in the
appropriate boxes.

Select Format Report to display the report in
Symphony format.

When a report has been printed or e-mailed, you can
review the report again, display finished reports, or close
the Finished Reports wizard.

For more information, see pages 24 to 28.

Notes

The Finished Reports wizard will list up to 2,000
reports.

You can use the Filter helper to limit and sort the
display.

You can use the Remove button to remove one or more
finished reports from the list.

Although you do not have an option to download a
finished report, you can use the Save As option on the
File menu of the program used to view and/or print
reports.

18
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Displaying Finished Reports

Verifying Reports

You should verify that all reports, especially required
maintenance reports, ran without error on a daily basis. If a
report encountered an error, notify your library’s Symphony
administrator.

& CAUTION If arequired maintenance report has the
status of ERROR, do not remove the report
from the finished list. The library’s
Symphony administrator will contact
SirsiDynix’s Client Care Center and take the
recommended steps.

To verify that a report ran without error

1. Click the Finished Reports wizard. The Display
Finished Reports window appears.

Finished Reports : Display Finished Reports = 0O =
Finished |

Report name Qwner I Status Completed « |

List Users with Bills,Charges SIRSI oK 5!15{2006,9:08;|
Finished report Extract Deletions for OCLC SIRSI [a]'s 5/15/2006,9:04
status Update User Delinquency Status SIRSI oK 5/15/2006,0:25
Statistics Log SIRSI oK 5/15/2006,0:20
Sonsolidste-Daiytog InsT > OK 5/15/2006,0:10
&4dd, Delete, Update Databases SIRSI QK 5415/2006,0:05
Rebuild Text Database SIRSI Ok 5/14/2006,15...
Rebuild Heading Display Databases SIRSI (0154 5/14/2006,15...
Rebuild Authority Thesauri SIRSI QK S/14/2006,14 ..,
Rebuild Heading Display Databases SIRSI ERROR  5/14/2006,14...
Update User Celinquency Status SIRSI [a]34 5/14/2006,14...
Statistics Log SIRSI 0104 5/14/2006,14..,
Cansolidate Daily Logs SIRSI oK 5414/2006,14...
Add, Delete, Update Databases SIRSI 8134 5/14/2006,14..,
Correct Authority Thesauri SIRSI ERRCRA 5/1z2/2006,19..,
Statistics Log SIRSI QK 5412/2006,19...
Consaolidate Daily Lags SIRSI Ok 5/12/2006,19...
fdd, Delete, Update User MLH SIRSI oK 5/12/2006,19...
fdd, Delete, Update DB MLH SIRSI oK 5/12/2008,19...
4dd, Delete, Update User SIRSI Ok 5/5/2006,16:22

Add. Delete. Uodate User SIRSI QK 5!5!2006.16:16:'

View | Print Email (b Remove... Ownership (d) | Close

|
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2. Note the Status column. There are two report statuses:

e OK - Indicates that the report was finished.

o ERROR - Indicates that the report was unable to
finish. Do not remove this report. If ERROR is
displayed in the status column, notify your library’s
Symphony administrator.

3. Select a report with an error status and click View. A
View Finished Reports window appears.

Finished Reports : ¥iew Finished Reports - O =
Report to view: Rebuild Heading Display Databa
V¥ wiew log
¥ wiew result

¥ Format report

1 Cancel |

4. Select or clear the options you want and click OK. The
selected finished report will open in WordPad or another
designated word processing program.

5. Scan report logs for the words “error” or “abnormally.”

'-"\“-' You can use the word processing program’s Find feature to
search for the word “error” or “abnormally.”

|
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Removing Finished Reports

The Remove option allows you to remove finished reports. You
should remove unneeded finished reports to recover disk space
and reduce the clutter on a weekly basis.

Guidelines

When removing unneeded finished reports, follow these
guidelines.

¢ Remove finished maintenance reports, as well as
unneeded finished reports run by staff.

o When removing finished required maintenance reports,
retain reports dated from the latest two days in the list. If
subsequent reports run in ERROR, the Client Care
Center may want information from the reports finished
in the few days before the error.

e Do not remove a report that is the subject of a Client
Care Center call until the call is resolved.

¢ Remove all finished reports that are older than two
weeks.

If the results of a finished report will be needed in the future, you
can view the file, and then save it using your word processing
program.

|
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Remove a Report

& CAUTION Once you remove areport from the Finished
List of Reports, you cannot retrieve it.

To remove a report that has been viewed and is
no longer needed

1. Click the Finished Reports wizard. The Display
Finished Reports window appears.

Finished Reports : Remowve Finished Reports = 0O =
Select all | Clear Selections |
Select I Report name | Cwner | Status Completed «
[ Statistics Log SIRSI o] 5/16/2006,16.,, =~
- Spine-Labels for Specific [Ds SIRSI QK 5/18/2006,16.,,
[ Spine-Labels for Specific IDs SIRSI QK 5f16/2006,16...
[l Spine-Labels for Specific [Ds SIRSI
E:|:lir|E—L-E|hE|S for Specific IDs
[T Print Custom Labels SIRSI .
[l Assumed lost report SIRSI 5/18/2006,15...
[l Assumed |ost report SIRSI 5/16/2006,15...
- Transaction Statistics SIRSI 5/16/2006,14..,
- Overdue-everything {group) SIRSI 5f16/2006,13...
[l Assumed lost MtciROC SIRSI 5/16/2006,13..,
[l Assumed lost MNtc: MOR SIRSI S/16/2006,13...
[l Assumed lost Ntc: CAR SIRSI 5/16/2006,13...
- Assumedlost-no add. {(group, m} SIRSI 5/16/2006,13..,
[ Transaction Statistics SIRSI 5f16/2006,13...
[l Assumedlost-no bib {group) SIRSI 5/16/2006,13..,
[l Transaction Statistics SIRSI 5,4’16,."2006,12...L|
Remove | Cancel |

2. Select the report you want to remove and click Remove.
The Remove Finished Reports window appears.

3. Select the check box of each report you want to remove.

|
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4. Click Remove. The confirmation message appears.

X

@ Remove Statistics Log Completed on 4/17/2006,22:00

Tes to F'.Ill Mo |

5. Click Yes to confirm the removal of the reports. Or,
click No to cancel.

5 NOTE There is no confirmation message if you
click Remove All to remove all of the
selected reports.

|
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Viewing Finished Reports

The View option displays a document with the specified log and
result selections. You can edit or reformat the report text, as well
as print or save it as an electronic file.

Finished Reports : ¥iew Finished Reports - 0O =

Report to wiew: Circ Mailer CDT
[¥ wiew log
¥ Wiew result

[~ Format report

For which recipients do you want to select notices?
= all
" only those with email addresses

" only those with no email addresses
ﬂ ! 2

Cancel |
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View Options
Option

Displaying Finished Reports

Description

View Log

View Result

Format
Report

Notes

If the View Log option is selected, the results
of the report will include the log. The log is a
detailed description of the formatting options
used and how the selection criteria affected
the results. It provides information such as
how many records were selected at each step
in the selection process. Logs are helpful
when first setting up a report, or comparing
the results of slightly different reports.

If the View Result option is selected, the
primary text of the report displays. Generally,
you should always select this option.

The Format Report option allows you to use
the default formatting. If this option is
selected, a report will reflect Symphony -
defined formatting specific to each report,
such as report headers, spacing, and page
breaks. In some instances, it might be helpful
to print an unformatted report to enhance
readability or conserve paper.

e Count reports are wholly contained within the log, and an
attempt to view these types of reports if the View log option is
not selected will return an error message.

e The default word processing program is WordPad, but this is
configurable using the Session Settings. You must exit the
viewing application between reports or the most recently viewed
report will not display.

e The default log and result settings carry over from selections
made in the Session Settings.

|
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Printing Finished Reports

The Print option allows you to print finished reports using a
default Windows printer or Symphony system printer.

Report to print:
& PC Print

" Systemn Print
¥ Print log

¥ Print result

¥ Farmat report

& all

Finished Reports : Print;Finished Reports

Assumed lost report

SYSTEM_PRI ¥ |

Faor which recipients do you want to select notices?

" only those with email addresses

" only those with no email addresses

Cancel |

Print Options
Option

Description

PC Print

System Print

Print Log

If you select this option and if the PC being
used for reports has an attached printer or is set
up to have a default network printer, the report
will be sent automatically to the defined printer.

This option sends results directly to a
Symphony system printer selected from the list.

If you select this option, the printed report will
include a log. The log is a detailed description
of the formatting options used and how the
selection criteria affected the results. It provides
information such as how many records were
selected at each step in the selection process.
Logs are helpful when first setting up a report,
or comparing the results of slightly different
reports.

26
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Print Result If you select this option, the printed report will
include the primary text of the report.
Generally, you should always select this option.

Format Report  The Format Report option allows you to use the
default formatting. If this option is selected, a
printed report will reflect Symphony -defined
formatting specific to each report, such as report
headers, spacing, and page breaks. In some
instances, it might be helpful to print an
unformatted report to enhance readability or
conserve paper.

'@ NOTE For notice type reports, you must format the
report to print the notice.

|
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E-mailing Finished Reports

The Email option sends a finished report to selected e-mail

addresses.

Email

Finished Reports : Email Finished Reports = O x

Report to email: Circ Mailer CDT wio pipe
Email to: | . @

Addresses

gadget [~ Format report

 all

For which recipients do you want to select notices?

¥ only those with email addresses

" only those with no email addresses

Email from: I LI

Cancel |

E-mail Options
Option

Description

Email To

Email From

Format
Report

If the system is configured for e-mail, this
selection sends the report directly to an e-mail
address or list of addresses. You can use the
Email Addresses gadget to enter addresses.

If the system is configured for e-mail, this
selection delivers the report directly from an e-
mail address or list of addresses. You can use
the drop-down list to select the e-mail address
of person sending the e-mail.

The Format Report option allows you to use the
default formatting. If this option is selected, a
printed report will reflect Symphony -defined
formatting specific to each report, such as
report headers, spacing, and page breaks. In
some instances, it might be helpful to print an
unformatted report to enhance readability or
conserve paper.

28
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5 NOTE If the report is a notice report and you
selected to e-mail notices to users with e-
mail addresses, the users entered in Email
To field will receive the entire report,
including all users’ notices. Individual
notices are automatically e-mailed based on
the e-mail entry ID in the user address of the
user record.

|
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Report Samples and Guidelines

Overview

This chapter provides samples of several types of reports as well
as a few of the frequently used gadgets.

Count Reports

Many Symphony reports generate both a log and a result section
in the output. Count reports only generate a log, which contains a
number of whatever was counted based on the report. For
example, the Count Item Titles reports the number of title
records that match the report criteria.

Count Users Report

This report can provide a count of users who fall into a wide
variety of categories. This is the report to select if you have an
information need that begins in the following way: “I need to
know how many users are currently in the database.”

Run the Count Users (Usercnt) report to count the number of

juvenile user records.
1. Click the Schedule New Reports wizard JI]E The
Display Template Reports window appears.
2. Click the User tab.

3. Inthe Report name list, select the Count Users report
and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Count of Juvenile Users.”

5. Click the User Selection tab.

6. Select the Policy List gadget for the User Profile field.
The User Profile gadget window appears.

7. Verify that the Contains Selected Policies option is
selected.

8. Inthe List to Choose From, select JUVENILE.
Juvenile should display in the List Selected.

9. Click OK to return to the User Selection tab.

|
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10. After you select your criteria:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.

Count Users Report Log

B view_afog28863.txt - WordPad -10] =l

File Edit Yiew Insert Format Help

Dl|d| SR @] & w[@|o] B

Report Log for User Count
Report usercnt scheduled as Count Users
A count of users.

TNICOFN user selection GL3.1 started on Tuesday, April 15, 2006, 12:41 PM
The user file will ke read sequentially by primary key.
The user key will be written to standard output.
Uzers will ke selected if user library is CARMNEGIE.
Tsers will be selected if user Profile is PUBLIC.
6299 user record(s) considered.
35 user record(s) selected.
UTNICOFN user selection finished on Tuesday, Lpril 15, 2006, 12:41 PH
TNICORN userstatus selection GL3.1 started on Tuesday, April 18, 20046, 12:41 FPM
The user key will be read frow standard input.
. The user key will bhe written to standard output.
1-he f“1a| Users will be selected if delinguency status is OK.
Count \\\\\\ Users will be selected if library group is ALL
35 userstatus record(s) considered.
25 userstatus record(s) selected.
TNICORN userstatus selection finished on Tuesday, Lpril 18, 2006, 12:41 PHM

|
For Help, press F1 l_ MUM
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Count Items Report

This report can provide a count of items that fall into a wide
variety of categories. This is the report to select if you have an
information need that begins in the following way: “I need to
know how many items are currently in the database.”

Run the Count Items (Itemcnt) report to count the number of
item records added to the database last month.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Bibliographic tab.

3. Inthe Report name list, select the Count Items report
and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Items Added Last Month.”

5. Click the Copy Selection tab.

6. Select the Date Range gadget for the Date Created
field. The Date Range gadget window appears.

7. Click Range.

8. Type or use the gadget to enter the beginning date in the
Use data for this period box.

9. Type or use the gadget to enter the ending date in the
Thru box.

10. Click OK.
11. After you select your criteria:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e [f the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.
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Count Items Report Log

B view_afol28865.txt - WordPad - 0] x|

File Edit “iew Insert Format Help

D|E| 2[R s =] B

Feport Log for Item Count

Feport itemcnt sScheduled a= Count Itews

A count of items.

UNICORN item selection GL3.1 started on Tuesday, April 185, 1:24 PH
The itemw file will be read sequentially by primary key.

2006,

The item key will he
43425 item record(s)
43428 item record(s)
UNICOFRN itetn selecticn

For Help, press F1

written to standard output.
considered.
selected.

finished on Tuesday, 1:24 PH

April 18, 2006,

| MM g

Policy List Gadget

The Policy List gadget selects a list of policies in alphabetical
order, or other data to be included in the function. Depending on
the function of the selected policies, the following options may

be available.

Option

Description

Contain Selected
Policies

Does Not Contain
Selected Policies

This option is used to include one or
more policies from a list. If nothing is
selected, all policies are included.

In the List to Choose From list, select
the policies you want to include. These
policies will be added to the List
Selected by clicking the arrow in the
center of the window.

This option is used to exclude one or
more policies from a list. If nothing is
selected, all policies are included.

In the List to Choose From list, select
the policies you want to exclude. These
policies will be added to the List
Selected by clicking the arrow in the
center of the window.
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5 NOTE To remove a policy from the List Selected,
select it and click the arrow pointing towards
the List to Choose From list. The policy will
be removed from the list.

Option Description

Contains Invalid This option allows for the inclusion of

Policy records that contain invalid policy
values.

Contains No Policy  This option allows for the inclusion of
records that contain no policy values.

Gadget : User Profile - O =

% Includes selected policies
" Excludes selected policies
{* Contains invalid policy

{ Contains no policy

List to choose from List selected

ADMIN -
ASSOCIATE
CARTRANSIT
CATSUPER
CHERIZE
CIRC
DISCARD
FACULTY
GRADSTNDT —
GUEST
ILL
INTRANSIT
K1ZWEBSERY
LIBRARYUSE
LOST
LOSTCARD
MISSING
=

hidE

Cancel |
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Number Range Gadget

The Number Range gadget selects a range of numbers by using
the following mathematical operators. There may be times you
want to refine a report by using a combination of number range
gadgets in different fields.

Gadget : Number Range - 0O =

= |

=

Equal tu:ul

> = =

(0] | Cancel |

Option Description

= (Equal to) Report results will be exactly the
number specified in the field. You
might select Equal to O, if you want
to select all that “have not yet been”
subject to the activity stated in the
field.

< (Less than) Report results will be less than the
number specified in the field. This
would be a good selection if you
wanted to eliminate “the most”
report results.

> (Greater than) Report results will be more than the
number specified in the field. This
would be a good selection if you
wanted to focus on “the most” such
as which users have the most
charges, or the most bills, or which
invoices have the most copies.

<> (Not equal to) Report results will not include the
number specified in the field. You
might select Not Equal to 0, if you
want to select only those that have
been subject to the activity stated in
the field.

|
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X-y (Between _and _)  Report results will include numbers
falling between the numbers
specified in the field. The numbers
named in the range are not included
in the results. (“Between 0 and 3”
pulls up only results of “1” and
“2.7)

Example — Count Items

If you want to see all items that have never been charged, the
Number of total charges would be equal to zero.

Example — Count Users

If you want to see all the users who have outstanding bills,
whether partially paid or not paid, set the Number of bills to
greater than zero.

Date Range Gadget

The Date Range gadget selects a date based on a fixed or sliding
date range for the selection. The option that first displays is the
fixed date. That is, the date or date range is based on a specific
date. This option is used most often, particularly in reports that
are scheduled ASAP.

Specific Date Helper

The Specific Date helper @ is used to select a fixed date. The
following fixed date options are provided. In the On, Before,
After, and Range options, you can use the Calendar gadget to
select a date.

|
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Gadget : Date Range - O =
o Before After
Range Mo date Any

Use data for this datel &

(0] 74 | Zancel
Option Description
On The data being selected will have been stamped
for the specified day.
Before The data being selected will have been stamped

for any date before and including the specified
date, including NEVER.

After The data being selected will have been stamped
for any date later than and including the
specified date.

Range The data being selected will fall between and
include the two specified dates.
No Date The data being selected will have NEVER in

the date field. These records have never had a
date specified in the field. This is not a useful
selection for fields such as Date Created,
because this is a date supplied by the system for
all existing records with a date created field.

Any Data will not be selected based on a date or lack
thereof. All dates will be included. This is also
the default if no date selections are made.

|
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List Reports

Symphony List reports generate both a log and result section.
The log contains the number of what is listed in the result. The
result contains the list of items, users, bills, etc. For example, the
List Titles report will list titles that match the report criteria.

List Items Report

The List Items (Itemlist) report provides a list of items. Results
can be sorted by title/author, call number, or flexible ID, also
referred to as the title key or control number. Use the options on
the Print Item tab to design your lists.

Set up the List Items report to select the number of copies added
last month and output the list.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Bibliographic tab.

3. Inthe Report name list, select the List Items report and
click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Copies Added Last Month.”

5. Click the Item Selection tab.

6. Select the Date Range gadget for the Date Created
field. The Date Range gadget window appears.

7. Click Range.

8. Type or use the gadget to enter the beginning date in the
Use data for this period box.

9. Type or use the gadget to enter the ending date in the
Thru box.

10. Click OK.
11. Click the Sorting tab.
12. In the Sorted By list, select the sort option you want.

13. Click the Print Item tab to configure the output of the
list.

Click the Help wizard on the toolbar for information on
output options. The List Items Report online help topic
appears. In the help topic, click Print Item.

|
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14. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.
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List ltem Report Log

=10l x|

File  Edit

Wigw Insert  Format  Help

mEEREREE R

Report Log for Item List

Report itemlist scheduled as
L shelflist form printout of

UNICORN item selection GL3.1
The item file will ke read

Copies Added Last Month
items.

started on Wednesday, Hay 17, 1:39 PH
sequentially by primary kevy.

2008,

The item key will be written to standard output.
Item=s will he selected if the date created i= later than 3/31/2006 and
earlier than 5/1/2006.

13432 itew record(s)

considered.

0 item record|(s)

selected.

The
The
The
The
The

UNICORN item selection finished on Wednesday,
UNICORN catalog selection GL3.1 started on Wednesday,

May 17, 2006, 1:39 PH

May 17, 2006, 1:39 PHM
catalog key will be read from standard input.

cataloy key will be written to standard output.

string from standard input will he written to standard output.

author kevy will be written to standard cutput.

title key will he written to standard ocutput.

0 catalog record(s)
0 catalog record(s)

Sortc:

considered.
selected.

UNICORN catalog selection finished on Wednesday,

ATTTHOR

May 17,

2006,

1:3%9 FH

sorting by TITLE,
TNICORN item printing GL3.1 started on Wednesday,
The item key will be read from standard input.
The cutput will he a record by record list.
The brief information will be written to standard output.
Entry IDs:FULL
Descriptive labels will precede catalog data.
Subfield codes will not appear in output.
The item information will be written to standard output.
The report title option will he used.

May 17, 2006, 1:39 PH

catalog record(s)
catacnt record(s)

printed.
printed.

call number record(s)

printed.

O o o0

item record(s) printed.
0 itemacnt recordis) printed.

TNICORN item printing finished on Wednesday, May 17, 2005, 1:39 PM

=
[

For Help, press F1

]
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List Users Report

The List Users (Userlist) report can produce a wide variety of
user information, with a wide variety of output options. The
report prints only general information by default, which includes
the user’s title, user name, user 1D, alt ID (if present), and
library. This is the report to select if you have an information
need that begins in one of the following ways.

e “| need to know which users...”
e “| need a list of users who...”
e “| need this information about these users...”

Set up the List Users report to select public users and output the
list.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the User tab.

3. Inthe Report name list, select the List Users report and
click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “List of Public Users.”

5. Click the User Selection tab.

6. Select the Policy List gadget for the User Profile field.
The User Profile gadget window appears.

7. Verify that the Contains Selected Policies option is
selected.

8. Inthe List to Choose From, select PUBLIC. Public
should display in the List Selected.

9. Click OK.
10. Click the Sorting tab.
11. In the Sorted By list, select the sort option you want.

12. Click the Print User tab to configure the output of the
list.
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13. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.

List User Report Log

_|ol x|
File Edit “iew Insert Format Help

D[ (E| Sz sl 5 [=@]| =

Feport Log for User Li=st .:J
Feport userlist scheduled as List Users _J

h list of all u=sers.

UNICOFRN user selecticn GL3.1 started on Wednesday, May 17, 2006, 1:Z7 PH
The user file will be read sequentially by primary kev.
The user key will be written to standard outpurt.
The user ID will be written to standard output.
Ozers will be selected if user library is CARMNEGIE, DEWEY LIE, MORGAN, or
ROCKEFELLER.
User=s will he =zelected if user Profile i= PUELIC.
3528 user record(s) considered.
251 user record(s) selected.
UTHNICORN user selectiocon finished on Wednesday, May 17, 2006, 1:27 PH
UMICOFN userstatus selection GL3.1 started on Wednesday, May 17, 2006, 1:27
The user key will be read from standard input.
The user key will be written to standard output.
The string from standard input will be written to standard output.
User=s will be selected if library group is ALL
251 userstatus recordis) considered.
251 userstatus recordis) selected.
UTMNICORN userstatus selection finished on Wednesday, May 17, 2006, 1:27 PM
Jort: sorting by USEER ID
UNICORN Print User GL3.1 started on Wednesday, May 17, 2006, 1:27 PH
The user key will be read from standard input.
Basic user information will be written to sSstandard output.
The report title option will be used.
251 user recordi(s]) printed.
0 useracnt record(s) printed.

UHNICORN Print User finished on Wednesday, May 17, 2006, 1:27 PH
w
1| | B
For Help, press F1 MUM
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List User Report

Feawvis, Toni
id:

jewsll, test patroh

id:001

Kutho, Eugenie
id: 1000100000123

Klutho, Jahnet
id: 1000100000206

KElutho, James
id: 1000100000529

Elutho, Crystal
id: 1000100000551

For Help, press FL

_|Ol x|
File Edit View Insert Format
D|=|B| Sl a8 o |o(m]| B
Tser List ;I
Produced Wednesday, May 17, 2006 at 1:57 PH |

library: ROCEEFELLE

library:ROCEEFELLRE

alt id:ALTID1Z3

library:ROCEEFELLE

library:ROCEEFELLE

library:ROCEEFELLE

library: ROCEEFELLR

=
[
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List Bibliography Report

The List Bibliography (Bibliography) report creates customized
bibliographies by catalog, call number, or item characteristics,
and/or by structuring a catalog search using Symphony’s
standard Boolean operators and qualifiers.

Set up the List Bibliography report to select the number of title
records that reference animals, excluding cats.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Bibliographic tab.

3. Inthe Report name list, select the List Bibliography
report and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Animal Titles, Excluding Cats.”

Click the Search String tab.
Type “animals not cats” in the Search String box.
Click the Sorting tab.

In the Sorted By list, select the sort option you want.

© o N o O

Click the Print Item tab to configure the output of the
list.

10. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e [f the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.
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5 NOTE If working with a report that selects specific
items, such as List Items with Bills, the Call
Number and Record by Record options
display only the call numbers and copies
that meet the selection criteria such as bills.
A Catalog option prints all items for the title,
even if only a single copy has an associated
bill.

List Bibliography Report Log

Bl view_afuk44671.txt - WordPad 10l x|

File Edit ‘iew Insert Format Help

D= SR #a |]a)o] B

Feport Log for Bibliography
Feport bibliography scheduled as Animal Titles, Excluding Cats
Bibliography using full text searching with selection gualification.

THNICORN Text =selection GL3.1 started on WUednesday, May 17, 2005, 2:04 PM
The database used in the search will be KCAT.
SJearch strings will bhe read frow standard input.
The catalog key will be written to standard outpuc.
Jearch will be limited to VISIBLE records.
Z0080517140403 BR3/Zearch-Engine v.62 started for seltexcl
9 records found for #2: ANIMAL NOT CATS
1 Search recordis) considered.
1 Zearch recordis) selected.
THNICORN Text selection finished on Wednesday, May 17, 2006, Z2:04 PM
TNICORM catalog selection GL3.1 started on Wednesday, May 17, 2006, 2:04 PH
The catalog key will he read frowm standard input.
The catalog key will be written to standard outpuc.
The author key will he written to standard output.
The title key will be written to standard output.
Catalog records will he selected if they are HNOT review records.
9 patalog record(s) considered.
9 catalog record(s) selected.
TNICORN cataloy selection finished on Wednesday, May 17, 2006, 2:04 PM
TNICORN call nunber selection GL3.1 started on Wednesday, May 17, 2008, 2:04 PP

The catalog key will he read frowm standard input. -
1 | »
For Help, press F1 MUM

]
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String List Gadget

The String List gadget selects specified text, exactly as it appears
in the system.

You can select or exclude a specified string of text, or a list of
text strings. If you select a list, remember that each record must
include or exclude only one of the text strings, not all of them, so
for Department in the User Selection select either English OR
Spanish, not both English AND Spanish.

Each string list gadget accepts only the number of characters that
is valid for the particular selection field. Continue to add text
strings until the list is complete. Select any line in the list to
update or remove its entries.

Gadget : $t¥ing List = 0O =

Enter String: —_—

List selected

Animal Titles, Excluding Cats

=

Save Femove Cancel

For example, in the Title field under User Selection, you may
want to select all users who are addressed as doctors, you would
need to include dr, dr., Dr, Dr., DR, DR. For this selection option
to be effective, your library must establish and follow standards
for consistency in data entry. These fields are free text and are
not verified by the system. This field is also case and punctuation
sensitive, so if standards were not followed, it would be
necessary to include all possible combinations.

See the Search Strategies topic in the WorkFlows Online Help to
learn more.
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Notice Reports

Notice reports answer the question, “Who needs what
information sent to them?” It selects the users or vendors to
receive the notice and the notice text, and can be e-mailed
directly to users and/or have address labels printed.

Overdue Notices

Run the Overdue Notices (Overdue) report if you want to send
overdue notices for all overdue items, regardless of when they
became overdue. Results can be sorted by user ID, group 1D,
user name, or zip code. User ID is the default sort. Address
labels may also be printed.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Circulation tab.

3. Inthe Report name list, select the Overdue Notice
report and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Overdue Notice.”

5. Enter your selection criteria on the various tabs to limit
the report results. Use the Print Separate Reports for
Each Library tab to organize and print the data by
library.

Click the Sorting tab.
In the Sorted By list, select the sort option you want.
Click the Charge Notice tab.

© oo N o

Select the Count as a notice sent option.
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1

10. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.
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Date Range Gadget

Date Depends on the Report Run Date Helper

The Date Depends on the Report Date helper is used to
select a sliding date. The sliding date depends on the report run
date. It is most useful for reports that are scheduled to run at
specified intervals. It allows the report to select a date range
based on the date that the report runs, so a scheduled report may
run monthly, pulling data for the previous month’s activity,
without ever having to make changes to the report’s selection
criteria. The following sliding date options are provided.

Gadget : Date Range = 0O

Use data for dates within a period starting from the date this
report will be run ending the date this report will be run.

Start date

i Zince the beginning of the system

% The date this report will be rur

" Before
" after

=] =foars [

End date

" Mo ending date
¥ The date this report will be run
i~ After

= =l =

(o] Cancel
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1

Option Description

Before The data being selected will have been stamped
for a start date prior to, but not including, the
report run date.

After The data being selected will have been stamped
for a start date later than but not including the
report run date. Select a period of days, weeks,
or months. Select the starting date by indicating
how many of the selected periods prior to
running the report to include in your results.

Use the i and L—1 buttons to select a

number, or simply type a number into the field.
If you are selecting dates before the report run
date, you also have the option to select all of
the specified data since the beginning of the
system. In a report scheduled periodically, this
option incorporates any new data since the last
report was run with all existing data.

You must also specify the ending date of the
range by selecting the Next button. The default
end date is one day after the report run date.
This ensures that data for the day of the report
is included in the report results. No ending date
indicates that all dates that occur in the future,
later than the report run date, will be included.

Select the ending date by indicating how many
periods after running the report to include in
your results. Use the plus and minus buttons to
select a number, or type a number into the field.
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New Overdue Notices

Run the New Overdue Notices (Noverdue) report if you want to
send daily overdue notices, notices for very recently overdue
items, or items that became overdue during any specified date
range. The report differs from other overdue notice reports
because of this date range selection in the Charge Notice. If you
use the default date selection, you must run this report on a daily
basis, including weekends. The default date is no later than zero
days before the report is run, or more simply, today. Results can
be sorted by user ID, group 1D, user name, or zip code. User ID
is the default sort. Address labels may also be printed.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Circulation tab.

3. Inthe Report name list, select the New Overdue
Notices report and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Daily Overdue Notices.”

5. Click the Charge Notice tab.
6. Select the Count as a notice sent option.

7. Using the Date Range gadget, enter a date range in for
the Date. Select Since the beginning of the system for
the Start Date. Select Before and enter the number of
days before the report is to run for the End Date. Repeat
for the remaining two messages.

|
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1

S$chedule New Reports : Schedule New Overdue Motices = &=

Produce Mailing Labels | Print Separate Reports For Each Library
Basic | Charge Selection | Itemn Selection I User Selection | User Status Selection I Sorting Charge Motice

¥ Count as a notice sent =

[~ Combine Notices
[" Library address on notice

[T Use Library Address in Patran Record

Select 'Sent-From' Library: I LI
Library addrass: & Primary (& Address 1 (7 Address 2 Address 3
[ salutation on notice
[T User ID on notice

[ Group ID on notice

Message 1: |=D;1stoverdue @ Date: |:DE—1IZI @
Message 2: |=1;2nd0verdue % Date: |:DE-2E| &
Message 3: |=2;finaloverdue % Date: |:DE-3E| &
Message 4: | % Date: | &
Message 5: I @ Date: I @
Closing text:l ll

Motice type: @ Overdue © Recall
Title information to print with due date and time: ¥ Brief bibliographic information

¥ call number

— ||

Schedule Fun MNow Save As Template | Cancel |

In this example, if a patron has received no notices and
their items became overdue sometime between the
beginning of the system and 10 days prior to the report
being run, they will receive a first overdue notice. If a
patron has received one notice and their items became
overdue sometime between the beginning of the system
and 20 days prior to the report being run, they will
receive a second overdue notice.

8. Enter additional selection criteria on the various tabs to
limit the results. Use the Print Separate Reports for Each
Library tab to organize and print the data by library.

9. Click the Sorting tab.
10. In the Sorted By list, select the sort option you want.
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11. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.
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Circulation Mailer

Use the Circulation Mailer (Mlrcirc) report to send overdue, bill,
and hold pickup notices, or any combination of the three (based
on report selections). Overdue items, items held for pickup, or
bills display in a compact, single-line list so that many items can
be printed on a single mailer form. By default, only ACTIVE
holds are selected.

In a circulation mailer form, notice text may be printed inside
one or more layers of a form with internal carbons. The user’s
and the library’s addresses display on the first visible layer of the
notice form. When the user opens the next layer, optional notice
text, a key to abbreviations, and a list of associated items
displays. Use the Test Print of Notice Mailer report to verify
mailer form alignment prior to printing this report.

This report was designed to print on a particular commercial
mailer, and SirsiDynix will not guarantee that it will print on any
other.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Circulation tab.

3. Inthe Report name list, select the Circulation Mailer
report and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, add today’s
date to the name “Circulation Mailer.”

5. Enter the selection criteria on the various tabs. Use the
Print Separate Reports for Each Library tab to organize
and print the data by library.

6. Click the Sorting tab.

7. Inthe Sorted By list, select the sort option you want.
8. Click the Circulation Mailer tab.

9. Select the Count as a notice sent option.

10. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

|
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e If the report is to run only once, click Run Now
to accept the defaults and set the report to run
ASAP. Click OK to return to the list of
templates.

Order Information — Creative Data Products

Two-part mailer
57033 0250L1B001
US PATENT DES 382298

Reorder from Creative DataProducts
1-800-951-7234
Notes

e [f you are using Windows 2000, you cannot use the
Plain Mailer 4 1/2 x 8 mailer style.

o When the library address is included in a notice, the
address is drawn from the user record with a user ID that
matches the User ID attribute of the appropriate Library

policy.

|
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Statistics Reports

Item Statistics Report

The Item Statistics (Itemstat) report selects information about
items currently part of the item database and presents
information in a tabular format. By default, each item type is
totaled for the selected records. If an output option other than
“total” is selected for the column or row, the totals will still be
included for each.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Bibliographic tab.

3. Inthe Report name list, select the Item Statistics report
and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “ltems Created Last Month.”

5. Click the Item Selection tab.

6. Select the Date Range gadget for the Date Created
field. The Date Range gadget window appears.

7. Click Range.

9. Type or use the gadget to enter the beginning date in the
Use data for this period box.

10. Type or use the gadget to enter the ending date in the
Thru box.

11. Click OK.

12. Use the Print Separate Reports for Each Library tab to
organize and print the data by library.

13. Click the Transaction Statistics tab.

14. Select Item Type in the Column drop-down list.
15. Select Total in the Row drop-down list.

16. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

|
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e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.

Item Statistics Report Log

=10l x|

File Edit Wiew Insert Format Help

D= SR s8] »[m=[@]]

FEeport itemstat scheduled as Items Created Last Month :J
3tatistics based on current items.

TNICORN catalog selection GL3.1 started on Wednesday, May 17, 2006, 2:55 PR
The catalog file will be read secquentially by primary kevy.
The catalog key will be written to standard output.
Catalog records will be selected if they are NOT review records.
11269 cataloyg record(s) considered.
11262 ecatalog record(s) selected.
TNICORN catalog selectionh finished on Wednesday, May 17, 2006, Z:55 PHM
TNICORN call number selection GL3I.1 started on Wednesday, May 17, 2006, 2:F
The cataloyg key will be read from standard input.
The callnum primary key will be written to standard output. o
Callnuwns will be selected if the number of copies is more than 0.
12954 callnum record(s) considered.
12850 callnum recordi(s) =selected.
TNICORN call number selection finished on Wednesday, May 17, 2006, 2:55 PH
TNICORN item selection GL3.1 started on Wednesday, May 17, 2006, Z:55 PH
The callnum key will be read from standard input.
The item key will be written to standard output.
Items will be selected if the date created iz later than 3/31/2006 and
earlier than 5/1/2006.
13446 item record(s) considered.
0 item recordi(s) selected.
TNICORN itemn selection finished on Wednesday, May 17, 2006, Z:53 PH
DNICORN expand item GL3.1 started on Wednesday, May 17, 2006, Z2:53 FHM
The item key will be read frowm standard input.
Loy transactions will he written to standard output.
The cormand and data codes will cowe from the Customw file expahdemds.
0 item record(s) printed.
TNICORN expand item finished on Wednesday, May 17, 2006, 2:53 FPH
TNICORN transaction statistics GL3.1 started on Wednesday, May 17, 2006, 2:
The report title option will bhe u=sed.
The report heading optioh will be used.
L1l Item types selected
The colunns are Item types, The rows are totals only.
The results will be counts.
0 transactions considered.
0 transactions selected.
DNICORN transaction statistics finished on Wednesday, May 17, 2006, Z:55 PR,
-l

|
For Help, press F1 MUM
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Item Statistics Report

=10 %]
File Edit ‘iew Insert Format Help
D||e| Sl | ils@]o| B
Item 3tatistics ;I

Produced Wednesday, May 17, 2006 at 2:58 PHM

Report for:
Lll Item types

Item type
TOTAL
TOTAL u]
-
1 | »
For Help, press F1 MUM 2

|
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Current Users Statistics Report

The Current Users Statistics (Userstat) report provides a wide
range of information on all users currently in the user database.
Use Selection Criteria options to limit the user records output.
Use Print Item to format the results to select the column/row
output. The default format of the report is a total of users in each
profile.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the User tab.

3. Inthe Report name list, select the Current Users
Statistics report and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Users Created Last Week.”

5. Click the User Selection tab.

6. Select the Date Range gadget for the Date Created
field. The Date Range gadget window appears.

7. Click Range.

8. Type or use the gadget to enter the beginning date in the
Use data for this period box.

9. Type or use the gadget to enter the ending date in the
Thru box.

10. Click OK.

11. Use the Print Separate Reports for Each Library tab to
organize and print the data by library.

12. Click the Transaction Statistics tab.

13. Select User Profile in the Column drop-down list.
14. Select Total in the Row drop-down list.

15. After you select your output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

|
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e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.

Current Users Statistics Report Log

=0l x|

File Edit Wiew Insert Format Help

D= S| s &|=@]-| &

Feport Log for User Statistics _:J
Feport userstat scheduled as Users Created Last Week.
SJtatistics hased on current users.

UMICORN user selection GL3.1 started on Wednesday, May 17, 2006, 3:36 PH

The user file will be read sequentially by primary key.

The user key will be written to standard output.

Users will be selected if the date created is later than 5/5/2006 and earlier
than 5/15/2006.

365 user record(s] considered.

64 user record(s] selected.
UMNICORN user selection finished on Wednesday, May 17, 2006, 3:36 PM
UMICORN userstatus selection GL3.1 started on Wednesday, May 17, 2008, 3:36 PH

The user key will be read from standard input.

The user key will be written to standard output.

Users will be selected if library group is ALL

64 userstatus record(s) considered.

g4 userstatus recordis) selected.
UMICOBRN userstatus selection finished on Wednesday, May 17, 2006, 3:36 PH
THNICORN transsaction statistics GL3.1 started on Wednesday, May 17, 2006, 3:36 PHM

The report title option will be used.

The report heading option will hbe used.

1]l User profiles selected

The columns are User profiles, The rows are totals only.
The results will be counts.

g4 transactions considered.

&4 transactions selected.
UMICORN transaction statistics finished on Wednesday, May 17, Z006, 3:36 PH
THNICORN expand user GL3.1 started on Wednesday, May 17, 2006, 3:36 PM

The user key will be read from standard input.

The log transaction will be written to standard output.

The command and data codes will come fromw the Custom f£ile expandemds.

4 user record(s) printed.
UHNICORN expand user finished on Wednesday, May 17, 2006, 3:36 FPHM

|
For Help, press F1 l_ MUM

1
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Current Users Statistics Report

B view_afvc44674.tut - WordPad -0l x|

File Edit View Insert Farmat Help

D Sl s =@l &

Tser Statistics d

Produced Wednesday, May 17, 2006 at 3:36 PH

Report for:
411 User profiles

User profile

PUELIC SIRAT STUDENT TOTAL
TOTAL 55 4 15 64
-
1 | 3
For Help, press FL MUM

|
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Transaction Statistics Report

The Transaction Statistics (Statistics) report selects statistical and
demographic information about item and user transactions.
Information is presented in a tabular format. The most popular
use for this report is to report the number of items circulated
within a period.

Many Symphony users like to set up a Transaction Statistics
report, which runs the first of every month, after the regular
maintenance reports that cover the previous month’s
transactions. For example, the report is run May 1 for April 1- 30
transactions. To gather statistics for the previous month, the
transaction date range should be set up to start one month before
the report run date and end one month before the report run date.
This will include transactions for the entire month previous to
the month of the report run date.

1. Click the Schedule New Reports wizard. The Display
Template Reports window appears.

2. Click the Administration tab.

3. Inthe Report name list, select the Transaction
Statistics report and click Setup & Schedule.

4. On the Basic tab, in the Report Name box, change the
name of the report to “Statistics for Last 2 Months.”

5. Click the Transaction Selection tab.

6. Select the Date Range gadget for the Transaction Date
Range field. The Date Range gadget window appears.

7. Select a start date.
8. Select an end date.
9. Click OK.

10. Select the Policy List gadget for the Command field.
The Command gadget window appears.

11. In the List to Choose From, select Charge Item Part
B, Renew Item, and Renew User Part B. Charge Item
Part B, Renew Item, and Renew User Part B should
display in the List Selected.

12. Click OK.

13. Use the Print Separate Reports for Each Library tab to
organize and print the data by library.

14. Click the Transaction Statistics tab.

|
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15. Select the Policy List gadget for the Item Type field
and proceed to select desired policies by clicking the
right-pointing arrow moving selections into the List
Selected window.

16. Click OK.

17. Select the Policy List gadget for the Item Category 1
field and proceed to select desired policies by clicking
the right-pointing arrow moving selections into the List
Selected window.

18. Click OK.
19. After you select you output options:

e Click Schedule to select a schedule and
printing/distribution for the report. Select the
time to run the report and the appropriate
printing/distribution option. Click Schedule.
The Schedule Confirm window appears. Click
Schedule a New Report to return to the list of
templates.

-Or-

e If the report is to run only one time, click Run
Now to accept the defaults and set the report to
run ASAP. Click OK to return to the list of
templates.

|
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Transaction Statistics Report Log

=10l %]

File Edit Wiew Insert Format Help

D|(E| Sl @ &= -]

Feport statistics scheduled as Statistics for Last 2 Months
DNICORN Statistics.

a

UNICORN transaction selection GL3.1 started on Wednesday, May 17, 2006, 5:02Z PH

Trahsactions containing the follovihg comoand codes will he selected:

CV RV RY

Transactions will he selected 1f they are on or after Zaturday, HMHarch 15,
2006, 0O:00 AM.

Transactions will bhe selected if they are on or hefore Wednesday, May 17,
Z006&.

Transactions frow all work workstations will be selected.

30017 transaction recordi(s) considered.

22 transaction recordi(s) selected.
NICORN transaction selection finished on Wednesdaw, May 17, 2006, 5:02 PHM
UNICORN transaction statistics GL3.1 started on Wednesday, May 17, 2006, 5:02 PH

The report title option will ke used.

The report heading option will he used.

Item types BOOEK, CD-DWVD, ILL-EOODE, MAGAZINE, WIDED selected

Item catl's BIOGRAPHY, EBOOE, FICTICHN, NONFICTION, FERIODICAL, SHORTSTORY
selected

The columns are Item catl's, The rows are totals only.
The results will be counts.

22 transactions considered.

1 transactions rejected because of Item type

19 transactions rejected hecause of missing Item catcl

1 transactions rejected bhecause of Item catl

1 transactions selected.
UNICCORN transaction statistics finished on Wednesday, May 17, 2006, 5:02 PHM _J

-
For Help, press F1 MUM 2

Transaction Statistics Report

E view_afyp44678.txt - WordPad - |EI|1|

File Edit Wiew Insert Format Help

DR SR 5@ =

TNICORN Statistics
Produced Wednesday, May 17, 2006 at 5:02 PH
FReport for: J

Item types BOOK, CD-DVD, ILL-BOOK, MAGAZINE, VIDEQ
Item catl's BIOGRAFPHY, EBOOK, FICTICN, NONFICTION, PERIODICAL, SHORTITORY

Item catl
BIOGRAPHYT EEOQOK FICTION NONFICTION PERIODICALL

TOTAL 1 u] [u] [u] [u]

||
For Help, press F1 MUM
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Transtat Display Gadget

In statistics reports that allow you to make statistical selections
or changes to the output of column and row displays, some of the
statistical options are more useful as ranges. For example, you
may want to select a time frame rather than a particular moment,
or a call number range rather than a specific call number, or a
general age range rather than a particular birth year. Or you may
want to select a specific list of a certain kind of data, such as
specific ZIP codes.

1. Enter the data or beginning of the range in the first text
box.

2. If your data is a range, enter the end of the range in the
second text box.

Click Add to complete the data addition or range.

4. Repeat the above steps until all data or ranges have been
entered, then click OK to finish.

The Transtat Display gadget is used only when selecting or
outputting the following data.

Option Description

Call Call number ranges are determined by the shelving

Number key of the item. Range selections will mirror a call
number sorted search of the workstation, although
there is no way to specify a particular classification

scheme.
Flexible You can select a range of flexible keys to be included
Key in your report using the Transtat Display gadget. If

you want to include flexible key ranges in your
report, select a flexible key range to display as the
column head or row name on the Transaction
Statistics tab using the Display Choice for
Transaction Statistics gadget.

Time The time entered will display in HHMM in 24-hour
military format. For example, 8:00 a.m. to 5:00 p.m.
would be displayed as 08:00 — 17:00.
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Gadget : Time Choice - 0O =
Enter time range
From E:I_Wﬁto El_lﬁﬁ

From = | Tao
13:00 Z21:00

Ol | Remove Cancel
Option Description
Birth Birth year must be entered exactly as it appears in the
Year Birth Year field of the user record.

ZIP Code  Statistics can be displayed for users in a particular ZIP
code. Up to five character codes can be entered.
United States ZIP codes, as well as non-United States
ZIP codes are displayed, based on the Is US Zip Code
field on Transaction Statistics Selection tab. For more
information, see WorkFlows Online Help.

Keep in mind that selecting the Transtat Display
gadget when any selection other than these is
displayed in a corresponding list during the output
phase will return the following error:

No category selection available.
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Appendix A —
Follow-Up Exercises

Set up a Count Report

You are filling out a report that asks how many of your users
have items checked out. Run the Count Users report to find out.

1. Click the Schedule New Reports wizard.

Click the User tab.

Select the Count Users report.

Click the User Selection tab.

Select the Number of Charges gadget.

Select the greater than sign (>) and type 0.

Click OK.

Click Run Now.

Go to the Finished Reports wizard to view the results.

© 0o N o g~ D
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Set up a List Report

Your number of missing books is starting to pile up, so you want
to search for them. You need a list of all items that have been
marked missing. You will need the title and author of the items,
along with the call number where they should be found. Run the
List Items report to get this list.

1. Open the Schedule New Reports wizard.
2. Click the Bibliographic tab.

3. Select the List Items report.

4. Click the Copy Selection tab.

5. Select the Current location gadget.

6

Select Missing in the list to choose from and click the
arrow to move it to the list selected.

Click OK.
8. Click the Print Item tab.

~

9. Under Title Information, select the Entry list gadget.

10. Select the List option. Select 100 and 245 in the list to
choose from and click the arrow to move them to the list
selected.

11. Click OK.
12. Select the Entry list only option.

13. Under Call Number Information, select the Call number
only option.

14. Click Run Now.

15. Go to the Finished Reports wizard to view the results.
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Set up a Statistics Report

You want to know how many people with various user profiles
have a high number of items on hold. You want this broken
down by all the libraries in your system. Run the Current Users
Statistics report to find out.

1. Open the Schedule New Reports wizard.
Click the User tab.

Select the Current Users Statistics report.
Click the User Selection tab.

Select the Number of holds gadget.

Click the greater than sign (>) and type 4.
Click OK.

Click the Transaction Statistics tab.

© o N o g~ DD

Select User profile from the drop-down menu for
Column.

10. Select User library from the drop-down menu for Row.
11. Click Run Now.

12. Go to the Finished Reports wizard to view the results.
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Appendix B —
WorkFlows Navigation

Overview

This chapter explains how to navigate in WorkFlows.

WorkFlows Desktop

The WorkFlows desktop is a graphical user interface that
consists of the standard Windows elements such as the menu bar,
status bar, maximize, minimize, and close buttons. The desktop
also displays toolbars. Toolbars are used to access the
WorkFlows wizards.

Classic View

WorkFlows classic view is similar to the look of previous
versions of WorkFlows. Desktop customization is available in
the Desktop Setup selection under Preference in the Menu Bar.

Unicurn WorkFlows ;lglﬂ

File Edit Wizards Preference Tools Window Help

& Ble = v & |
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Themes

In the WorkFlows Themes view, wizard names appear next to
the wizard icons and available modules are displayed under the
menu bar. There are several color themes available in the
Desktop Setup preferences. The preference used throughout this
Training Guide is Primary Blue.

J=TEY

File Edit Wizards Modules Preference Tools Help gmw

Acquisitions Cataloging | Circulati... | Configuration | Hyperion | Offline | Outreach FReports | Reguests | Res

Serial Contral Ltility

Common Tasks ES
Eﬁ Report Session

% Schedule New Reports
% Scheduled Reports
Finished Reports

% Item Search and Dis...

m Check Item Status

Help —
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Toolbar
A toolbar displays a group of icons representing wizards.

e Atoolbar is available for each Symphony module.

e You can change toolbars using the drop-down menu
command or using the right mouse button.

e You can create custom toolbars for getting particular
jobs done at individual workstations by defining the
wizards and wizard groups that display on the
WorkFlows toolbar.

¢ If you make any changes to the WorkFlows toolbar, you
have the option to save or not save your changes on the
workstation when exiting WorkFlows.

The toolbar in the Themes view of WorkFlows has the same
functionality as the Classic view, are accessed differently.
Module selections appear at the top of the WorkFlows
workspace and wizards contained in the active module appear on
the left side of the screen by default.

Wizards

A wizard is a button on a toolbar that performs a series of tasks.
When you move the pointer over a wizard icon, the wizard name
appears. This is sometimes referred to as balloon help.

5 NOTE Additional details about WorkFlows
desktops are in the WorkFlows Online
Helps.
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Navigation

Moving Around a Window

You can move through the WorkFlows interface using keyboard
shortcuts and/or your mouse.

Moving between fields
e Press TAB to advance to the next field.
e Press SHIFT+TAB to return to the previous field.

Accessing the Menu Bar

Use the menu bar to access commands, set preference, and
access the Online Help.

i WorkFlows

File Edit Wizards Preference Tools Window Help

ALT+letter

Press the ALT key with the appropriate underlined character to
open menus.

Shortcut Key  Action

ALT+P Opens the Preference menu.
ALT+T Opens the Tools menu.

Once a menu is open, you may press the appropriate underlined
letter to access commands from the drop-down menu and
submenu.
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Terms to Know

This section provides definitions for commonly used WorkFlows
terms.

Gadget

Gadgets make selecting field values easier. Use gadgets to select
information such as date/time ranges, policy values, or monetary
amounts. To ensure that you enter the correct information, in the
correct format, click an available gadget. Commonly used
gadgets will be discussed throughout this guide. For more
information on gadgets, refer to the WorkFlows Online Help.

Glossary

Glossary is any word in WorkFlows that appears with a dashed
line. When you click the word, a pop-up window appears with
additional information.

Glossary____ . alERTS.
| - lseris DELINQUENHT
_ Addlth_na| === I has overdues
information L | ser has requests / library messages,
AltID
Group 1D
Helpers

A helper is a “wizard within a wizard.” Helpers make it easier to
access information needed by the current wizard. Helpers are
located just below the title bar.

Helpers
N&i w Reserve 1 [=1E3

Identify reserve

The kitchen god's wife
Itemn ID:| Current: Tan
2300100070140

Shadow Catalog

The shadow catalog contains records searchable only by library
staff. For example, you might want to hide or “shadow” records
from patrons, such as lost or missing items or items still being
cataloged.

|
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Users at public workstations can search and display items only
from the standard catalog. Users at staff workstations using
WorkFlows can search and display items in the standard catalog,
the shadow catalog, or both.

Getting Help

If you have a question about a specific task while working in any
WorkFlows module, refer to the WorkFlows Online Help. You
can access Help using any of the following methods:

2

e On the toolbar, click Help
e Press F1.
e On the Help menu, click Contents or Context.

Help is context-sensitive. That is, the information that displays is
specific to the task you are performing when you access the Help
file.

1. Access the Help file and click the Index tab to display
this window. The Index is an alphabetical list of every
Help topic available.

B Sirsi Online Help _[Ofx]
File Help

| 4|r]a|m]a]

Contents [ndex | search]|

Find: [ - Sirsi Online Help
|Sirsi oniine el |

Special characters
Spine labels for specific 1Ds report

The online help used in this client cortains documertation for Sirsi's WiorkFlows cliert software.

Standalone client Getting Started Using WorkFlows
standalone client overview
Standalone fields The WorkFlows client features wizards that allow you to perform complex library tasks quickly and etficienly
Standalone toolbax Tookars provide the most effective way to access these Unicorn wizerds. Each Lnicorn module is represented

with & wizard toolbar. Function key mapging may slso be used to acoess the wizarcs. The helper bar, menu bar,
and navigational taols such s slert windows and hypertext links allow youto mave easily through the
iarkFlows dliert. vizards and helpers can be customized by sefting WorkFlows prapertiss.

Standalone checkout wizard

Standalone new user registration
Standalone new user registration wizz
Standalone new user registration wizz The following wizards are currently documented.

Standalone discharge/checkin wizard Cataloging with Authority

Standalone download utility wizard Cataloging Configuration Wizarcs

Standalone renew reserve Clrculation

tEtanda\nne renew resarve wizard Circulation Configuration Wirards
Standalone renew reserve wizard prar General Confiquration Vizards.

standalone rensw single item wizard Standslone WorkFlows Wizards

Standalone session settings User Confiquretion Wizerds.

tEtanda\nne session settings wizard
Standalone session settings wizard fie
Standalone upload utility wizard

Hote 'When online help refers to & specific Unicorn server directary, the directory structure displayed is, by
default, inthe Uinix or Oracle format, with forward slashes between directory names, such as
JUinicom el English. Uricom for Windows NT users should transiate these directories to the Windows NT
Station policy wizard standard of using backward slashes between directory names, such s \icor Helpa\English,
Statistics lng report
Status alert messages
String list gadget
Suggestion group reports
Summary tab
Suspend user
tauspend user wizard
Suspend user wizard properties =
»

_‘:_"IEMM Ar s
|——————

=

A = ranart

2. Click the Search tab to display this window. The Find
feature searches the entire Help database for words used
in the content of Help topics.
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2 Serial Control Category Policy Wizarg
@ 2 Serial Group Reports
2 Serial Control Recards Repaort
@ 2 Serial Claim Motice Output
2 Serial Claim Motices Repart
@ 2 Serial Chronology Type Policy Wizare
2 Serial Control Configuration Wizards
@ 2 Setting Up Serial Contral Titles
2 Modify a Serial Control Wizard
& 2 Create a Serial Control Wizard

@ 2 Fags: Setting up Serial Distributions
& 2 serial Control Policy Wizard

@ 2 Display Serial Control Wizard

@ 1 Sample Output serdistent

& 1 Check In Issues of a Serial Wizard Pi
@ 1 Sample Output receiptont

@ 1 Sample Output predictionent

& 2 serial Control

@ 2 Serial Control Links Tab

@ 1 Adding MARC Holdings Records

& 1 Routing Tab for Serial Control

@ 1 Sample Output rautinglist

@ 1 FAg: Understanding Serial Display ar
@ 1 sample Output serctllist

@ 1 Sample Output serctholding

& 1 Basic Tab for Serial Control

@ 1 Modifying MARC Holdings Recards

@ 1 Checking In Issues by Barcode

4] |8|n|a]

Contents | Index Search| ) &
Control Selection

Find: |ser\a|

2 Remove a Serial Control Wizard o

Reports that include & control selection may or may not include sll of the follawing selections:

Library

I serial cortrols selected by the report belong to this specified irary or libraries. The serial control ibrary is
either the library associated with the user acoess of the user who created the control, or the defaut liorary in
the Create Cortrol Recards for Library property when the cortral was crested, or the value selected in

Library for Nesw Control when the Prompt for Liarary when Creating a Serial Control property was enabled
Use the Policy List gadget to select libraries. If no value is selected, al lbraries are inchided

Hote When o defaut liorary is supplisd in serial cortrol selection, it may not be possible to modify the liarary
value.

Status
Al serial cortrols selected by the report have the specified status. The status provides information about the
serial subscription such as whether itis new, rensved, active, or canceled. Your fbrary can create status

policies to mest your nests. Use the Policy List gadget to select statuses. It no value is selected, ol statuses
are incluled

Hote The screen label for the Status fisld may be defined by the library.
Category 1

Al serlal cortrols in the report have been designated to be of this serial category. Use the Policy List gadget to
select categories. If no value is selected, all Serlal Category 1 policy names are included.

Hote The screen label may disilay a more descristive term in vour larary, or it may not dispiay ot ell. Tris field
is ot reguired and is used for statistical purposes anly

Category 2

£l serial cortrols in the report have been designated to be of this serial category. Use the Policy List gedget to
select categories. If no valus is selected, all Serial Category 2 policy names are incldsd

1 rraata a Garial Cantrol Wizard Dron
4 3
_

Hote The screen label may display @ more descriptive term in your lbrary, or it may not display st all. Tris field [

3. Inthe Find box, type the word or phrase you want to
find, and press ENTER. The Help file looks for the
terms and displays a list of likely topics.

4. Scroll through the list until you find the topic you want.

5. Double-click the topic you want. The information about
that topic appears to the right.

January 2008 79



Symphony 3.2 Reports Training Guide
- - ]

|
80 January 2008



Appendix C-
Language Field Notice Text
Creation

Creating Notices in Multiple Languages

The Notices helper can be enabled for reports that create and
print notices. You can use this helper to modify or create notice
text. This helper not only allows the creation and modification of
delivered notices, but also the creation of notices in multiple
languages, to work with the Language field of the user record.

1. To create the notice text that corresponds with the
Language field, open the Reports Module.

= A supervisor or system administrator must turn
on the Notice helper by right clicking on the
Schedule New Reports wizard, selecting
properties and checking the Display Notices
Helper box.

2. Open the Schedule New Reports wizard.

3. Select any Notice report and the Setup & Schedule button
at the bottom.

To use the Notice Helper, you must be on the tab dealing
with notices.
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(NS L)

filui

Common Tasks

IE Report Session

File Edit Wizards Helpers Modules Preference Tools Help gww

ﬂ% Schedule New Rep...
% Scheduled Reports
Finished Reports

% Item Search and ..,
Check Item Status

ﬂ Help

i lection ||
Produce Mailing Labels H

Item Selection || User Selection H User Status Selection H Sorting ‘

Print Separate Reports For Each Library ‘

D Count as a notice sent
[] combine Motices
[ Library address on notice
Use Library Address in Patron Record
Select 'Sent-From' Library:
Library address: Primary Address 1 Address 2 Address 3
[[] salutation on notice
[[] User 1D on notice

[] Group ID on notice

Message 1: ‘:D,lstnvsrdus

[#] Date:[:00 #

Message 2: ‘:1,2nduverdue

i@ Date: :D0 \@

Message 3: ‘:2,ﬁna\uverdue

i@ Date: :D0

Title information to print with due date and time: Brief bibliographic information

Message 4: ‘ 1@ Date:| \@
Message 5: | :@ Date:| ‘@
Closing taxt:‘ |

4]
HNotice type: (&) Overdue () Recall ‘

i~

Call number

Price and fine information to print: [ ] Accrued fine

I Schedule ” Run Mow ] [ Save As Template ” Cancel ]

4. Click on the Notices helper to make it display.

The default language is set to the language your
Server has been delivered in.

Schedule New Reports : Schedule New Overdue Notices

Languag efault

File list T
Lsthill
Lstoverdue
1stpickup
Lstrecall
2ndbill
zndoverdue
2ndpickup
2ndrecall
Srdbill
Srdoverdue

TTT=T

%]

3rdrecall
acqocancel
acqolaim
acqnofill
acqordeonfirm
acquser
announcement
assumedlost

g
|

Create (b) Cancel

82
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|
5. Use the drop-down list to select a different language.

= Asseen here, initially there are no files. You
must create them.

Schedule New Reports : Notice - 0 =
Language: |EMGLISH D
File list Content
<] il | B

6. SirsiDynix recommends using the default file names
when creating notices in other languages, as seen listed
under the Default language selection.

|
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7. Todo this, select a language from the drop-down list,
click the Create button at the bottom, and enter a file

name.
Content
W ) [yt a
o | Enterfile name:
&/
|
1]
Save I Create (b) ] [ Cancel ]
Note Delivered notices may be created the same

way. However, to modify text, simply make
the edits and click save.
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8. Now the file name will appear in the file list. Click in
the Content area and type your text.

Schedule New Reports : Notice = =

Language: |[FREMCH D

File list (S ENCeHEN

DG e Premier Avis de Retard »

Les documents suivants sont en retard, Veuillez les retourner
4 la biblioth&gue dés que possible.

Merci |

D | UL " D

l Save H Create (b) ” Cancel ]

9. When you have finished typing your text, click Save.

10. Please note: This will need to be done for every type of
notice text, in order to use the new language feature for
all of your Notices.

11. Click Cancel to close out this helper.
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Example Notice text:

Wednesday, Novewber 7, zZ007

E. L. Arrowood Foundation Likbrary

ID: MARILYNE
Marilyn Bighey

Dear Marilyn Bignevy,
Primera noticia ¥ materiales atrasados

Los materiales siguientes de la bikblioteca estan atrasados. Favor de
regresar todos los siguientes materiales lo mas pronto posible.

Muchaszs gracias.

1 call nudoer: G465 JP4535 2002 ID:31000234556659
Over sand and sea : a traveler's tales / Patrick Pfister.
Pfister, Patrick.
dus:11/2/2007,12:00

E. A, Arrowood Foundation Library

ID: MIKEH
Mike Hilmo

Dear Mike Hilmo,
* Premier Avis de Betard *

Les documents sulvants sont en retard. Veulillez les retourner
* la bhiblioth*gue d¥s gque possible.

Merci.

1 eall number:PRE015.TU565 094 2003 ID:31000234598938
Crver here [/ Llan Hunter.
Hunter, Alan.
due:11/2/2007,12:00
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