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End of Year - Library

For the end of the year the Library would need a stocktake done and once the students have been
updated in Administration a Patron update is required for the Library.

Backup Your Library Data before starting.
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Backup

Path: Scholastic — Utilities — Backup

The Backup cannot be completed from the Library but can be done from Ultilities in most other
Modules. If using Book Hire also select files 54, 55 and 56.

r_T Backup Data Files Yiew !EE

| Mumbes | Fis Mame | Uzer Mame | Fremarks [ 2]
o @ REFORT Flepoet Translation
= s LIEBASCD LiskasCo
=1 EO LIBEASIT Libk ash
=1 pall LIEMAST LE: Master [tem Fia
=1 El LIETEMP LE: Temp SCI5 Hold File
= oz LIEREC LB: Fleceipt File
= Il LIESYS LE: System Fia
=1 [ LIEFUE LE: Publizher File
=1 HEE LIBSUECO LE: Subject Code Fie
= ar LIEMISS LE: Missng o Displaced
=1 Bl LIBRAT LE: Patron Fie Sebect & |
=1 [k LIELCEN LE: Loan Codes
= 0 LIECOM LE: Commerd Fie " DeSelectAl |
o Il = LIBSLP LE: Suppler Fis
=1 LIBFINE LE: Fires Fila : -
o etz LIBHIRE LE: On Hire File Reiresh Lid |
= Bl LIERES LE: Flesarvations
=1 B LIBSTACK LE: Stockiaks Fie i
o == LIEWMAST LE: Kayword Master Fis LoadEies |
=] herd LIEWALCT LE: Eaypword Accessions
=1 = LIBSEE LE: See & Seedlo Sava File Selsction |
=1 E LIBDISCE LE: Diiscarded Kmpcods
=1 p=il LIBSUIES LE: Mem Subject Fila EI
ef Il LIBMASTT LE: Hem Title Fie Backup Data ‘
= i g LIB&BSTR LE: Abatiacts d
= = LIECLASS LE: Classication Codes =
o = LIBCLSUE LE: Classfication_Subject Fie et
o s LIBSER LB: Series Fie By “"EI
=1 E3 LIBFIND LE; Eeyword Find Fils Al Fies
g =————
bz LIEFERID LE: Periodical Fie :
™w _/E CINE TVEE s T 1 j m
1. | Make sure you select All Files.
2. | Tick files 205 to 238 for the Library, if using Book Hire also tick files 54, 55, 56.
3. | Click Backup Data.
irﬁ Backup Selected data files
Destinstior: |H\PROGRAM FILESWPCSCHOOL Backup | 1 | |
Fiename: |Liwan2010 |_|2
Comments: [Backup created 16/07/2010 for School Name User PCS
Emai Tor |
Last Backup: [23Jun. 2010
Days o Mesxt Backup: |0 I Erase peevious backup es?
" EmadBackup ] m}edem.p Concel |
1. | The Destination will default to your local drive.
2. | A Filename will Default, this can be changed to have more meaning.
3. | Click Create backup.
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Stocktake

You can run a Stocktake while normal library operations continue. Stocktake is a simple and fast
method of performing the Library Stocktake. It is based upon items that are on hand and does not
count those items which are currently on loan.

Prepare for New Stocktake

Path: Back Office — Stocktake

Before you commence any Stocktake run the Prepare for Stocktake Routine to clear out details of the
last stocktake. This may take time and if the screen goes white let it keep running.

M Library Unility Views
System File | Genesale Patrons | Global Change | Foll up s Level/Dul Patrons | Pleset Bonowing Limd | Cull Finaised em Bomowing |

Keywood Genesation | Stockiske  Genesste Fines | Basket boce | Gienerate Loans | Portable Scannes Inbesface
Dista Eniry | Summary | Reportig || Prapase e New Stockiake Euurl.ngl

Stockhske e contans [T R econds
Erase F&
tocktake Data

Data Entry
You can enter the data by hand, by the use of a portable bar code scanner or by Importing a Memory
list through the Portable scanner interface. If the library has a portable bar code scanner, the process
simply involves walking around the library and passing the bar code scanner over each item in turn.
M Library Utility Views

System Pl | Genweials Pators | Gl Change | Rokup Y Lavel/Dull Patons | Risest Bonowing Link | D1l Fisced tem Bosvowrg |
Keoywond Gormatior sowle Lows | Podable Scarpe nlrecs |
[Datariy Summary| Feporing | Frepas for New Stocktake | Emor Log |
Type Accession Mo, and Press <Enter of Scan Accestion Mo using Barcode or Impoit a anner Memary File
Scan Barcode: | ¥ Automsticaly Fietum Scanned llems @Iwmwﬁmumm
Lt beem Seannest 00163 Tike: [PATHS OF PEACE
ISBNASSH: |BTIBS27038 dacis Mec | Dy |F
Call Hec [FALE Loan Type: |2 | Location [F
Publisher [MACDONALD ) Flace: [LONDON e
Edioer: | Supgher: [DONATION 5 | Daparment: |
Orides M [ 0 Accowe| 0000 Dissction: | 0
Recerved (02027130 2 o[ 0 Statug: [Avalable =l
Miss/Disgr | %] Resve] O Resource: |
Last 1o Bomow: | 00325 Reharmd ]74
St 1 o BSI“:H QIE.::IIEm

Place the cursor in the Scan Barcode field and download from the Bar Code reader;

e |f necessary codes can be entered manually, use the enter key after each entry.
1. e |[f using a scanner it may best to run some tests so you can adjust items such as
between Barcode delays in the portable reader. If the reader dumps to the computer
too quickly you will get inaccurate data.

Placing a tick in Automatically Return Scanned ltems will return, from the patrons, any
scanned items that are still flagged as being out on loan.

You can Import the contents of a Memory List from the Portable Scanner Interface.
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Portable Scanner Interface

The Portable Scanner Interface is used to bring in Lists of books by creating Memory Lists and
importing them into the Library, this List can then be imported into Stocktake/Data Entry.

ltems can be added by selecting a file or downloading directly from a scanner.

L x

Eeyword Generstion | Stockiske | Generste Fines | Basket Modue | ﬁmueLm:!leﬁgsm [

File 1o load inko memao: Imported Scanner File Contents

I u&\ B
tudd Fie Cortents to Merooep Lt |

Scoanner Impoit Entiy Point

[E]

okl 5 caneest Cornents Lo Memany List [

|1u?5asa

Information
Clear Conteris of Memoiy List

‘f\-f

IF kst b5 nok resd acourstely

k mary be necessary to adisut the

Lirmen inkarval bitvesan sucoesshs sxports
of sach barcods fram the scanmer,

=]

1. | Browse for the scanned file the click Add File Contents to Memory List.

You can add the Contents of a Scanner and create a Memory List by clicking Add Scanner
Contents to Memory List.
e Accession numbers can be added manually, enter the Accession number then click
the Enter Key on your Keyboard.

3. | View the ltems in this Memory List.

4. | Click Clear Contents of Memory List to remove the ltems.
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Summary

If you have restricted your stocktake to a Type of book, a range of Call numbers or a Campus this
criterion can be used to establish missing books.

M Library Utility Views
Sysiam Fils | Gerssals Pations | Global Changs | Aol up e Level/Cul Patrons | Feset Bomowing Limit | Cull Finslised ltsm Bomowing |
mwdﬁmmi Stockiake [Gereists Fries | Basket Mode | Generste Loans | Pastable S cannes Inteddace
Data Entry || Summary  Reporting | Prepae fos New Stocktake | Emx Log|
. [ Alow Items o be Remaved from Stock List
Widk theough which ype? [ Erdered Stock List | =] [ FulListng>> | »
(Eale] 007109
Call Humbes From: [2 ooT0 __| loom10 i
1 rabtl T
Call Murmbes Tax |2 007112 007112
T3 T :
Carmpus: 07114 007114
: [aa -
l == LT R
IBems in cuculabion will not show &5 messng. 7116
oT117
Es D360
[Z] cateuate Missing | I Exit™ o
DOEras
Fioi BT 2 o OO0
IIIE missing books of type "All' have been ideniified =
D2
g D003
Mark these fems a5 mizing | et
| —

1. | ltis optional to enter filters for running the Stocktake;

2. | Click Calculate Missing;

With the restriction on Call Number | am only working with the 007 books;
3. e Entered Stock List shows the items processed in Data Entered’
e Full Listing will show all the books in the catalogue.
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Reporting

Print a list of the missing stock, this will give you the opportunity to locate any possible items and
enter them into the data tab.

M Library Utility Views
System File | Genseate Pations | Global Changs | Rolup i Level/Cul Patrons | Resst Bonowing Limit | Cull Finslised item Bomowing |

Keywoed Gereration | Stockiske  Generste Fines | Basket Mode | Generste Loans | Portable Scanner Intestace |

Diats Entty | Summary || Feporting  Prepare for Mew Stocktake | Enos Log |

Flepart She- | Liwaiy Mising Stock Flepot =
Report Alsr [UBSTOCKRPT
Dutput destinstion Export File Settings
 Prink b Windew ( Enport bo Fils File Name: | A | v
- — F 1 L] -
T PrinttoPirter " ExportioMad FloType: | =l | | gt ﬂEIlt

™ Apply combo sersion

Library Missing Stock Report
CallNumhber Tiile Accession
Lacation Type Dawey Sioc hiake Dade Valhae Currendt Hens 5tatus
Nlissing [tems
Z ABOARD THE SPACE SHUTTLE 007115
R TR L&A 010 000 OnShelf
A ABOARD THE SPACE SHUTTLE oo7114
RM TR 1ANT2010 000 OnShelf
Z ABOARD THE SPACE SHUTTLE o717
BRI TR LEAT2010 000 OmnShelf
o
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Error Log

The error log will show any discrepancies with the Data entry and Stocktake. Clicking onto an error
and opening either Returns or Master Item View will bring up the ltem for editing.

| Library - PCSchool 2005 [LIBRARY H DRIVE] User: PCSCHOOL
Ll Lbrary LEdy Views  Sydtes Fundtions  KEYWORD SEARCH - Other Modkles  Window  Help

| X | fBE A8 S OB F o

ot Pabiora | Global Change | Flod up s Level/Cul Patons | Reset Bomowing Limt | Cul Finsived nem Bomosing |

[ Stocktake Genessn Fines | Basket Mo | Genersin Loans | Portable Scanre Indesface

| Fepoting| Prepae fos Hew Sinckiske || EsteLog

(OFT10 [5TA] scarnnd bt Ragoned on loan - bestel aas (007 12305 325) Auto Aetuimed
7 HEST.ﬁlemdh.tﬂawadmbm EEEHE‘EN.N'E MREIDMIMM

e bt Flagioed on ks - bectink sas (D07 IZAEE3E) Flagged Retume
'|“EST#]mhtﬂmudwbm EEEHEEM'E m:zmmmmmnm

Finalise the Stocktake

Once all

the Missing Books have been checked, if any changes have been made, in the Summary

tab click Calculate Missing again to refresh the Entered Stock List.

Reprint the updated Missing Item list.

Mark as

Missing

If the Items are marked as Missing they will be given a Status of Missing in the Item Details tab of the
Catalogue. This will allow further investigation into the ltems whereabouts; the ltems can be removed

through a basket at a later date.

M Library Litility Wiews ] o
¥ ¥ :

_ mmm| Generote Patrons | Global Changs | Fiollup 7 LewelCull Patronss | Fieset Bomoving Limé | mmmmumm|

| Kopword Goneration | Stockiske Genrate Fines | Basket Mods | Gonerstes Loans | Puostable Scanner Interface |

Diota Erty | [ Summasy Reporing | Prepars for Mew Stockiske | Eror Log |

™ #Bow lems b0 ke Resmoved from Shock. List

Wk thisugh which bype? |39 Ertered Stock List | = | | FulLising »> | =
07109 007109

Call Mumber From: [2 (Fira 1] _| (o110 =l
o7 0011
Cal Hurber Te: |2 007112 007112
007113 007113
Cangier = 007114 007114
Z EM 'J T A hE

et oo O |

Calculate Missing | > Arm you SUPe you veish bo mark ol missing Rems?
‘-{,) Tt is recommended that you print the missing em kst first,

2 missing books of type 'All' have b [TV ] » |
Madk these dems as mising | ‘ st
<] [oen <
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Basket Item Removal

If books are marked as Missing they can be removed from the Catalogue via a basket.

If you do not have a Basket to use you can create a new one.
M Library Utility Views

System Fia | Geserate Patvorss | Global Changs | Fiolup Yt LevelCul Pairons | Recel Bosowing Limd | Cul Finakised [hem Boimowing |

Keyword Geneistion | Stocktake | Geneesis Fires |[ BacketMocule | Generste Loan: | Poitabie Seanewt Interface |
Create New Backels | Seantoddd | Tagtoadd | Basket Options |

Code: W Show ltems n this basket |

D |Besoks meszing o the Stockiake I 2 I

|:|5m | Clear

Enter a Code for this basket.

Enter a Description for this basket.

Lo Ll

Click Save.

The ltems can be selected by entering the parameter of Missing in the Tag to Add tab.
M Library Utility Views

Sytiem Fils | Genesals Patrorss | Global Changs | Rol up'fi LevelCull Pations | Pleset Bomowing Lirit | Cull Finaised iem Bommowing |
Keyweed Gansration | Stocklake | Geresate Fres |[BacketModule Geredsta Loans | Portable Scanner Inisdacs |
Creste New Batkets | Scantoddd TagloAdd | Basket Options |

Selection Ciitetia | Tag ltem: | Add o Basket |
Oledes Rleconds by
Select records based on the following criteria = Pccession Mumbed
Cawnpus: |M _ﬂ Fiom Location ™ Tie
Type: |21 I_I =]  Tolocsion ™ Type - Accason
L ™ Last Updabed
From Accession | =] ToAccession =]
™ Call Humbes
Miacter Accession: | =
" Master Accession
From Call Mo: |
Salact on Status
Ta CalMe [ |M’{\=.“!= IZI ﬂ
Cal Mo Inchudes: |
Db Flagged Missng Pric To
Last Updated Since: | . = 31 Dee, 2010 E

Enter any relevant details or leave All and Blank.

Select the Status of Missing.

o bl

It is optional to enter a Date.
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When you go to the Tag Items tab only the books matching the selected criteria will be available to
add to the basket. Untag any items you do not whish to remove.
M Library Utility Views

System Fie | Genesate Pations | Global Change | Follup 1 LevelTull Pations | Flesst Bonowing Link | (Cull Finsized Item Borowing |

Kioymord Goreration | Stockiske | Goresate Fines |[ BasketModde  Geonmiate Loans | Portable Scaner Interface
Creste Mow Backets | Scantoddd  TogtoAdd | Baskel Options |
Selection Criteria T3g lteemt | Add to Basket |
Accns [ Caino [ Tite [Type [ Lastupdute [Ta [ «]

UnTag Al Tag Rangs Dowen ho Next Tag Tag &l

Add the Items to the Basket.
M Library Utility Views

| Systom Fis | Generate Patrons | Global Change | Riollup 't Level/Cull Parons | Rieset Bomovirsg Limit | CullFinaksed Item Bomovwing |
| Kopword Goneration | Stocktake | Generate Fines || BasketModde  Gonerats Loans | Puostable Scanner Interface |
Cisate Mow Baskels | ScantoAdd Tag1o4dd | Basket Options |
Sedection Crtesia | Taghems | Addto Basket |

Code WII'__I Show Nlems in thes backet |

D |Biosokis missing hom the Stocklake

Add Tagged To Basket @ [+ UnTag when dore

Select a Basket.

Click Add Tagged to Basket, you will receive a Process Complete message once this is
done.
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Print the Basket
Path: Reports — Accno Register

For future reference it is advisable to keep a printed copy of the books to be removed.
M Library Report Views Hlﬂ

Ovesduss ltems | Fines Owing | Fines Aeceived | Sublect | Classit/Subsect | Author | Tile | Bomow Stats | Accno Register | Serals | Department | Pation

Accession Register Listing
Stat ot Accesson Ered at Accesion ﬁ
W Repoit contents of Baskel
Typsslz] bo prink - e i
Code: [MISSING] | : |
Iheess Abesed On oo Adter. [18 Nov, 2010 Desc: [Books missing from stock 2010
Start at Cal Mex | End 8 Cal Mo [Z2222
= 1
Fieport Style: [Accession Registes Listing L3 =]
Rreport Alias: [UBACREG RPT
Oudput dustinafion Expaost Fie Seltings
& PrnttoWindaw ( Export o File Fle Hame [Custit doc 3| [4]
T Wiord ot Wiredoaws: - =
" PinttoPirter  © Expot toMal Fle Tywec [Word b =l g i !
W Apply combs edension Exi

Tick Report contents of Basket.

Select basked Code you created for the missing Basket.

Select the Report Style.

Ll b=

Click print.

Keep a record for future reference.

I Accession Register Report I

Accesmion Mo iy Tris Thame Trps ol
o Rasawnl Tubkiken Faar Fuppine Froa Faglatn mant Cinrl HumagTupnel
431111 LAY AIVRE Haall Bk Feeboribbas o BB FBEH
2D am am LA 10008
ane BLUNE Jedy Lo P FELIF

1 1AEA%ES FAR 1533 BCF 400 Q00 L 12000
BRAMLEY SIMEIHE Faki CHEOGHICLES OF THE GREAT WAR WF 0 TR0
B [:F: 1] [i111] i 173003
cE [+ tr-R 1Y
ZaqucaEM LONGMAN 1543 1] (1] A 17003
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Once you remove the ltems from the Catalogue, there will be no record left of these books the
printed report will be the best record.
| I Library Utitity Views

SystemFis | Generste Pations | Global Changs | Fiollup i Level/Cull Patiorst | Risset Bomowing Livdt | CullFirsized Ihem Bonrossing |

Keyword Generalion | Shockiake | Genersbe Fines | [ BasketModde Gereate Loars | Postable Scannes Inierace |
Cieate New Baskels | ScanloAdd | TagioAdd Baskel Options |

Select a Basket and then apply the relevant options.

ey
Code: paissinG | 1 | = Show ltems in this basked | Delete Backet @
Desc: [Books miceie liom the Slockiske

Change Status | Changs Location/Campus/Typs | Altach Bitmap Du@mmmmmmml

Facility to Delete Accession Numbers based on contents of the basket

Begin swm

WARNING: THIS PROCESS IS5 POTENTIALLY YERY DESTRUCTIVE AND CANMOT BE UNDONE!

JExu"™

In Basket Options, select the correct Basket.
Go to the Delete Items from Catalogue tab.
Click Enable This Facility.
Click Begin to start the process.
The Basket can be deleted afterwards or kept for further use;
e The book lines will be completely removed once the basked is used again.

L L
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Update the Patron File

Path: Library — Back Office — Generate Patrons

Patrons with no activity to a certain date can be removed; this will remove all current and past
students up to the date selected. Once this is finished you can Update your Patrons to bring Current
Staff and Students into the Library.

M Library Utility Views BEER

System Fie || Genesale Pattons _Global Change | Rollup i Level/Cull Pations | Resst Bonowing Limd | Cull Finafsed llem Boroviny |
Keywoed Genesation | Stockiske | Generste Fines | Basket Modue | Generste Laans | Pastable Scanner Iniedlacs |

This is a batch run facility which allows the creation of borrower records from those
existing staff and student files.

pions

] R with inacth i 3
" Generste Shadent Bodowsrs v Dielete Recoids with inactivily prior ta o Date

Drabec |19 Mo, 2010 : i

Pations wath books cumently on loan, fires of teservations will 0T be deleled

" Generste Stall Bomowers
% Genorate Staff and Shudent Bonower:

Teacher Stahur |Alﬁ'es-.~ri Ermglorpess | Yool Level 1o Germabs lﬁ I [k aioNoving Gt b canartpang
[Blark: foe &) :
g 1 b S1alk % I~ Assign Woek Area o Shudsrt i Apphcable
Patson Humbes Opbion
& Mo fiom 900,000 Pdate Patrﬂll Data
o fiom 50,000 ased on Admin Data prm——

Tick to Delete Records and select the Date, it is up to the schools what date is selected;
e This will remove current students and staff with no activity up to the date selected
e The patron file can then be regenerated and it will bring only Current Students and if
selected only Current Staff.

2. | Click to Update the Patron Data.
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Once the Students have been rolled into the following year by the Admin staff via the Scholastic
Module the Patron file can be updated.

M Library Utility Views

System Fie | [ Genesste Pations  Global Change | Folup i LevelCul Paitons | Reset Bonowing Link | Cu Frnakized lhem Bonowing |
Keyword Genesation | Stockiske | Generste Fines | Basket Modue | Generste Loans | Postable Scanner Inedacs |

This is a batch run facility which allows the creation of borrower records from those

existing staff and student files.

Dphion: }
™ Generate Shudent Bonowers m I Delete Rlecords with inactivily priot to a Date?
; ;
™ Generste Stal Bomowers Diate
7 Genarste Stafl and Shadent Bomowers
Teacher Siatus: |MH¢WEW;71 Yoo Level 1o Gonesate: Iﬁ I IRt e B s EATa o
[Blark; foe 2] -
Airtign ' to Sialf | =] ™ Assign Wodk Area o Shudent i Appécabls
Pation Musbses Diption o
& Mo froem 900,000 !‘, Update Patl'oll Data
" Holrom 30,000 ~4} Based on Admin Data P

You can select to Update Student, Staff or both as Patrons.

2 If updating Staff you may wish to select the option of All Present Employees to avoid
" | bringing in Staff who may have left.

3 Click Update Patron Data based on Admin Data this will update the Year Levels of the
" | Students and bring any current student or staff into the Library.
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