((((((((((((

Spectrum CIRC/CAT
Reference Manual

Version 5.0

© 1995-2001 Sagebrush Corporation, All Rights Reserved.




© 1995-2001 Sagebrush Corporation, Minneapolis, Minnesota. All Rights Reserved.

This documentation and the software described in it are copyrighted with all rights reserved.
Under copyright laws, this documentation or the software may not be copied, reproduced,
transmitted, transcribed, stored in a retrieval system, or translated into any language or
computer language, in any form or by any means, in whole or in part, without the prior
written permission of Sagebrush Corporation, except as set forth in your License Agreement
with Sagebrush Corporation. The same proprietary and copyright notices must be affixed to
any permitted copies as were affixed to the original.

Various trademarks and registered trademarks are referred to in this document. Such
references do not imply any endorsement of, or other affiliations with, this documentation.
Where trademarks or registered trademarks are referred to, every effort has been made to
adhere to the holder’s preferred style of spelling and capitalization.

All products mentioned are the property of their respective copyright holders and are used
purely for educational purposes without intent to infringe on the rights of the mark holder.
These copyright holders make no warranties, either expressed or implied, regarding the
enclosed computer software package, its merchantability, or its fitness for any particular
purpose. The exclusion of implied warranties is not permitted by some states. The above
exclusion may not apply to you. This warranty provides you with specific legal rights. There
may be other rights that you have which vary from state to state.

Portions copyright 1984-2001 FairCom Corporation. All rights reserved.

The information in this documentation is believed to be correct as of the date of publication. However, it
is subject to change without notice, and does not represent a commitment on the part of Sagebrush
Corporation.

Printed in the United States of America.

Trademark acknowledgements

Athena is a trademark of Sagebrush Corporation. Winnebago Spectrum is a registered trademark of
Sagebrush Corporation.

Adobe and Acrobat Reader are trademarks of Adobe Systems Incorporated.

Apple, LaserWriter, Mac, Macintosh, and Power Macintosh are trademarks of Apple Computer, Inc.
BookWhere? 2000 is a trademark of Sea Change Corporation.

HP is a registered trademark of Hewlett-Packard Company.

Pentium is a registered trademark of Intel.

Microsoft, Windows, and Windows NT are either trademarks or registered trademarks of Microsoft
Corporation.

Netscape and Netscape Navigator are registered trademarks of Netscape Communications Corporation.
Novell and NetWare are registered trademarks of Novell, Inc.
ZNavigator is a registered trademark of EnWare, S.A.

The names of actual companies and products mentioned herein may be the trademarks of their respective
owners.

Names of companies, organizations, products, and people have been used in this manual for educational
purposes only and does not imply any endorsement on their part, nor is it an endorsement of them.

Fictitious names have also been used. No association with any real company, organization, product, or
person is intended or should be inferred.



Contents

OVEIVIEW ....iiiiiiiiiiiitiiiiiinnnnctrrrii s eaaaaes 1
Welcome to Spectrum CIRC/CAT....ccoimiiiiiiiiiriiieeeeeeeieeeee e 2

What is Spectrum CIRC/CAT? ...coiiiiiiiiiiieeeeeeeeeeeee e 5

About SPectrum SELUP «..oceeeeiiieeeeee e 6

About Spectrum CIRC/CAT program areas..........ccceeeeeeeeeecuveeeeeeennn 8

Using Spectrum documentation ...........cccueeeeeeeiiriiiiieeeeeeeeneneeeeen. 11

T SEUP .ttt 13
Understanding the setup program elements..........cccceeeeeeeirnnnnneee. 14

Location Setup program elements .............eeeeeeeiriniiiiieeeeennnnnneeen. 15

Calendar Setup program elements.........c.ooeevveeeeeeeiiniiiieceeeennnnnnne 22

Catalog Setup program elements ........ccccoeeeuvieieeeeinniiiieceeeennnnnnne 27

Circulation Setup program elements.............eeeeeeernriiiieeeeernnnnneeee 49

Material Type Setup program elements ........cccccoeveviiveeeeeennnnnnneen. 57

Password Setup program elements.............eeeeeeiriniiiiieeeennnninnnee. 63

Patron Type Setup program elements..........ccccceevvvmereeeeeennnnnnneee. 67

SLIP Setup program elements...........cccceerreieirieeeeeennniiiiieeeeeeeeenee 72

2 Catalog........ccceeiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeee e 81
OVEIVIEW ..ottt 82

Easy and Expanded Search ..........cccccooiiiiiiiiiiiiiiieee 84

Visual Search.........c.ooiviiiiiiiiii 98

Searching other [ibraries..........oooooeiiiiiiiiiiiiieeeece e, 99

Found Materials ..........coocoiiiimiiiiiiiiiicecc e 109

About the Patron Circulation Status window..........cccccevennieeeeen. 121

Visual Search configuration.........ccoocoiieiiiiiiniiiiiiieiieeeeeen, 122

3 Circulation........ccccevviiiiiiiiiiiiiiiiiiiiiiiin 125
Understanding the program elements in circulation.................... 126

Menus and commands in circulation .........cccccoeeeviiieeeeennninnnnen. 127
Components of the Circulation Window ..........ccccceiiviiieeeiennnnnn. 134

About the LookUp WINAOW ........ccciiiiiiiiiiiiieeiiriieeeeeeee e 140

About the Material Inquiry Window ..........cccooevviiiieiiiinninnieeeeen. 142

About the Patron Inquiry Window ...........cccceveiiiiiieeeennnniiieeeeeen. 154

About the Check In WindOW ........cocciiiiiiiiiiiiiicieecee 168

SCC5rm1200kn



About the Advance Booking Window.........ccc..eeeeeeeiinnniieceeeennnn. 173

. - = T | 177
QUICK A ... 178
Material Edit.....ccccoeiiimiiiiiiiiiei e 180
Material IMPOrt......ccooviiiiiiiiiiiiieeee e 192
Material EXPOIt....ccciiiiiiiiiiiieieieeiieeee et e e 205
Material Batch Processing .........coccveveeeeeiinnniiieieeeeeeieiieeeeeeene 207
Material Custom INAeXeS .........oeeeviriiiriiiiiiniiiieeieeeeee e 221
Global Subject Edit .....cccoiirimiiiiiiiiiiiieeeeee e 225
S Patrons.......cccouuiiiiiiiiiiiiiiiiiiiir s 231
Patron Edit.......cooooiiiiimiiiiiiiieccie e 232
Patron IMPort. ...t 238
Patron EXPOrt. ..ottt 245
Patron Batch Process.........cocccueieviiiiiiiniiiiiiecceecc e 250
Patron Custom INdeX .........coccviiiriiiiiiniiiieiniecceeec e 261
Import Patron IMages ..., 264
6 REPOITS...ciiittttiiiiiiiiiiiiiti e 267
About Reports WiINAOWS .....cccoovriiiiiiiieeiiiniiieeeee e 268
ADOUL HTML F@POIES .eeeeeeeeeeieeeeiieteee ettt 310
Available reports .......ocueeeiiieiiiiieee e 313
Material rePOILS ....cceiriiiiiiiieee it e e 314
Circulation FEPOIES ...eeeeeeeeiriiiieeeee et 328
Circulation Statistics repOrts ......cceeevereriieieeeeniiieeeeee e 343
Circulation NOLICES ......coovviiiiiiiiiiiiiceec e 350
LADEIS ... 353
INVENTOTY FEPOITS cooeiiiiiiiiiiiiiiiiiiiiiiiieee 357
SYSTEIM FEPOIES ...ttt eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 366
AR 121771 41 (o VPRI 371
Understanding the inventory windows.........ccc...ceeeeiininiieeeeennn. 372
About the inventory preparation Windows..........ccccoevvueveeeeeennnne. 375
About the inventory windows for entering barcodes................... 382
About the inventory status Windows..........ccccuveeeeieiiiniiiicceeeennn. 394
About the inventory reports Windows..........cc.eeeeeeeiiiniiiiieceeeennn. 397
About the inventory cancellation windows ..........ccccoeeiiieeeeennn. 400
About the inventory finalization windows..............cccoccvieennnneeen. 402

Spectrum CIRC/CAT Reference Manual

SCC5rm1200kn



Y, P11 1) =] o T 1 o Lol < QP 405

File Management ..........cceeiiiiiiiiiiiieeieeecee et 406
Key Word Management .........c..eeeeeeeeinniiiiieeeeenieiieeeeee e e 415
9 SPECtrum SErVer .......coooviiiiiiiiiiiiiiiiiiiiicirtit e, 417
About the Spectrum Server Windows ..........cccooviviieeeeeennnnneeeeen. 418
TO BACKUP.. .ot 423
About the Ctdump WiNdOW.......ccceiiiiiiiiiieiiiiiiieeeee e 424
About the Ctrdmp WINAOW ......cccoiiiriiiiiiiieeiiiiieeeeee e 425
11 Rebuild ... 427
About the Spectrum Rebuild program windows..........cccccecuueeeee. 428
12 Spectrum Z39.50 Server ........ceeeeviiiiiiiiinnnnnnniiiieeieeeeennnnne. 435
About Spectrum Z39.50 Server........cccovvveiiinoiiiiiniieieeeee e, 436
13 MARCONNECL......cuuuiiiiiiiiiiiiiiiiinneccrrrrrr s 439
Understanding the program elements in MARConnect ............... 440
AbOUt MARC fIl@S ....oeiiiiiiiiiiiiiiic e 452
Understanding MARC reCOrds........cccoovrrmmeieeeeeiinnnniieeeeeeeenieeee 453
Appendix A: Files.......ccooovviiiiiiiiiiiii, 469
Spectrum CIRC/CAT fil€S ....eeeiiiiiiiiiieeeei et 470
Appendix B: Key Words .........ccooeevvviiiinee, 481
KEY WOIS ..cceiieiiiiiieiteeee ettt ettt e e e e e 482
Appendix C: Material/Holding Fields .............ccccccceeunnnnnnnnnnn. 487
Material and holding fields ..o 488
Appendix D: MARC Cataloging .........cccoeeveviviiiiiiiiniiinnnnnnnnnee. 501
Ordering MARC data from vendors........c.coceeuveeeeeeinnnniiieeeeennnne 502
Local holdings data .........ccoveiiiiiieiiiiiiceceeeeeeeee e 503
Default MARC record .........ccoocuiiiiniieiiiiiieieeeeeeee e 509

SCC5rm1200kn



Appendix E: DIiacritics .........eeeeeeeeeieieiiiiieiiiiiiiiiiiiiiiiin, 511

ABOUL dIACTITICS ....eveeiiiiiiiiiiiiceic e 512
Diacritic support in Spectrum.......ccccccciiiiiiiii 517
Character Sets.......ccceeeiiiiiiiiiiii e 524
Appendix F: Shortcut Keys........cccccvviiiiiiiiiiiiiiiiiiiiiiiniinnnnnnnn. 535
Spectrum CIRC/CAT shortcut keys .......c.eeeeeeeiiiniiiiieeeeenniieeeen. 536
Appendix G: Mac OS Font/Font Size ........cccccccvviiiiiiinninnnnnnnnn. 545
Viewing Spectrum CIRC/CAT on Mac OS 8.0 or greater ............. 546
Appendix H: Computer Basics.........cccccceeeiiiiiiiiiiiiiiiiiiniinnnnnnn. 547
COMPULET DASICS ...evveeeeeeieeiiiieeeee e 548
Managing your desktOp ........cceeeerrrmiieeeeeiiriiiieeeeeeeeieeeeee e 549
Using WIindows CONVENTIONS .......ccuuevieiieeiiiiiiiiieeeeeeeiiiceee e 553
Using other software conventions .........cccoeeceveeeeeeinniiniiieeeeennnn. 558
Managing Your WiNAOWS ......cccoovrmiiiiereeernniiiiieeeeeeeeiiieeeeeeeennn 562
Maneuvering Without @ MOUSE...........cceeeiiiriiiiiieeeeriniiiieeeeeenne 564
Appendix I: Using Help ..., 567
Using the Spectrum CIRC/CAT Help system ........cccccovveiieeeeennn. 568
Appendix J: Troubleshooting ........ccccccccevviiiiiiiiiiiiiiiiiiininninnn. 577
Troubleshooting ..ccccoeieiiiiiiiiiii e 578
General program troubleshooting ...........cccccevviiiiiiiieiiinniiineeeee. 579
Setup troubleshooting .......c.eeveeeiiiiiiii e, 580
Material Edit troubleshooting.......cccc.eeeeeiiiiiiiiiiiiiiiiiiieeeen, 582
Material Import troubleshooting ..........cccccovvviiiiiiiiiinniiiiieeeenn. 583
Patron Edit troubleshooting .........cccvveeieiiiiiiiiiiiiiieeeeee, 588
Patron Import troubleshooting...........ccccceeiviiiiiiiiiiiiiiiiiceeeen, 589
Reports troubleshooting........ccccooviriiiiiiiiiiiiniieeeeeeeeeeen 590
Backup troubleshooting ........cccceoveriiiiiiiiiiiiiiiieeeeeeeeeeee, 592
SLIP printer troubleshooting........cccoovevmiiiieeiiiniiiiieeeeeeeeeee. 593
Spectrum Z39.50 Server troubleshooting .........cccuveeeeeiinnnnnneeen. 595
GlOSSANY ... 603

Spectrum CIRC/CAT Reference Manual

SCC5rm1200kn



SCC5rm1200kn

About Sagebrush Corporation...........cccoceevviiiiiiiiiiiiiiiniinnnnee. 637
About Sagebrush's Technical Support..........ccccceeevnnnnnnnnen. 638
Customer Support Agreement Plan (CSAP) ............ccuueveeeeeeees 639
Comments or suggestions?.............ceeeeeeeeeeeeeereeeeeeeeeeeeeeeeeeeeeen 641

vii



Spectrum CIRC/CAT Reference Manual

SCC5rm1200kn



