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About Reports windows

The Reports part of the program has many different report windows that are available
depending on the selected report. In the report windows, you select the report you want to
create and specify the indexes, range values, and options for the report.

For help setting up, creating, and printing reports, see "Understanding reports” in the
Reports chapter of the Spectrum CIRC/CAT User Manual.

Material Reports window

The Report box in the Material Reports window lists the available material reports. After

you select the report you want to create, the applicable indexes, range values, and options
become available. You should always select your report before you select an index or

other options.

(E) Material Reports _[Olx] Material Reports
Beport window

Index: IMatenaI number

Startat: {10001
End at |10991
Options | Chafge Custatm [HHex Bafice

To select the material report
you want to create, click the
arrow next to the Report
box and click the report
name from the list. After
you select a report, you can
set the index, select the
range of materials to include
in the report, and click the
Options button to set your
options.
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The following table describes the elements of the Material Reports window.

Element Description

Report Lists the available material reports.

Index Lists the available indexes for the selected material report.

Start at Designates the first record included in the report. Start at values are
not case-sensitive. The default data in the Start at box is the number
or title of the first data record of the current index.

Note: This box is not available when a custom index is selected.

End at Designates the last record included in the report. End at values are
not case-sensitive. The default data of the End at box is the number
or title of the last data record of the current index.

Note: This box is not available when a custom index is selected.

Options Opens the Material Reports Options window. This button is only

available if there are options available for the selected report. For
more information on the Material Report Options windows, see
"Material Report Options windows".

Change Custom
Index Range

Opens the Custom Index Range Selection window. This button is
only available if you select a custom index in the Index box.

Create

Launches your default browser and displays the selected report. If
you have multiple browsers installed on your computer, the report is
generated in the application that is associated with HTML files.

For more information on using the Material Reports window, see "Setting up reports" in
the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Material Report Options windows

When you click the Options button in the Material Reports window, one of two different
Material Reports Options windows opens, depending on which report you select in the
Material Reports window. Also, not every report requires you to choose report options
before printing the report.

The following versions of the Material Report Options window are available:
e Standard version—used by three reports
e Materials by Tag/Subfield report options

For more information on using the Material Reports Options windows, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Material reports options

The standard version of the Material Reports Options window opens when the following
reports are selected:

o (Call Number Statistics
e Materials

e Publisher Statistics

M aterial Reports Options Material Reports
Options window—
for material and
material statistics
reports

Here, you set options to
customize the Call

I= | St far e part Number Statistics,

Materials, and Publisher
0K I Cancel

~Options

[~ Rehuild data hefore generating statistical reports:

™ Include subgroups for call number statistics

~Print options

Statistics reports.
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The following table describes the elements of the standard Material Reports Options

window.

Element Description

Rebuild data before Rebuilds the statistics so the report reflects the most

generating statistical current information. You should rebuild these statistics

reports only if you've made significant changes to your
material records because this process can take a long
time. (Available only for the Call Number Statistics
and Publisher Statistics reports.)

Include subgroups for Shows the breakdown of subgroups within each larger

call number statistics call number group. For example, the program would
break the call number group 100 into the subgroups
10X, 11X, 12X, 13X, and so on. (Available only for
the Call Number Statistics and Publisher Statistics
reports.)

Short form report Creates a one-line version of the Materials report. This

report contains less detail than the full version of the
report in order to reduce the overall report size.
(Available only for the Materials report.)

For more information on using the Material Reports Options window, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Tag/Subfield report options

This version of the Material Reports Options window opens when the Materials by
Tag/Subfield report is selected. It lets you include or exclude materials from the report

based on the tag/subfield combination entered here.

Material Reports Dptions

Tag/Subfield

& With specified tag/subfield
 Without specified tagisubfield

e |1DD

Subfield: |U
(0 includes arny subfield)

oK

Cancel

Material Reports
Options window-
Materials by
Tag/Subfield report
Here, you set options to
customize the Materials by
Tag/Subfield report. With
these options you can
include or exclude
information about a specific
tag and subfield.

The following table describes the elements of the Material Reports Options window for

the Materials by Tag/Subfield report.

Element Description

With specified
tag/subfield

MARC record, such as tag 852.

Includes only materials with the specified tag/subfield on the
report. Note: You cannot specify tags that are not in the

Without specified  Includes only materials without the specified tag/subfield on

tag/subfield the report. Note: You cannot specify tags that are not in the
MARC record, such as tag 852.
Tag Displays the specified tag for the above two options. You can

enter up to three digits in this box.

The tag entered here is included in the report if you select
"With specified tag/subfield" and excluded from the report if
you select "Without specified tag/subfield".
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Element Description

Subfield Displays the specified subfield for the first two options above.
You can enter one digit or character in this box.

The subfield entered here is included in the report if you
select "With specified tag/subfield" and excluded from the
report if you select "Without specified tag/subfield".

(0 includes any Reminds you that if the subfield box contains a "0," then all

subfield) subfields for the material are included in the report (if you
selected "With specified tag/subfield") or excluded from the
report (if you select "Without specified tag/subfield").

For more information on using the Material Reports Options window, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Circulation Reports window

The Report box in the Circulation Reports window lists the available circulation reports.
After you select the report you want to create, the available indexes, range values, and
options become available. You should always select your report before you select an

index or any other options.

{B) Circulation Reports M=
Beport IFines j
Index; IPatmn Nurnber j Secondary Index: IPatan Name j
Startat |1u13m Startat IAGEE, ROSHANA,
End &t ISDDZSS End at: IZUGSCHWERDT, ELIAH
Options | Eharoe Custanm ndex Fang e

Circulation Reports
window

To select the circulation
report you want to
create, click the arrow
next to the Report box
and click the report name
from the list. After you
select a report, you can
set the index, select the
range of materials to
include in the report, and
click the Options button
to set your options.
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The following table describes the elements of the Circulation Reports window.

Element

Description

Report

Lists the available circulation reports.

Index

Lists the available indexes for the selected circulation report.

Start at

Designates the first record included in the report. Start at values are
not case-sensitive. The default data in the Start at box is the number
or name of the first data record of the current index.

Note: This box is not available when a custom index is selected.

End at

Designates the last record included in the report. End at values are
not case-sensitive. The default data of the End at box is the number
or name of the last data record of the current index.

Note: This box is not available when a custom index is selected.

Secondary
Index

Lists available secondary indexes for the selected circulation report.
Choosing a secondary index (when available) narrows the
specifications of the report because it acts as both an index and a
filter. This box is available for the following circulation reports:
Fines, Materials Checked Out, Overdues, and Reserves.

Start at

Designates the first record included in the report. Start at values are
not case-sensitive. The default data in the Start at box is the number
or name of the first data record of the current secondary index.

End at

Designates the last record included in the report. End at values are
not case-sensitive. The default data of the End at box is the number
or name of the last data record of the current secondary index.

Options

Opens the Circulation Reports Options window. This button is only
available if there are options available for the selected report. For
more information on the Circulation Report Options windows, see
"Circulation Reports Options windows".
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Element Description

Change Custom  Opens the Custom Index Range Selection window. This button is
Index Range only available if you select a custom index in the Index box.

Create

Launches your default browser and displays the selected report. If
you have multiple browsers installed on your computer, the report is
generated in the application that is associated with HTML files.

For more information on using the Circulation Reports window, see "Setting up reports”
in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Circulation Reports Options windows

When you click the Options button in the Circulation Reports window, the Circulation
Reports Options windows opens. Some options are unavailable depending on which
report is selected. Also, not every report requires you to choose report options before
printing the report. The options you set here determine what information is included in
the selected circulation report.

The Circulation Reports Options window is available for the following reports:

Combination Circulation List
Expired Patron Cards

Fines

Materials Checked Out
Material with Usage
Overdues

Patrons

Patrons with Usage

Reserves

Advance Bookings

Advance Booking Pick List
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Circulation Reports Options

Circulation Reports
Options window

~Range

[~ Limitto materials checkad out betwean the following dates:

Here, you set options for
circulation reports. Some

™ Limitto materials due betwaen the following dates: options are unavailable

depending on which

1 .
report is selected.

~Print options

™ Shortform report

™ Fage break on main index change

I Faae hresk oneeeandanind e ehanme

oK I Cancel

The following table describes the elements of the Circulation Reports Options window.

Element

Description

Limit to fines
between the
following range

Limits the records included in the report to only those whose fine
amount is between the lower and upper range entered. The entry
boxes become available when the check box is selected.
(Available only for the Fines report.) These boxes only allow
currency values.

Limit material
and patron usage
to the following
range

Limits the records included in the report to materials or patrons
whose usage count falls within the lower and upper limits you
enter. The entry boxes become available when the check box is
selected. (Available only for the Patrons with Usage and
Materials with Usage reports.)

Limit to materials
that are overdue

Limits the records included in the report to materials that are
overdue within the range of days you enter. The entry boxes
become available when the check box is selected. (Available only
for the Overdues report.)
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Element

Description

Limit to available
holdings (not
lost, not checked
out)

Limits the records included in the report to holdings that are
available to be checked out. (Available only for the Reserves
report.)

Limit to dates
between the
following range

Limits the records included in the report to only those whose
advance booking date is within the lower and upper range
entered. The entry boxes become available when the check box is
selected. (Available only for the Advance Bookings and
Advanced Booking Pick List reports.)

Limit to materials
checked out
between the
following dates

Limits the records included in the report to only those checked
out between the lower and upper date range entered. The date
entry boxes become available when one of the range check boxes
is selected. (Available only for the Materials Checked Out
report.)

Limit to materials
due between the
following dates

Limits the records included in the report to only those due
between the lower and upper date range entered. The date entry
boxes become available when one of the range check boxes is
selected. (Available only for the Materials Checked Out report.)

Privacy

Suppresses data in the circulation reports. This hides the material
title and personal information such as home phone numbers. The
following information is suppressed in circulation reports:

Fines report: Title, Author, and Call Number
Materials Checked Out report: Title, Author, and Call Number
Materials With Usage report: Title, Author, and Call Number

Overdues report: Title, Author, Call Number, Patron USDF1,
Patron USDF2, and Patron USDF3

Reserves report: Title and Author
Advance Bookings report: Title and Author

Advance Booking Pick List report: Title and Author
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Element Description

Page break on Begins a new page with each new main index value. You can
main index print reports for each index value instead of one all-inclusive list.
change (Not available for the Reserves report.) Note: This option does

not work in most versions of Netscape Navigator.

Page break on Begins a new page with each new secondary index value in

secondary index  addition to beginning a new page for each value of the main

change index. Note: This option is not available in this version of
Spectrum CIRC/CAT.

Short form Creates a one- or two-line version of the selected circulation

report report. This report contains less detail than the full version of the

report in order to reduce the overall report size. (Available only
for the Fines, Materials Checked Out, Overdues, Patrons, and
Reserves reports.)

Selecting the Short form report option may affect which indexes
are available from the Circulation Reports window.

For more information on using the Circulation Reports Options window, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Circulation Statistics window

The Report box in the Circulation Statistics Reports window lists the available circulation
statistics reports. After you select the report you want to create, the available indexes,

options, range values, and options become available. You should always select your

report before you select an index or any other options.

{B) Circulation Statistics

_[Dlxll Circulation Statistics

window

DOptions

Report: IUsage Totals fram Circulation Log j i i
To select the circulation
Indexc fvsteri numoer [ | statistics report you want to
Start ot: |1DDD1 create, click the arrow next to
the Report box and click the
B |10991 P

report name from the list.

After you select a report, you
= can set the index, select the

range of materials to include
in the report, and click the
Options button to set your
options.

The following table describes the elements of the Circulation Statistics window.

Element

Description

Report

Lists the available circulation statistics reports.

Index

Lists the available indexes for the selected circulation statistics
report. The Usage Totals from Circulation Log report is the only
circulation statistics report you can select an index for.

Start at

Designates the first record included in the report. Start at values
are not case-sensitive. The default data in the Start at box is the
number or name of the first data record of the current index.

End at

Designates the last record included in the report. End at values
are not case-sensitive. The default data of the End at box is the
number or name of the last data record of the current index.
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Element Description

Options Opens the Circulation Statistics Reports Options window. This
button is only available if there are options available for the
selected report. For more information on the Circulation
Statistics Options windows, see "Circulation Statistics Options
windows".

Create Launches your default browser and displays the selected report.
If you have multiple browsers installed on your computer, the
report is generated in the application that is associated with
HTML files.

For more information on using the Circulation Statistics window, see "Setting up reports"”
in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Circulation Statistics Options windows

When you click the Options button in the Circulation Statistics window, one of two
different Circulation Statistics Options windows opens, depending on which report you
select in the Circulation Statistics window. Also, not every report requires you to choose
report options before printing the report.

The following versions of the Circulation Statistics Options window are available:
e Standard version—used by three reports

e Usage Totals from Circulation Log report options

For more information on using the Circulation Statistics Options windows, see "Setting
up report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Circulation statistics reports options

The standard version of the Material Reports Options window opens when the following
reports are selected:

e In-Library Usage by Material Type
e Usage by Material Type
e Usage by Patron Type
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Circulation Statistics Options Circulation Statistics
Options window—for

circulation statistic
Selectthe firstyear and manth for usage repaorts usage reports

Year: |2uun .l These options determine

what information is

included in several
OK | Cancel | circulation statistics
reports.

Range

The following table describes the elements of the Circulation Statistics Options window
for the circulation statistic usage reports.

Options Definition
Select the first Lets you select the month and year (from their respective
year and month boxes) that mark the starting point of data to be included in

for usage reports (e gelected usage report.

The Month and Year boxes set the first month and year to use
when printing the In-Library Usage, Usage by Material Type,
and Usage by Patron Type reports. These reports include
information dated from the month and year selected here
through the current date.

The default values for the Month and Year boxes are the
current month and year. The Year box contains every year
found in any schedule set up in Calendar Setup. See "Setting
up the calendar" in the Setup chapter of the Spectrum
CIRC/CAT User Manual.

For more information on using the Circulation Statistics Options window, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Usage Totals from Circulation Log report options

This version of the Circulation Statistics Options window opens when the Usage Totals
from Circulation Log report is selected. It lets you specify a range of dates to include in
the report.

Circulation Statistics Options Circulation Statistics
Options window—for
Usage Totals from
Selectthe first month and wearfor usage reports Circulation Log report

Month: (NN Year: IZDDD vI Here, you set the usage range
to include in the Usage Totals
from Circulation Log report.

Range

Selectthe last month and wear for usage reports

hanth: INuvember Yl “Year: IZDDD YI
0K | Cancel |

The following table describes the elements of the Circulation Statistics Options window
for the Usage Totals from Circulation Log report.

Options Definition

Select the first year Lets you select the month and year (from their respective
and month for usage  poxes) that mark the starting point of data to be included
reports in the usage report.

Select the last month  Lets you select the month and year (from their respective
and year for usage boxes) that mark the ending point of data to be included
reports in the usage report.

The Month and Year boxes set the first and last month
and year to use when printing a Usage Totals from
Circulation Log report. These reports include
information dated from the month and year selected in
the first set of boxes to the month and year selected in
the second set of boxes.

The default values for the Month and Year boxes are the
current month and year. The Year box contains every
year found in any schedule set up in Calendar Setup.
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For more information on using the Circulation Statistics Options window, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Circulation Notices window

The Notice box in the Circulation Notices window lists the available notices. After you
select the notice you want to create, the applicable indexes and options become available.
You can also choose whether to print a range of data or an individual notice. You should
always select your notice before you select an index or other options.

| . . .
(E) Circulation Notices 1= B3 Circulation Notices
. window
Notice: [Fines -] @ Bange After you select the
Index IPatan Mumber | byt nqtice you want to
print, choose the
Start at |1U1311 index, set the range,

and click the Options
button to set options

specific to the selected

End at |500255

The following table describes the elements of the Circulation Notices window.

Element Description

Notice Lists the available circulation notices.

Index Lists the available indexes for the selected circulation notice.
Range If selected, lets you enter values in the Start at and End at boxes.
Individual If selected, lets you enter values only in the Only field. Select

this option if you want to print a notice for one patron, or one
patron type, and so on.

Start at Designates the first record included in the report. Start at values
are not case-sensitive. The default data in the Start at box is the
number or title of the first data record of the current index. This
box is only displayed if the Range option is selected.
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Element Description

End at Designates the last record included in the report. End at values
are not case-sensitive. The default data of the End at box is the
number or title of the last data record of the current index. This
box is only displayed if the Range option is selected.

Only Lets you enter a single record to be printed in the notice. You
must enter a specific value of the selected index. The box
defaults to the first record in the selected index. This box is only
displayed if the Individual option is selected.

Options Opens the Circulation Notices Options window. This button is
only available if there are options available for the selected
notice. For more information on the Circulation Notices Options
windows, see "Circulation Notices Options windows".

Create Generates the circulation notice in a Spectrum preview window.
Note: Circulation notices and labels are not generated in your
browser like the rest of the program reports. Generating to a
program window lets you easily position your notices and labels
on the page.

For more information on using the Circulation Notices window, see "Setting up reports"
in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Circulation Notices Options windows

You set the options for notices by clicking the Options button in the Circulation Notices
window. The Circulation Notices Options window contains the General, Fines, Overdues,
Reserves, and Advance Bookings tabs. You can switch between these five tabs to set the
options for each notice.

Each of the five tabs contains a specific set of options that affect how your circulation
notices are created. After you set each of the options to your preference, click OK to save
the options and close the window. If you do not want to save any of the changes you
made, click Cancel to close the window without saving the changes.
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The following tabs are available in the Circulation Notices Options window:
e General tab
e Fines tab
e Overdues tab
e Reserves tab
e Advance Bookings tab
For more information on using the tabs in the Circulation Notices Options window, see

"Setting up report options" in the Reports chapter of the Spectrum CIRC/CAT User
Manual.

Circulation Notices Options—General tab

The options in the General tab of the Circulation Notices Options window determine how
all circulation notices (fines, overdues, reserves, and advance bookings) print. You
should always check these options to make sure they are set to your current

specifications.
Circulation Notices
General |Fmes I Overdues' Reser\:es' Advance Elookingsl Options window—
e Free 3] General tab
Stock: |Full Sheets < Hotices per page: |Three I At this tab you set
Include options that apply to all
I= | dlExwalueli ieaderis) v Userdefined fisld 1 circulation notices, not
W User-defined field 2 to just one kind of
notice.

Iv Userdefined field 3

™ Add to the Selected Barcodes file for printing mailing labels:

Ok | Cancel Help
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The following table describes the elements in the General tab of the Circulation Notices

Options window.

Element

Description

Stock

Lists the available stock to print on. If you use postcard
stock, the number of titles that can be printed per postcard
is limited. Postal regulations require that a certain amount
of space is left at the bottom of the postcard.

Notices per page

Sets the number of notices to be printed on each page
when printing a range of notices on full sheets. You can
select from 1 to 3 notices per page. If notice data requires
more than 1/3 of a page, the program repeats the header
on the next notice and continues printing the notice data.

Include

Lets you select which data fields in this group are printed
on the notices.

Index value in
header(s)

On each notice’s header, prints the specific information
corresponding to the selected index. (You choose the
index in the Circulation Notices window.) If you enable
this option and your notices are indexed by patron name, a
printed notice could display something like "Index: Smith,
Jenny" in its header.

Note: This option is not available in this version of
Spectrum CIRC/CAT.

User-defined fields

Prints any or all of the three patron user-defined fields on
notices. For more on your patron records’ user-defined
fields, see "Setting up patron types" in the Setup chapter
in the Spectrum CIRC/CAT User Manual.
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Element Description

Add to the Selected Adds the barcode numbers from the notices you print to
Barcodes file for the Selected Barcodes file for printing mailing labels.

printing mailing labels

If you choose this option, you need to decide if you want
to delete the existing Selected Barcodes file or add these
barcodes to the existing file. With this option selected, the
Labels window opens when you finish printing notices.

For more information on using the tabs in the Circulation Notices Options window, see
"Setting up report options" in the Reports chapter of the Spectrum CIRC/CAT User

Manual.

Circulation Notices Options—Fines tab

The options in the Fines tab of the Circulation Notices Options window determine how
fine notices print. You should check the options on this tab before printing any fine

notices.
General Fines |Overdues| Reserves' Advance Baokingsl
Ind=x [Title =l
~Heading
& Bill Notice " Fing Naotice
I Limitfines ta at least I . per material
~ Inclucle
¥ tdaterial number ¥ Call number ¥ Eine amount
¥ Title ¥ Date returned
¥ Author ¥ Time retumed
LComment I
Ok I Cancel Help

Circulation Notices
Options window—
Fines tab

At this tab you set
options for fine
notices.
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The following table describes the elements in the Fines tab of the Circulation Notices
Options window.

Fines options Definition

Index Lists available secondary indexes for the selected notice.
Choosing a secondary index narrows the specifications of
the notice because it acts as both an index and a filter

Heading Lets you choose one of the available headings: Bill Notice
or Fine Notice. This heading is printed on each fine
notice. It also determines whether the fine amount is listed
under the heading "Bill" or "Fine".

Limit fines to at least  Limits your fine notices to only those fines that total a

—_ per material certain amount or more. After you select this option, enter
the amount in the box. This box only allows currency
values.

Include Includes the selected fields on your printed fine notices.

You can include the following fields: material number,
title, author, call number, date returned, time returned, and
fine amount.

Comment Lets you enter text here (up to 50 characters) that appears
on each generated fine notice.

For more information on using the tabs in the Circulation Notices Options window, see
"Setting up report options" in the Reports chapter of the Spectrum CIRC/CAT User
Manual.
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Circulation Notices Options—Overdues tab

The options in the Overdues tab of the Circulation Notices Options window determine
how overdue notices print. You should check the options on this tab before printing any
overdue notices.

Circulation Notices Options Circulation
Generall Finez  Owerdues |Reserves| Advance Elookmgsl Notices OpthﬂS
window—
Inclex: | Tile [ Overdues tab

[™ Limitto materials that are I to days overdue At this tab you set

options for overdue

Include notices.
v tdaterial numhber ¥ Call number ¥ aterial price
v Title ¥ Date out
¥ Author ¥ Date due
Comment

Ok I Cancel Help

The following table describes the elements in the Overdues tab of the Circulation Notices
Options window.

Overdues options  Definition

Index Lists available secondary indexes for the selected notice.
Choosing a secondary index narrows the specifications of
the notice because it acts as both an index and a filter.

Limit to materials Limits the materials to those that are within a certain
thatare _to__days  range of days overdue. After you select this option, enter
overdue the number of days in the boxes.
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Overdues options  Definition

Include Includes the selected fields on your printed overdue
notices. You can include the following fields: material
number, title, author, call number, date out, date due, and
material price.

Comment Lets you enter text here (up to 50 characters) that appears
on each generated overdue notice.

For more information on using the tabs in the Circulation Notices Options window, see
"Setting up report options" in the Reports chapter of the Spectrum CIRC/CAT User
Manual.

Circulation Notices Options—Reserves tab

The options in the Reserves tab of the Circulation Notices Options window determine
how reserve notices print. You should check the options on this tab before printing any

reserve notices.

Circulation
Generall Fines | Overdues Reserves |Advance Buukmgsl Notices Optlons
window—
Irdlex: ITitIe j Reserves tab
I~ Limitreserves to available holdings anly At this tab you set
| options for reserve
nclude i
notices.
v Title W Call number v Date reserved
WV Author ¥ Time reserved
Comment
Ok I Cancel Help
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The following table describes the elements in the Reserves tab of the Circulation Notices
Options window.

Reserve options Definition

Index Lists available secondary indexes for the selected notice.
Choosing a secondary index narrows the specifications of
the notice because it acts as both an index and a filter

Limit reserves to Limits your reserve notices to only those materials that
available holdings patrons have reserved and are now available to be checked
only

out. When you select this option, notices won’t list
materials that aren’t available yet for the patron who
reserved them. If you don’t select this option, all reserves
are printed.

Include Includes the selected fields on your printed reserve notice.
You can include the following fields: title, author, call
number, date reserved, and time reserved.

Comment Lets you enter text here (up to 50 characters) that appears
on each generated reserve notice.

For more information on using the tabs in the Circulation Notices Options window, see
"Setting up report options" in the Reports chapter of the Spectrum CIRC/CAT User
Manual.
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Circulation Notices Options—Advance Bookings tab

The options in the Advance Bookings tab of the Circulation Notices Options window
determine how advance booking notices print. You should check the options on this tab

before printing any advance booking notices.

Circulation Notices Dptions

Generall Fines I Overduesl Reserves Advance Bookings |

Index: IMaleriaI number j
™ Limitto bookings with awailable holdings only
™ Limitto bookings that begin within the dates:
I e}
Include
¥ haterial number Iv Call number ¥ End date
¥ Title ¥ Start date ¥ End time
¥ Author ¥ Starttime
LComment: I
0K | Cancel Help

Circulation Notices
Options window—
Advance Bookings
tab

At this tab you set
options for advance
booking notices.

The following table describes the elements in the Advance Bookings tab of the

Circulation Notices Options window.

Reserve options Definition

Index Lists available secondary indexes for the selected notice.
Choosing a secondary index narrows the specifications of
the notice because it acts as both an index and a filter

Limit to bookings Limits your advance booking notices to only those
with available materials that patrons have reserved in advance and are
holdings only

now available to be checked out. When you select this

option, notices won’t list materials that aren’t available
yet for the patron who booked them. If you don’t select
this option, all advance bookings are printed.

292

Spectrum CIRC/CAT Reference Manual

SCC5rm1200kn



Reserve options Definition

Limit to bookings Limits the bookings to those that begin within a certain
that begin within the  range of days. After you select this option, enter the
dates __to__ number of days in the boxes.

Include Includes the selected fields on your printed reserve notice.

You can include the following fields: material number,
title, author, call number, start date, start time, end date,
and end time.

Comment Lets you enter text here (up to 50 characters) that appears
on each generated reserve notice.

For more information on using the tabs in the Circulation Notices Options window, see
"Setting up report options" in the Reports chapter of the Spectrum CIRC/CAT User
Manual.

Labels window

The Label box in the Labels window lists the available labels. After you select the type of
label you want to create, the applicable indexes, range values, and options become
available. You should always select the type of label before you select an index or other

options.
B Labels _[0[x] Labels window
In this window you
Label: |Mailing Labels =l Y

select your label type,
Index: IPatan Murmber j SelectBarcodes index, range, and
starting print location,
in addition to accessing
it |590255 the Options and

Selected Barcodes
windows and
generating labels by
clicking the Create
button.

|

Startat |1n1311

i

[T Select starting print location: = I1 Gl |1

Options Ehiarig e Eustatm [me ex Barm e | Create
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The following table describes the elements of the Labels window.

Element Description
Label Lists the available labels you can print.
Index Lists the available indexes for the selected label.

Select Barcodes

Opens the Selected Barcodes window in which you can input
individual patron or material barcodes. You can then index your
labels by the barcodes you input.

Start at Designates the first record included in the labels. Start at values
are not case-sensitive. The default data in the Start at box is the
number or title of the first data record of the current index.
Note: This box is not available when a custom index is selected.

End at Designates the last record included in the labels. End at values

are not case-sensitive. The default data of the End at box is the
number or title of the last data record of the current index.

Note: This box is not available when a custom index is selected.

Select starting
print location

Lets you print a batch of labels on a sheet you've already printed
labels on by specifying a starting point using the Row and
Column boxes in the Labels window.

Options

Opens the Material Label Options or Patron Label Options
window. This button is only available if there are options
available for the selected report.

Change Custom
Index Range

Opens the Custom Index Range Selection window. This button
is only available if you select a custom index in the Index box.
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Element Description

Create Generates the labels in a Spectrum preview window. Note:
Circulation notices and labels are not generated in your browser
like the rest of the program reports. Generating labels to a
program window lets you easily position your notices and labels
on the page.

For more information on using the Labels window, see "Setting up labels" in the Reports
chapter of the Spectrum CIRC/CAT User Manual.

Selected Barcodes window

In the Selected Barcodes window you can input individual patron or material barcodes.
This lets you print multiple, non-sequential labels. You can then index your labels by the
barcodes you input. You can also enter barcode numbers in this file when you print

circulation notices.

Selected Barcodes Selected Barcodes

7 haterial window

¢ Patran In this window, you can
input individual patron

10019 AddN | :
10018 = or material barcodes.
Bemove | You can then index your
labels by the barcodes

Rermave Al | you input.

Barcode: I1 ooz

Barcodes in the file: 2
Ok |
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The following table describes the elements in the Selected Barcodes window.

Element Description

Barcode Lets you enter a material or patron barcode to include in
the Selected Barcodes file. You cannot enter duplicate
barcodes into the file.

Material/Patron Let you specify whether the barcode is a material or
patron barcode.

Barcode list Lists all of the barcodes you have added to the Selected
Barcodes file. These are the barcodes that are printed
when you generate labels or barcodes with the Selected
Barcodes index selected.

Add New Adds the barcode entered in the Barcode box to the list
of barcodes.

Remove Removes the selected barcode from the list of barcodes.

Remove All Clears the barcode list.

Barcodes in the file Lists the number of barcodes you have added to the

Selected Barcodes file.

For more information on using the Selected Barcodes window, see "Entering numbers in
the Selected Barcodes file" in the Reports chapter of the Spectrum CIRC/CAT User
Manual.
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Material Label Options window

You can set the options for your material barcode and material spine labels by clicking
the Options button in the Labels window. Material barcode labels and material spine
labels use the same Material Label Options window, but only certain options are
available depending on the type of label you choose in the Labels window.

Material Label Options
~Label Stack In this window, you set all
 Portrait 30 of the options for your
& Portrait 33

Page Setup... | material labels. Material
" Landscape 27

labels include material

-~ Print

 14-digit harcode

barcode labels and spine

& Barcode asis labels.

Copies of each lghel: 1 :

~Range

™ Include holdings added on or after starting date

™ Include holdings edited on ar after starting date.

Siating deie: | (MMDDAYY)

Comment; I

OK I Cancel

The following table describes the elements of the Material Label Options window.

Element

Description

Label Stock

Specifies the barcode label stock for material barcode labels
(Portrait 30, Portrait 33, or Landscape 27) and material spine labels
(Portrait or Landscape). Important! You must also make sure the
Spectrum program’s Page Setup option (located in the File menu)
is set to the same page orientation as your label settings.

Page Setup

Opens the Label Page Setup window, where you can adjust how
you print labels on your printer.
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Element

Description

Barcode as is

Lets you print the material number on material barcode labels the
way it is stored in the record.

14-digit
barcode

Lets you print the material number on material barcode labels as a
14-digit number. When it converts a record number of 8 or fewer
digits to a 14-digit barcode number, the program adds a check digit
and 4-digit location code to the item number. (For more on 14-digit
barcodes, see "Configuring your location's barcodes" in the Setup
chapter in the Spectrum CIRC/CAT User Manual.) If the material
number is longer than 8 characters, it will be printed "as is".

Copies of
each label

Lets you specify the number of copies (1 to 9) of each label to print
for both material barcode labels and material spine labels. Multiple
copies of labels are printed together on the page rather than
collated.

Range

Includes materials to be printed according to when the record was
added or edited. This option limits labels to print in addition to the
report range specified in the Labels window (see the Start at and
End at boxes). The date must be in MM/DD/YYYY format.

If both of the options are selected, then a barcode will be printed
for a material if it was either added or edited after the date entered
in the box.

Font

(Available for Material Spine Labels only.) Lets you choose the
font size of your material spine labels. You can choose small (6 - 8
pt), medium (8 - 10 pt), large (24 pt), or largest (28 pt). (Font point
sizes are approximate.) The default setting is Large.

Comment

Includes a line of text that you enter on printed labels (for example,
the name of your library). You may enter up to 80 characters in this
box.

For more information on using the Material Label Options window, see "Setting up label
options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Patron Label Options window

You set the options for your patron barcode and mailing labels by clicking the Options
button in the Labels window. Patron barcode labels and mailing labels use the same
Patron Label Options window, but only certain options are available depending on the

type of label you choose in the Labels window.

Patron Label Dptions x|

~Label Stock
 Portrait 30

% Portrait 33 P B |

 Landscape 27

~Print
[~ Leading 'P'in barcode
™ Userdefined fields on label

™ Expiration date on lahel

Copies of each lahel: I1 3:

& Barcode asis

" 14-digit barcode

~Fange
™ Include patrons added on or after starting date.

™ Include patrons edited on or after starting date.

Sty dates | (MDD YY)

Comment;

oK I Cancel

Patron Labels
Options window

In this window you set
all of the options for
your patron labels.
Patron labels include
patron barcode labels
and patron mailing
labels.
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The following table describes the elements of the Patron Label Options window.

Element

Description

Label Stock

Specifies the barcode label stock you’re printing patron barcodes
on (Portrait 30, Portrait 33, or Landscape 27). Important! You
must also make sure the Spectrum program’s Page Setup option
(located in the File menu) is set to the same page orientation as
your label settings.

Page Setup

Opens the Label Page Setup window, where you can adjust how
you print labels on your printer.

Barcode as is

Lets you print the patron number on patron barcode labels the
way it is stored in the record.

14-digit Lets you print the patron number on patron barcode labels as a
barcode 14-digit number. When it converts a barcode number of 8 or
fewer digits to a 14-digit barcode, the program adds a check digit
and 4-digit location code to the core number. (For more on 14-
digit barcodes, see "Configuring your location's barcodes" in the
Setup chapter of the Spectrum CIRC/CAT User Manual.)
Leading ‘P’ in Includes the letter ‘P’ at the beginning of the number ("Leading
barcode

‘P’ in barcode") to identify it as a patron barcode. This option is
not available if you selected the "14-digit barcode" option.

User-defined
fields on label

Includes data from the record’s user-defined fields on patron
barcode labels.

Expiration date
on label

Includes the expiration date of the patron’s library privileges on
patron barcode labels.

Copies of each
label

Lets you specify the number of copies (1 to 9) of each label to
print for both mailing labels and patron barcode labels. Multiple
copies of labels are printed together on the page rather than
collated.
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Element Description

Range Includes patron labels to be printed according to when the record
was added or edited. This option lets you limit labels to print in
addition to the range specified in the previous window (see the
Start at and End at boxes). The date must be in MM/DD/YYYY
format.

If both of the options are selected, then a barcode will be printed
for a patron record if it was either added or edited after the date
entered in the box.

Comment Includes a line of text that you enter on printed labels (for
example, the name of your library). You may enter up to 80
characters in this box.

For more information on using the Patron Label Options window, see "Setting up label
options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.

Label Page Setup window

In the Label Page Setup window, you adjust how you print material and patron labels on
your printer. You can set up and save a different page setup for each label stock for
material barcode labels (Portrait 30, Portrait 33, and Landscape 27), material spine labels
(Portrait and Landscape), and patron barcode labels (Portrait 30, Portrait 33, and

Landscape 27).
Label Page Setup
~Margins (inches) window

Left: |0-1?U Bight: |0.170 In this window, you
110 o650 adjust how labels are
Lop: I i Botiom: |7 printed on your printer.
~Label Size (inches)
Wiclth: |2 600 Height: ID.S?S

~Label Spacing (inches)

Harizontal: |U1?5 Werical: 0.000
Defaults | QK | Cancel |
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The following table describes the elements of the Label Page Setup window.

Element Description

Margins Specifies the space between labels and the edge of your stock,
which is the non-printing distance from the outside edge of your
labels to the edge of your stock. You can enter values for the left,
right, top, and bottom margins. Valid values are from 0.000 to
9.999 inches.

Label Size Specifies the width and height of the label. The width is the
distance from the left to the right edge of a label. The height is the
distance from the top to the bottom of a label. Valid values are from
0.000 to 9.999 inches.

Label Spacing Specifies the spacing between the labels on the page. You can
specify horizontal spacing (the space between the columns of
labels) and vertical spacing (the space between the rows of labels).
Valid values are from 0.000 to 9.999 inches.

Defaults Resets all of the label page settings for the selected label stock to
their original settings. Label page settings for other label stocks are
not affected.

For more information on using the Label Page Setup window, see "Setting up label
pages" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Notices and labels preview window

Circulation notices and labels are generated in a Spectrum preview window rather than in
your browser like the rest of the program reports. Generating to a program window lets
you easily position your notices and labels on the page. The preview window displays the
first five pages of the report.

Sy - Winnebago Spectrum CIRC/CAT Report preVieW
o i Mext Pagal Frew Pagel Two Page Zoom |[n Zag DL | Cloze I Window

In this window, you
preview the first five
mm— T mm— pages of circulation

Lo

e "

mimmeme "7 mommonn " notices and labels.

xamwer, Tuaay v S ara

(T (T (T oo

LT N TCvmn, o mma o

INmim = 1 1.1 R 1 1]

mam munr e aocar,soar

mimio ** momomo Y momom

T nImr s smn Tmm, mrnny

mimimee " momowo "

w

o
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The following table describes the elements of the Spectrum preview window for
circulation notices and labels.

Element Button Description

Print Opens a system print window where you
specify how many copies of the labels or

notices to print and print the report.

Next Page Lets you view the next page of the labels or
notices. The Spectrum print preview window

displays five pages of labels or notices.

Mest Page

Prev Page Lets you view the previous page of the labels
or notices. The Spectrum print preview
window displays five pages of the report.

Reports: About Reports windows 303

SCC5rm1200kn



Element Button Description

Two Page Displays two pages of the labels or notices at

Zoom In Displays a close-up view of the page.

Zoom Out Displays more of the page at a reduced size.

Close Closes the Spectrum preview window and
returns you to the Labels or Circulation

Notices window without printing.

For more information on using the Spectrum preview window, see "Creating labels" and
"Printing labels and circulation notices" in the Reports chapter of the Spectrum
CIRC/CAT User Manual.

Inventory Reports window

Available inventory reports are listed in the Reports box in the Inventory Reports
window. After you select the report you want to create, the applicable indexes, range
values, and options become available. You should always select your report before you
select an index or other options.

(B Inventory Reports !E‘E Inventory Reports
window
Beport [Materials Entered = To select the inventory

[| report you want to
create, click the arrow
Start at |DD1.51 Abe next to the Report box
and click the report
name from the list.
After you select a
Options | repor)t/, you can set the
index, select the range
of materials to include
in the report, and click
the Options button to
set your options.

Index: ICaII number

End at: |z B65.5 PGS
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The following table describes the elements of the Inventory Reports window.

Element Description

Report Lists the available inventory reports.

Index Lists the available indexes for the selected inventory report.
Start at Designates the first record included in the report. Start at values

are not case-sensitive. The default data in the Start at box is the
number or title of the first data record of the current index.

End at Designates the last record included in the report. End at values
are not case-sensitive. The default data of the End at box is the
number or title of the last data record of the current index.

Options Opens the Inventory Report Options window. This button is
only available if there are options available for the selected
report.

Create Launches your default browser and displays the selected report.

If you have multiple browsers installed on your computer, the
report is generated in the application that is associated with
HTML files.

For more information on using the Inventory Reports window, see "Setting up reports" in
the Reports chapter of the Spectrum CIRC/CAT User Manual.

For more information on the Inventory Reports Options windows, see "Inventory Reports
Options window".
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Inventory Reports Options window

When you click the Options button in the Inventory Reports window, the Inventory
Reports Options windows opens. The options available depend on which report you
select in the Inventory Reports window. Also, not every report requires you to choose
report options before printing the report.

Inventory Reports Options

Materials Included

x|l Inventory Reports
Options window

You customize your

1 nelide metersls fam onlythe mostrecantin/enton petod inventory reports with

O [rieie| = i e e g the options you select
in this window.

¥ Only include materials inventoried by Circulation Different options are

I Only include materials entered, but nat prepared available depending on

which report you

select.

Ok I Cancel

The following table describes the elements of the Inventory Reports Options window.

Element

Description

Include materials from
only the most recent
inventory period

This option is only available for the Materials Lost report.
If you select this option, the report only lists materials
marked as lost during the last inventory period. Selecting
this option will report the information formerly found in
the Materials Marked as Lost this Period report.

Include materials from all
inventory periods

This option is only available for the Materials Lost report.
If you select this option, the report lists materials marked as
lost during all inventory periods.

Only include materials
inventoried by
Circulation

This option is only available for the Materials Entered
report. If you select this option, the report lists the
information formerly found in the Materials Entered by
Circulation report.
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Element Description

Only include materials This option is only available for the Materials Entered
entered, but not report. If you select this option, the report lists the
prepared information formerly found in the Materials Entered but

not Prepared report.

System Reports window

All of the system reports are available from the Report box in the System Reports
window. After you select the report you want to create, the applicable indexes, range
values, and options become available. You should always select your report before you
select an index or other options.

{E) System Reports - [O[x]| System Reports
window
Bt Icale”dar'HourS [ | You select the system

j report you want to

print and any
available options in
this window.

Index: INDne

Start at: I

End at: I

Create |

The following table describes the elements of the System Reports window.

Element Description

Report Lists the available system reports.

Index Lists the available indexes for the selected system report.
Start at Designates the first record included in the report. Start at

values are not case-sensitive. The default data in the Start at
box is the number or title of the first data record of the current
index.
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Element

Description

End at

Designates the last record included in the report. End at values
are not case-sensitive. The default data of the End at box is the
number or title of the last data record of the current index.

Options

Opens the System Reports Options window. This button is
only available if Calendar—Hours or Calendar—Months are
selected from the Report box. For more information on the
System Reports Options windows, see "System Reports
Options window".

Create

Launches your default browser and displays the selected
report. If you have multiple browsers installed on your
computer, the report is generated in the application that is
associated with HTML files.

For more information on using the System Reports window, see "Setting up reports" in

the Reports chapter

of the Spectrum CIRC/CAT User Manual.

System Reports Options window

The only reports that require you to set options are the Calendar—Months report and the
Calendar—Hours report. You set the calendar range that you want to create a report for in

the Months—Calendar Options window.

System Reportz Options

Schedule:

Months—
Calendar Options
Here, you set which
calendar schedule
and date range to
use in the report.

FRange

Selectthe firstyear and month for calendar reports

taonth: |[Movember

j Year: IEDDD 'I

0K | Cancel |
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The following table describes the elements of the System Reports Options window.

Element Description

Schedule Lets you specify the schedule that is included in the
report. Schedules are set up in Calendar Setup. See
"Setting up the calendar" in the Sefup chapter of the
Spectrum CIRC/CAT User Manual for more
information.

Range Lets you specify the range of dates included in the
report.

For more information on using the System Reports Options windows, see "Setting up
report options" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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About HTML reports

When you generate a report, it is displayed in your Internet browser window, where you
can preview and print it. For each report, several report files are created in an .htm file
format in the Reports folder of the Spectrum client folder. The .htm files are overwritten
every time you regenerate the report.

Note: An Internet browser is a program installed on your computer. You do not need
access to the Internet to use it. If a browser is not installed on your computer, you can
download one for free. Internet Explorer is available at www.microsoft.com, and
Netscape Navigator is available at www.netscape.com.

If a report contains a large amount of data, it is split up into more than one .htm file. The
first report file opens in your Internet browser, and a navigation bar is displayed at the top
of the report so that you can easily open the next in a series of report files. For example,
the Materials MARC 21 Data report is typically a large report. When you create the
report, the report files generated on your hard drive are MARC21_1.htm,
MARC21_2.htm, and so on. The MARC21_1.htm file opens in a browser window, and
you click the Next button in the report navigation bar to open the MARC21_2.htm report
file, and so on.

The report name and index are displayed at the top right of the report. For the reports you
can set options for, the specified date range is displayed under the report title. All other
printer settings, such as printing the page number and file name, are determined by your
browser settings.

Because the report is created as an .htm file on your hard drive, you can make it available
to others by printing it, e-mailing it, or displaying it on an intranet. If a report contains a
large amount of data and is split into multiple .htm files, make sure you include all of the
necessary files for the report.

Important! Because report files are created on the hard drive of the computer they’re
generated on, anyone can view them by exploring your files. If you don’t want anyone to
view your reports, you should delete them from your hard drive after you’ve printed
them.

Note: Labels and circulation notices are not generated in your browser like the rest of the
program reports. They are generated in a program window that lets you easily position
your notices and labels on the page.
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About HTML report files

When you create a report in Spectrum CIRC/CAT, several files are generated on your
hard drive. If you display the report on an Intranet or e-mail it to others, make sure you

include all files generated for the report.

If you are running out of disk space on your hard drive, you can delete the report files.
Make sure you only delete .htm files from the Reports folder in the Spectrum client

folder. Do not delete .gif files in this folder.

The following table describes the different files that are generated when you create a

Spectrum report.

File type Example

Description

[report name].htm Authors.htm

Contains the entire report, including
the navigation bar and report data.

If you have already generated a report
in Spectrum CIRC/CAT and want to
open it directly from your hard drive,
this is the file you should double-click.

[report name]_n.htm Authors_1.htm
Authors_2.htm
Authors_n.htm

Contains just the report data. If the
report contains a large amount of data,
it is split into multiple report files.

[report name]_NAV.htm  Authors_ NAV.htm

Contains the navigation bar that is
displayed at the top of the report in the
browser window. If the report is split
into multiple .htm files, the navigation
bar includes buttons to navigate to the
next and previous report files as well as
the Print button.

Note: Because labels and circulation notices are not generated in a browser window,
these reports are not saved as .htm files on your hard drive.
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About the report browser navigation bar

A navigation bar is displayed at the top of each report. The navigation bar contains a
Print button, the number of records contained in the report, and a set of navigation
buttons to navigate between multiple report files generated for large reports. The
navigation buttons are not displayed if all of the data is contained in one report file.

Button Button Description

name

Print Lets you print the report file displayed in the
browser. If there are multiple report files generated

Print for your report, the Print button prints one data set

at a time. To print the entire report, click the Print
button for each report file generated.

Displaying n/a Displays the number of records included in the

Records

report. If multiple report files are generated for a
report, this also displays the range of records
included in the report file currently displayed.

For example, the first report file in a series of
multiple report files might state, "Displaying
Records — 1 to 1388 of 3264". The second report
file might state "Displaying Records — 1389 to
2755 of 3264", and so on.

Previous Set

[« Previous Set ]

Opens the next file in a series of report files
generated for a report. This button is only available
if the report contains a large amount of data and is
split into multiple report files.

Next Set

[ Next Set

» ]

Opens the previous file in a series of report files
generated for a report. This button is only available
if the report contains a large amount of data and is
split into multiple report files.

For more information on using the report browser navigation bar, see "Creating reports"”
and "Printing reports" in the Reports chapter of the Spectrum CIRC/CAT User Manual.
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Available reports

The following is a list of all of the reports available in the Spectrum CIRC/CAT program:

Material reports
Authors
Call Number Statistics
Keywords
Materials
Materials by Copyright Date
Materials by Date Added
Materials by Tag/Subfield
Materials MARC 21 Data
Materials with Subjects
Number of Holdings by Type
Publisher Statistics
Shelflists
State Database
Subjects
Subjects with Materials
Unused Material Numbers

Circulation reports
Circulation Activity Log
Combination Circulation Lists
Expired Patron Cards
Fine Activity Log
Fines
Material Messages
Materials Checked Out
Materials with Usage
Overdues
Patron Messages
Patrons
Patrons with Usage
Reserves

Circulation reports
(cont'd)
Unused Patron Numbers
Advance Bookings
Advance Booking Pick List

Circulation Statistics
reports
Checkout and Fine Statistics
In-Library Usage by Material
In-Library Usage by Material
Type
Number of Patrons by Type
Usage by Material Type
Usage by Patron Type
Usage Totals from Circulation
Log

Circulation notices
Fines
Overdues
Reserves
Advance Bookings

Labels
Circulation Barcodes
Mailing Labels
Material Barcodes
Material Spine Labels
Patron Barcodes

Inventory reports

Materials Entered

Materials Entered Out of Order

Materials Entered that were
Overridden

Materials Found this Period

Materials Lost

Materials Not Lost

Materials Remaining to be
Entered

Unrecognized Barcodes

System reports
Calendar—Hours
Calendar—Months
Material Type Descriptions
Patron Type Descriptions
System Information

Reports: Available reports
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Material reports

Material reports contain data on your material records. In the Material Reports window
you choose a report and set the index, range, and options.

Printing material reports is a good way to list information about your library collection.
You can create a list of every material owned by your library and the data associated with
each material (contained in the material record).

The information contained in a material report varies according to the index and the way
your materials are cataloged. Because the data used to create reports is compiled from the
MARC records in your database, accurate reports depend on accurate cataloging.

The following Material reports are available:

e Authors e Materials with Subjects

e Call Number Statistics ¢ Number of Holdings by Type
e Keywords e Publisher Statistics

e Materials o Shelflists

e Materials by Copyright Date e State Database

e Materials by Date Added e Subjects

o Materials by Tag/Subfield ¢ Subjects with Materials

e Materials MARC 21 Data ¢ Unused Material Numbers

Authors report

The Authors report gives you a count of how many holdings you have by each author.
The report is indexed by author and lists each author in alphabetic order by last name.
The number of materials by each author is listed in front of the author’s name (in the
Usage column).

The Authors report is a count of the number of materials by each author, not a count of
your total holdings. Due to multiple authors and editors, many holdings are listed under
more than one author. For example, if you have four books by Adrienne Adams and ten
books by David Adler, that portion of the report would appear as follows:

4 Adams, Adrienne

10 Adler, David A.
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Springfield Library

Authors
Indexed by: Author

Usage Author Usage Author

1 Aamodt, Alice, 3 Aardema, VYerna.

1 Aarseth, Sigmund, 1 Aaseng, Mate.

1 Aaseng, Nathan. 1 Abebe, Daniel.

1 Ahel, Simone, 1 Ahell, Sam.

4 Ahels, Harriette Sheffer. 1 Abraham, George,

1 Abraharm, Katy, 1 Abrams, Kathleen 5.
1 Accardo, Anthony, 1 Accors, William.

Call Number Statistics report

The Call Number Statistics report lists how many materials your library has in each call
number group and their value. Use this report for collection development and when you
need to know the value of the items in the collection or in a call number section.

The Call Number Statistics report includes the following data fields: group, subgroup
(optional), number of materials, total price, number of materials with price, and average
price. The report is indexed by call number.

Subgroups are only included in the report if you select the option in the Material Reports
Options window. The default for this option is to not include subgroups. If you want to
include subgroups, click the Options button in the Material Reports window and select
"Include subgroups for call number statistics".

Your call number report includes the most recent data if you rebuild your data before
generating the report. Rebuilding the data creates a new statistic file from the current
database before printing the report. To do this, select "Rebuild data before generating
statistical reports" in the Material Reports Options window. Note: The time required to
rebuild the data varies depending on the size of your database. If you require the most
recent data, you should allow time to rebuild the data.
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Springfield Library

Call Number Statistics

Indexed by: Call number

Group  Subgroup # of Mats Total Price Ma;‘.;'i\[n:n: Avy. Price
] a0 34.90 2 17.45
100 i 160.85 16 10.05
200 172 335.88 35 9.71
300 553 1700.91 113 15.05
400 g 7.95 1 7.95
a0o 115 135.75 12 11.31
600 B50 1393.04 115 12.11
700 514 1232.76 71 17.36

Keywords report

The Key Words report gives you a count of how many materials are associated with any
given key word. The report is indexed by key word. The number of items associated with
that key word is listed in front of the key word (in the Usage column).

Note: Key words that are not in use (or "turned off") display a usage number of zero (0).

Springfield Library

Key Words
Indexed by: Key Word

Usage Key Word Usage Key Word Usage Key Word

1 AAMODT 3 AARDEMA, 3 ALRDWARK

7 AARDWARKS ] AARCHN 1 ALRON'S

1 AARSETH 2 AASEMG 7 ABANDONED

1 ABAMDONS 1 ABBEY 1 ABBIE

1 ABBOT 1 ABBOTT 1 ABBREVIATIONS
2 ABBY 1 ABC 2 ABC'S

1 ABCS 1 ABDICATION 1 ABDUCTION
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Materials report

The Materials report lists all of your library materials within the range you specify. You
can index this list according to material number, call number, title, author, material type,
fund, material user-defined fields, or material custom indexes.

The field you use to index the report changes the order the holdings information appears
in reports. Each holding only appears once in the report; but remember, the material
information appears once for each holding in your collection.

The report includes the following fields: title, author, call number, price, material type,
fund, publisher, user-defined 1, user-defined 2, material number, location, copyright,
LCCN, and ISBN.

You can also choose to print the short form of the Materials report. The short form
doesn’t include the material type, fund, publisher, material user-defined fields, copyright,
LCCN, or ISBN. The short form report lets you reduce the overall size of the report by
eliminating some of the detailed record information.

Springfield Library

Materials
Indexed by: Material number
Title: Castle / Mat num: 100071
Author: Macaulay, David. Fund: Location:
Call 725 8 MALC Publisher: Houghton, Copyright: [1932] c15977.
num:
Price: 0.00 Acquisition LCCH:
date:
Mat 13 - 700-799 Vendor: ISBN: 0395329205
type:
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Materials report—short form

Springfield Library

Materials
Indexed by: Material number
Options: Short Form

Location Mat num Title Author Call num Price
10001 Castle f Macaulay, David. 728.8 MAC C.ao
10002 Singin' and swingin' and gettin' - Angelou, Maya. B ANG 0.00
merry like Chri
10003 The pelican brief / Grisham, John. F GRI 25.00

Materials by Copyright Date report

The Materials by Copyright Date report is useful for reporting the age of your library
materials. The report lists up to eight years of data, starting with the year entered in the
Start at box.

The report lists the material type, type description, number of materials for that type,
number of materials with an invalid date, the number of materials within each of the eight
possible specified years, and the total within those years. This report is indexed by
copyright date.

Springfield Library

Materials by Copyright Date
Indexed by: Copyright Date

# of Invalid

Type Description 1993 1994 1995 1996 1997 1998 1999 2000 Total

Mats Date
1 Default 0 0 0 0 0 0 0 0 il 0 0
2 Fiction 1516 0 &0 43 74 74 72 25 0 0 348
3 Reference 12 i} 0 i} 0 0 0 0 ] 0 i}
4 Biography 943 3 30 19 11 21 26 8 B 1 122
5 Easy 2457 18 a3 79 52 Lal4] 34 29 7 0 340
B 000-099 a0 0 0 0 1 1 0 0 0 0 2
7 100-189 77 53 1 i} 0 2 0 3 ] 0 53
8 200-299 172 32 1 1 1 2 2 3 il 0 10
9 300-359 5253 26 13 7 8 10 1" 1 0 0 a0
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Materials by Date Added report

The Materials by Date Added report lists your materials based on the date they were
added as local holdings. You can use this report to get a list of new materials. This report
is indexed by the date the record was added to the Spectrum database, and you can list
materials from a specific date range.

To list materials from a specific date range, enter the earliest date you want included in
the Start at box and the last date you want included in the report in the End at box. The
report lists information from all of the materials holding records that were added to your
Spectrum database between the start and end dates.

The Materials by Date Added report lists the following fields: date added, title, author,
publisher, copyright date, material number, local call number, location, ISBN, and

LCCN.
Springfield Library
Materials by Date Added
Indexed by: Date added
Date
added: 1111442000
Title: The Christmas pinata / Location:
Author: Kent, Jack. Publisher: Parents, Copyright: 1975
Mat num: 16045 Call num: E KEN ISBN: 0319303161 LCCHN: 74030450
Title: The egy boak. Location:
Author: Kent, Jack. Publisher: Macmillan, Copyright: 1975
Mat num: 16047 Call num: E KEN ISBN: 0027502007 LCCHN: 74013662

Materials by Tag/Subfield report

The Materials by Tag/Subfield report lists all or a subset of materials based on the
options you choose in the Material Reports Options window. In the options window, you
can specify a specific tag and subfield to include or exclude from a report. Note: You
cannot specify tags that are not in the MARC record, such as tag 852.

You may want to use this report to find all of the records with a web site URL (tag
856_u), an untraced series title (tag 490_a), or a traced series title (tag 440_a).
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This report is indexed by material number. You can specify a range of materials to list in
the report by entering the material number for the first material record you want listed in
the Start at box and the material number for the last material record you want included in
the End at box. The report includes data from the material records with numbers that fall
between those listed in the Start at and End at boxes.

The report includes the following data fields: material number, title, author, call number,
location, ISBN, LCCN, fund, material type, publisher, copyright, price, user-defined 1,
and user-defined 2.

Springfield Library
Materials by Tag/Subfield

Indexed by: Material number
Options: Includes Tag 100 all subfields

Material 10001

number:
Title: Castle /
Call number: 725.58 MAC Author: Macaulay, David.
Mat type: 700799 Price: 0.00
Copyright: [1952],c19 Location:
ISBN: 0395329205 Publisher: Houghton,
Acquisition date: LCCHN:
Acquisition date: Fund:

Materials MARC 21 Data report

This report lists all of the local holdings MARC 21 Data fields. The report includes the
description, tag, and tag data. You can index the report by material number, author, title,
or custom index. When using an index other than material number, the first holding will
be listed with additional 852 tags for each additional holding.

You can specify a range of materials to list in the report by entering the material number
for the first material record you want listed in the Start at box and the material number for
the last material record you want included in the End at box. The report includes data
from the material records with numbers that fall between those listed in the Start at and
End at boxes.

If you print a custom index, each field of the custom index is displayed in the report
header.
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Springfield Library
Materials MARC 21 Data

Indexed by: Material number
Description Tag Tay data

Material number: 10013

ORecord Leader LDR 0B53nam 2200217 a 4500+

Contral Number 0o CCCE3045247

Contral Mumber ldentifier 003 KToSCC

Date and Time of Last Transaction noa 20001114134027 .04

General Infarmation oos 00111421977 nyua b 000 0 eng d*

LC control nurmber (LCCN) 010 _a 7050931

International Standard Book Mumber (ISEN) 020 _a 0531003973

Cataloging source 040 _aKTeSCC & KTosCC

Dewey Decimal call number 0s2 14 _a001.9 212

Main entry - personal name 100 1 _a Blumbery, Rhoda.

Title statement 245 10 _a UFO/f _c by Rhoda Blumberg.

Publication, distribution, etc. {Imprint) 260 _aMew York © _b Franklin Watts, c 1977,

Physical description 300 _abB3p o _hill

Series statement/added entry - title 440 2 _a AFirst book

Bibliography, etc. note 504 _a Includes bibliographical references.
_a UFO sightings are traced fram earliest

Summary, etc. 520 times to the present with explanations
presented.

Subject added entry - topical term G50 7 _a Unidentified flying objects. 2 sears

Materials with Subjects report

This report lists materials with their subjects. It can be indexed by material number or a
custom index and includes material record information on each record specified in the
range. The report includes data from the material records with numbers that fall between
those listed in the Start at and End at boxes.

The following data fields are included in the report: material number, title, author, call
number, material type, copyright date, ISBN, LCCN, price, location, publisher, material
user-defined 1, material user-defined 2, and subject.
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Springfield Library

Materials with Subjects
Indexed by: Material number

Mat Number: 10001

Title: Castle /
Call number: 725.5 MAC Author: Macaulay, David.
Material type: 700-793 Price: 0.00
Copyright: [1932],c1977. Location:
ISBN: 0395329205 Publisher: Houghton,
Acquisition date: LCCH:
Vendor: Fund:

Subject: Castles.
Subject: Fortification.

Number of Holdings by Type report

The Number of Holdings by Type report lists each material type with its description and
how many holding records have that material type. It is indexed by material type. You
can include all of your material types in this report by accepting the default Start at and
End at values, or you can set a range of material types to include in the report.
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Springfield Library
Number of Holdings by Type
Indexed by: Material type
Material type Description Number of Holdings
2 Fiction 1516
3 Reference 12
4 Biography 943
a Easy 2467
5] 000-099 50
7 100-122 77
a 200-255 172
9 300-350 553
10 400-459 a
11 500-559 115
12 BO0-659 650
13 700-755 519
14 800-350 206
15 S00-299 805
17 Juvenile 1
101 YWyeh Sites 5
8188

Publisher Statistics report

This report lists how many materials your library has from each publisher. The report
includes the publisher, number of holdings, total price, holdings with price, and average
price. It is indexed by publisher and includes all publishers (you cannot set a range). The
report isn’t case-sensitive, so a publisher entry that is lowercase is the same as one in
uppercase.

The Publisher Statistics report only includes the most recent data if you rebuild your data
before generating the report. Rebuilding the data creates a new statistic file from the
current database before printing the report. To do this, select "Rebuild data before
generating statistical reports" in the Material Reports Options window.

Note: The time required to rebuild the data varies depending on the size of your database.
If you require the most recent data, you should allow time to rebuild the data.
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Springfield Library

Publisher Statistics
Indexed by: Publisher

Publisher # of Mats Total Price MaFl':s_wf PAwvy. Price
rice
A J. Holrman Co. 1 0.00 o 0.00
A Knopf 1 14.95 1 14.95
A 3. Bamnes 2 0.00 a 0.o0
A Whitman, 24 0.00 o 0.00
AA Gache, 2 0.00 o 0.00
AA Knopf: 4 43.95 2 2197

Shelflists report

The Shelflists report lists your materials and includes the following fields: call number,
author, title, and lost status. The report is indexed by call number. This report gives you a
list of materials in true shelf list order since it’s indexed (internally) by call number,

author, and title.

You can print a Shelflists report that includes all of your materials, or you can specify a
range by entering the call number of the first material you want included in the report in
the Start at box and the last material you want included in the report in the End at box.
You set the options for this report in the Material Report Options window before you

print the report.

Springfield Library

Call number

Author

Shelflists

Indexed by: Call number
Title Lost

0013 As|

0o1.9 BLU
001.9 BOM
0019 CoH
0o1.% DoL
0o01.9 KLA
001.9 kKl

Agimow, lsaac.
Blurmbery, Rhoda.
Boning, Richard A
Cohen, Daniel.
Dalan, Edward F.
Klass, Philip J.
Knight, David C.

Unidentified flying objects /
UFD

The Cardiff giant f

Maonster hunting today /

Great mysteries of the sea /
UFOs explained

Bees cant fly, but they do : thing
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State Database report

The State Database report lists your material holding data. The following data fields are
included in the report: title, call number, author, edition statement, ISBN, Subject,
LCCN, material number, publisher, pagination, and publication date. You can index this
report by material number, material type, or date added.

This report provides information that you must submit if you are a member of the state
databases for Access PA or Sunlinks.

Springfield Library

State Database
Indexed by: Material number

Title: Castle /

Local call: 723.8 MALC Mat number: 10001
Author: Macaulay, David Publisher: Houghton,
Edition statement: Copyright: [1932],c1977.
ISBN: 0395329205 LCCHN: Pagination: 74 p. :

Subject: Castles.
Subject: Fortification.

Subjects report

The Subjects report counts how many holdings your library has with each subject. The
report is indexed by subject with the number of items containing that subject listed in
front of each subject.

You can print a report that includes all of the subjects in your library’s catalog, or you
can print a range of subjects by specifying the subjects you want to include with the Start
at and End at boxes.

This report is useful for determining which subjects require editing. You can use the
Global Subject Edit feature (choose Global Subject Edit from the Materials menu) and
the Select Authority Subject list available in the Easy Entry window to make changes in
your subjects. For more information, see "Editing subjects globally" and "Using authority
control" in the Materials chapter of this manual.
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Springfield Library

Subjects
Indexed by: Subject
Usage Subject Usage Subject
2 g7th Precinct (Imaginary place)- 3 Aardvark-—-Fiction.
Fictian.
7 Aardvarks--Fiction. 4 Aaran, Hank --1934-
1 Abandoned children--Fiction, 1 Abbott, Jim --1967-
1 Ahduction--Fiction. 2 Ahdul-dabhar, Kareem 1947 -
1 Ahbigail (Biblical character)--Fiction. 3 Ahbalitionists--Biography.

Subjects with Materials report

The Subjects with Materials report displays a list of materials grouped by subject. This
report shows you all of the titles that have the same subject.

This report is indexed by subject. You can print a report that includes all of the subjects
in your library’s catalog, or you can print a range of subjects by specifying the subjects
you want to include using the Start at and End at boxes.

Springfield Library

Subjects with Materials
Indexed by: Subject

Subject: 87th Precinct {Imaginary place)--Fiction.
Title: Mocturne /

Material number: 13043 Author: McBain, Ed,
Call number: F MCB Price: 0.00
Mat type: Fictian Location:
Copyright: 1297 Publisher: Warner Books,
ISBN: 0446518050 LCCN: 55042030
Acquisition date: Fund:
Vendor:
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Unused Material Numbers report

This report lists the material numbers that are not currently used in your Spectrum
database. The report is indexed by material number. You can list all of the unused
material numbers by accepting the default values in the Start at and End at boxes, or you
can list the unused material numbers that fall within the range you specify using the Start
at and End at boxes.

Springfield Library

Unused Material Numbers
Indexed by: Material number

Material numbers

10011
10027 - 10028
10031
10034
10037 - 10039
10041 - 10042
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Circulation reports

Circulation reports contain data on your circulation activity. This data may include
patron, material, and usage information. To print circulation reports, your program must
contain material records, patron records, and circulation activity data. This means that
you must circulate data prior to printing circulation reports.

Circulation reports are helpful when you need information on how your library is used by
your patrons, or if you need to create a list of materials that are overdue or have been
reserved by a patron. You can also create a report that lists information (name, address,
phone, and so on) about all of your patrons or only specific patrons.

You can include the three patron user-defined fields in some of your circulation reports,
including Expired Patron Cards, Fines, Materials Checked Out, Overdues, Patrons,
Patrons with Usage, and Reserves. You may want to keep this reporting ability in mind
when defining the user-defined fields and entering data into patron records. If there is
specific information that you want to include in reports that isn’t entered in any of the
predefined fields, you can use the user-defined fields for this purpose.

The following Circulation reports are available:

o Circulation Activity Log e Overdues

e Combination Circulation Lists e Patron Messages

e Expired Patron Cards e Patrons

o Fine Activity Log e Patrons with Usage

o Fines e Reserves

e Material Messages ¢ Unused Patron Numbers
e Materials Checked Out e Advance Bookings

e Materials with Usage ¢ Advance Booking Pick List

Circulation Activity Log report

This report prints your circulation log information. It can be indexed by patron or
material number. The data fields included in the report are patron number, material
number, material type, patron type, title, patron name, date in, date out, time in, time out,
date due, and time due.
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Springfield Library
Circulation Activity Log

Indexed by: Material number

Material . 10001

number:
Mat num: 10001 Title: Castle / Quit: 11,/21/2000 03:23 PM
Mat type: 700-722 Pat type: 2006 Class Due: 12/05/2000 11:23 PM
Pat num: 101 Pat name: Hoffrnan, Brian In:

Combination Circulation Lists report

This report lists patrons with overdue material and/or fine amounts. The list includes the
following data fields: patron number, patron name, material title, author, due date, and
fine amount. This report is indexed by patron number and patron name.

Springfield Library

Combination Circulation Lists
Indexed by: Patron number

Title Author Due date Fine amount

Hoffman, Brian - 101
Chicka chicka boom boom £ Martin, Bill. 0142142000
Unidentified flying abjects / Azimoy, lsaac. 01/21,2000

Expired Patron Cards report

The Expired Patron Cards report lists those patrons whose library privileges have
expired. This report can be sorted by the following indexes: patron name, patron number,
patron type, or the three patron user-defined fields. The report includes the following data
fields: patron number, patron name, expiration date, patron type, address, city, state,
postal code, user-defined fields, and usage.
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Springfield Library
Expired Patron Cards

Indexed by: Patron number

Patron: Johnson, Tammi Address: 432 Calvert Road
Pat#: 111 City/State/Zip: Caledonia, MN 55521
Pat type: 15 - Library Aides User-def 1: 507-724-4321
Exp date: 01/07/2001 User-def 2:
Pat Usage: ¥ User-def 3:

Fine Activity Log report

The Fine Activity Log report lists the same information as the fine log. The report can be
indexed by patron number, material number, or date when the amount changed. The

report data fields are patron number, patron name, patron type, material number, material
type, title, amount paid, action, balance, and the date and time that the transaction occurs.

Springfield Library
Fine Activity Log

Indexed by: Patron number

Patron _ 102
number:
Pat name: Potter, Andrea Balance: 1.00
Pat num: 102 Action: Added: Fine: 1.00
Mat num: 10003 Pat type: 2006 Class Date 11/21,/2000
Title: The pelican brief / Mat type: Fiction Time: 03:25 PM
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Fines report

The Fines report lists the fines that are currently due. The report includes the following
data fields: material number, title, author, call number, material type, patron number,
patron name, patron type, fine amount, date due, time due, date returned, and time
returned. You can also choose to print the short form of the Fines report. The short form
doesn’t include the patron type field or any of the patron user-defined fields. The short
form report lets you reduce the overall size of the report by eliminating some of the
detailed record information.

With Fines reports, you have the ability to choose a secondary index. However, the
secondary index only applies to patron fields. For example, if you generate a Fines report
and choose "Title" for the first index, the secondary index is unavailable. If you select a
patron field for your first index (such as Patron Type), the secondary index is available.

The secondary index acts as both another index and a filter. If you choose to use a second
index, you narrow the specification of a report. For example, you can produce a Fines
report consisting of certain patrons for a specific teacher (Patron User-Defined 1). You
would choose "Patron User-Defined 1" from the Index box and choose "Patron Name"
from the Secondary Index box. This would generate an alphabetical listing of patrons that
have fines for a specific homeroom teacher.

Primary index options for this report are material number, title, author, call number,
material type, material user-defined fields, patron custom index, patron number, patron
name, patron type, and patron user-defined fields. If the primary index is one of the
patron fields (and not the patron custom index) then the secondary index is available;
otherwise, it is not available. The primary index is not available in the secondary index
box. Secondary index options are patron number, patron name, patron type, and patron
user-defined fields.
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Springfield Library

Fines
Indexed by: Patron number
Title: The pelican brief / Author: Grisham, John. Mat 2 - Fiction
Type:
Call num: F GRI Mat num: 10003 Fine Damaged
desc:
Due: 12/05/2000 11:53 PM  Returned: 11/21/2000 03:26 Pk Fine: 1.00
Pat Fotter, Andrea Pat num: 102 Pat type: 9 - 2006 Class
name:
User-def Jirm & Armanda User-def S07-724-7320 User-def Mr. King
1: 2: 3

Fines report—short form

Springfield Library
Fines
Indexed by: Patron number
Secondary index: Patron name

Options: Short Form
Mat

Pat num Pat name Title Returned Fine
num
102 Potter, &ndres 10003 The pelican brief/ 112152000 1.00
105 Chasge, Scott 16000 William's ninth life / OB/2441992 8.00
13 Fairbanks, Dawn 10015 Maonster hunting today / 06/24/1999 5.00
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Material Messages report

The Material Messages report lists messages attached to library material records. The
report is indexed by material number and includes the material number, call number, title,
and the message text attached to a material’s record.

Springfield Library
Material Messages
Indexed by: Material number
Material number  Call number Title
155836 EICH Mara's surprise /

This book needs to be repaired when it is returned.

Materials Checked Out report

Materials Checked Out reports list each item that is currently checked out of the library
along with information about the patron who checked it out. The report includes the
following data fields: material number, title, author, call number, material type, patron
type, patron number, patron name, date due, and time due.

You can also choose to print the short form of the Materials Checked Out report. The
short form doesn’t include the patron type field or any of the patron user-defined fields.
The short form report lets you reduce the overall size of the report by eliminating some of
the detailed record information.

With Materials Checked Out reports, you have the ability to choose a secondary index.
However, the secondary index only applies to patron fields. For example, if you generate
a Materials Checked Out report and choose Title for the first index, the secondary index
is unavailable. If you select a patron field for your first index (such as Patron Type), the
secondary index is available.

The secondary index acts as both another index and a filter. If you choose to use a second
index, you narrow the specification of a report. For example, you can produce a Materials
Checked Out report consisting of certain patrons for a specific teacher (Patron User-
Defined 1). You would choose Patron User-Defined 1 from the Index box and choose
Patron Name from the Secondary Index box. This would generate an alphabetical listing
of patrons that have materials checked out for a specific homeroom teacher.
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Primary index options for this report are material number, title, author, call number,
material type, material user-defined fields, patron custom index, patron number, patron
name, patron type, and patron user-defined fields. If the primary index is one of the
patron fields (and not the patron custom index) then the secondary index is available;
otherwise, it is not available. The primary index is not available in the secondary index
box. Secondary index options are patron number, patron name, patron type, and patron
user-defined fields.

Springfield Library
Materials Checked Qut

Indexed by: Material number

Title: Castle / Pat type: 9 - 2006 Class Date Due: 12/05/2000 11:59 P
Author: Macaulay, David. Mat num: 10001 User-def 1: Bob & Jean
Patron: Hoffrman, Brian Mat Type: 13 - 700-722 User-def 2: 507-724-5515
Pat num: 101 Call num: 723.8 MAC User-def 3: Ms. Johnson

Materials Checked Out report—short form

Springfield Library
Materials Checked Out

Indexed by: Patron humber
Secondary index: Patron name
Options: Short Form

Pat num Patron Mat num Title Date
Due
101 Hoffrman, Brian 10001 Castle / 12/058/2000
11:59 Phd
1M Hoffrnan, Brian 16233 Chicka chicka boom boom / 0142172000
1159 Pht
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Materials with Usage report

The Materials with Usage report lists information on the materials your library has
circulated. The report includes the following data fields: usage, material number, title,
author, call number, and material type.

You can limit the report to those materials that fall within a specific usage range. Material
usage equals the number of times the material is checked out or renewed. In-library usage
totals are not included in the material usage number. Material usage statistics are
maintained in the Spectrum database automatically when you check out or renew a
material.

To limit the report by material usage, select "Limit material and patron usage to the
following range" in the Circulation Reports Options window and enter values in the
lower and upper usage boxes. With this option selected, only records with a usage value
between the values you specify are printed. You can use this report to find materials that
have never circulated by specifying a range of "0" for material usage.

You can also use a material custom index to sort the information in the Materials with
Usage report. In order to change the range of the report using the custom index, click the
Change Custom Index Range button and make necessary changes in the Change Index
Range Selection window. For more on creating custom indexes, see the "Creating
material custom indexes" section of the Materials chapter in the Spectrum CIRC/CAT
User Manual.

Primary index options for this report are material number, title, author, call number,
material type, material user-defined fields, and material custom indexes.

Springfield Library

Materials with Usage
Indexed by: Material number

Usage: 1 Material 10001
number:
Title: Castle /
Author: Macaulay, David. Call num: 723.8 MAC
Type: 13 - 700-799 Fund:
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Overdues report

The Overdues report lists all of your library materials that are currently overdue. The
report includes the following data fields: material number, title, author, call number,
material type, patron type, patron number, patron name, date due, time due, patron user-
defined 1, patron user-defined 2, and patron user-defined 3.

You can also choose to print the short form of the Overdues report. The short form
doesn’t include the author, call number, material type, patron type, or any of the patron
user-defined fields. The short form report lets you reduce the overall size of the report by
eliminating some of the detailed record information.

With Overdues reports, you have the ability to choose a secondary index. The secondary
index only applies to patron fields. For example, if you generate an Overdues report and
choose Title for the first index, the secondary index is unavailable. However, if you select
a patron field for your first index (such as Patron Type), the secondary index is available.

The secondary index acts as both another index and a filter. If you choose to use a second
index, you narrow the specification of a report. For example, you can produce an
Overdues report consisting of certain patrons for a specific teacher (Patron User-Defined
1). By choosing Patron User-Defined 1 from the Index box and then choosing Patron
Name from the Secondary Index box, you could generate an alphabetical listing of
patrons that have overdues for a specific homeroom teacher.

Primary index options for this report are material number, title, author, call number,
material type, material user-defined fields, patron custom index, patron number, patron
name, patron type, and patron user-defined fields. If the primary index is one of the
patron fields (and not the patron custom index) then the secondary index is available;
otherwise, it is not available. The primary index is not available in the secondary index
box. Secondary index options are patron number, patron name, patron type, and patron
user-defined fields.

Springfield Library

Overdues
Indexed by: Patron number

Title: Chicka chicka boom Due: 01/21/2000 11:52 Pattype: 2 - 200G Class
hoom / P
Author: Martin, Bill. Mat Type: 5- Easy User-def 1: Bob & Jean
Call num: E MAR Patron: Hofftnan, Brian User-def 2: 507-724-5618
Mat num: 16233 Pat num: 101 User-def 3: Ms. Johnson
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Overdues report—short form

Springfield Library

Overdues
Indexed by: Patron number
Secondary index: Patron name
Options: Short Form

Pat num Patron Mat Title Due
num
101 Haffrman, Brian 16233 Chicka chicka boom boorm £ 017212000
11:69 P
101 Hoffman, Brian 10012 Unidentified flying objects f 0142172000
11:69 Phd

Patron Messages report

The Patron Messages report lists messages attached to library patron records. The report
is indexed by patron number and includes the patron name, patron number, and the
message text attached to a patron’s record.

Springfield Library

Patron Messages
Indexed by: Patron Number

Patron Number Patron Name

101 Haoffrnan, Brian
Request help in setting up the library for after school testing each day next week.
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Patrons report

The Patrons report lists each of your patrons and the information available in your
library’s patron records. The report includes the following data fields: patron number,
patron name, expiration date, patron type, address, city, state, postal code, patron user-
defined 1, patron user-defined 2, patron user-defined 3, and patron usage.

You can also choose to print the short form of the Patrons report. The short form doesn’t
include the expiration date, patron type, or patron usage. The short form report lets you
reduce the overall size of the report by eliminating some of the detailed record
information.

You can choose an index to sort the report and specify a range using the Start at and End
at boxes to limit the report. The index options include: Patron Name, Patron Number,
Patron Type, Patron User-Defined 1, Patron User-Defined 2, Patron User-Defined 3, and
Patron Custom Index. In order to change the range of the report using the patron custom
index, click the Change Custom Index Range button and make necessary changes in the
Change Index Range Selection window. For more on creating custom indexes, see the
"Creating a patron custom index" section of the Patrons chapter in the Spectrum
CIRC/CAT User Manual.

Springfield Library

Patrons
Indexed by: Patron number

Name: Hoffrman, Brian Address: 5600 5 Jefferson
Pat Number: 101 City/State/Zip: Caledonia, MM 55921
Pat type: 9 - 2006 Class Pat User-def 1: Bob & Jean
Exp date: 05/01,/2006 Pat User-def 2: 507-724-5618
Pat Usage: 74 Pat User-def 3: Ms. Johnson
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Patrons report—short form

Springfield Library

Patrons
Indexed by: Patron number
Options: Short Form

Pat Number: Name: Address: City/State/Zip:
Pat User-def 1: Pat User-def 2: Pat User-def 3:

101 Hoffrman, Brian 5600 5 Jefterson Caledonia, MM 55321
Bab & Jean 507-724-5618 hs. Johnson

102 Potter, Andrea 1923 Spruce Street Caledonia, kM 55521
Jim & Amanda a07-724-7820 Wiy, King

Patrons with Usage report

The Patrons with Usage report lists information about your library patrons, including
their library usage. You can choose an index to sort the report and choose a range to limit
the report. The report includes the following data fields: usage, patron number, patron
name, patron type, address, city, state, and postal code, and the three patron user-defined
fields. You can index the report by patron name, patron number, patron type, patron user
defined fields, and patron custom index.

You can limit the report to those patrons that fall within a specific usage range. Patron
usage equals the number of materials a patron checks out or renews. Patron usage
statistics are system-maintained.

To limit the report by patron usage, select "Limit material and patron usage to the
following range" in the Circulation Reports Options window and enter values in the
lower and upper usage boxes. With this option selected, only records with a usage value
between the values you specify are printed.
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Springfield Library

Patrons with Usage
Indexed by: Patron number

Name: Hoffrnan, Brian Address; 5600 S Jefferson
Pat Number: 101 City/State/Zip: Caledonia, MM 55921
Pat type: 9 - 2006 Class Pat User-def Bob & Jean
1:
Exp date: 05/01,/2006 Pat User-def 507-724-5618
2:
Pat Usage: 74 Pat User-def Ms. Johnson

3:

Reserves report

Reserves reports list all of the materials currently on reserve by library patrons. The
report includes the following data fields: title, author, patron number, patron name, patron
type, date reserved, time reserved, and patron user-defined fields.

You can also choose to print the short form of the Reserves report. The short form
doesn’t include the author, patron type, time reserved, or any of the patron user-defined
fields. The short form report lets you reduce the overall size of the report by eliminating
some of the detailed record information.

With Reserves reports, you can choose a secondary index. However, the secondary index
only applies to patron fields. For example, if you generate a Reserves report and choose
Title as the first index, the secondary index is unavailable. If you select a patron field for
your first index (such as Patron Type), the secondary index is available.

The secondary index acts as both another index and a filter. If you choose to use a second
index, you narrow the scope of a report. For example, you can produce a Reserves report
consisting of certain patrons for a specific teacher (Patron User-Defined 1). You would
choose Patron User-Defined 1 from the Index box and choose Patron Name from the
Secondary Index box. This generates an alphabetical listing of patrons that have reserves
for a specific homeroom teacher.

Primary index options for this report are title, author, patron custom index, patron name,
patron type, and patron user-defined fields. If the primary index is one of the patron fields
(and not the patron custom index) then the secondary index is available; otherwise, it is
not available. The primary index is not available in the secondary index box. Secondary
index options are patron number, patron name, patron type, and patron user-defined
fields.
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Springfield Library

Reserves
Indexed by: Patron Mumber
Title: Grococo, a French crow / Date: 06/24/1999
Author: Marokvia, Mireille. Time: 02:40 Pt
Patron: Hoffman, Brian Pat nhum: 101 Pat type: 9 - 2006 Class
User-def 1: Bob & Jean User-def 2: 507-724-5618 User-def 3: Ms. Johnson

Reserves report—short form

Springfield Library
Reserves
Indexed by: Patron Number
Options: Short Form

Pat num Patron Title Date

101 Haofftman, Brian Grococa, a French crow / 06241999
101 Hoffrman, Brian Wyitch Bazooza f 06241999
103 Wilzon, Jeannie Chimps don't wear glasses / 01,/07/2000

Unused Patron Numbers report

This report lists the patron numbers not currently used in your Spectrum database. It is
indexed by patron number. You can list all of the unused patron numbers, or you can list
the unused patron numbers that fall within the range you set using the Start at and End at

boxes.

Springfield Library
Unused Patron Numbers
Indexed by: Patron Number

Patron numbers

95 - 100
123
131 - 150
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Advance Bookings report

The Advance Bookings report lists all of the materials currently booked in advance by
library patrons. The report includes the following data fields: title, author, material
number, material type, patron number, patron name, patron type, patron user-defined
fields, status, start date and time, and end date and time.

Primary index options for this report are material number, patron number, patron name,
patron type, and patron user-defined fields.

When the Privacy option is selected, the title and author are suppressed.

Springfield Library

Advance Bookings
Indexed by: Patron Number

Title: Bully for you, Teddy Roosevelt! / Start date: 03/05/2001 05:00 AM
Author: Fritz, Jean. End date: 03/10/2001 03:00 P
Mat num: 13923 Pat num: 111 Pat User-def 1: 507-724-4321
Mat Type: 4 - Biography Patron name: Johnson, Tammi Pat User-def 2:
Status: In Pat type: 15 - Library Aides Pat User-def 3:

Advance Booking Pick List report

The Advanced Bookings report displays a short form list of materials that are reserved for
a future date range that you specify.

The report includes the following data fields: call number, status, material number, title,
patron number, and patron name.

The report is indexed by call number.

When the Privacy option is selected, the title is suppressed.

Springfield Library
Advance Booking Pick List

Indexed by: Call number

Call number Status  Mat num Title Pat num Patron name
208 ENC In 10187 Encounter. 114 Tetzlaff, Adam
28058 HAM In 12631 Out of the blue : delight 115 Boehmke, Donna

comes into our lives §
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Circulation Statistics reports

Circulation Statistics reports are based on the circulation activity recorded by your
Spectrum program. If your circulation database files become damaged in some way
(corrupted, deleted, and so on) and you do not have adequate backups of these files, your
reports may not be accurate for the time period covered by the damaged files.

Circulation Statistics reports are limited to one year of circulation data. You can also
report on less than twelve months of activity. You limit or expand the report by choosing
the month and year that the report begins in the Circulation Statistics Window. All of the
available years and months are listed in their respective boxes. If a year isn’t listed in the
Year box, then you can’t report on circulation activity from that year.

All Circulation Statistics have a designated index for reporting the information, but you
can limit most of the reports to a specific range by using the Start at and End at boxes.
However, the Checkout and Fine Statistics report lists all of your checkout and fine
statistics and cannot be limited using an index or range.
The following Circulation Statistics reports are available:

e Checkout and Fine Statistics

¢ In-Library Usage by Material

e In-Library Usage by Material Type

e Number of Patrons by Type

e Usage by Material Type

e Usage by Patron Type

e Usage Totals from Circulation Log

Checkout and Fine Statistics report

The Checkout and Fine Statistics report lists each patron type with its total number of
checkouts, usage-to-date, and unpaid and paid fines.

The data fields included in the report are number of patron type, materials checked out,
usage to date, current fines, and total fines paid. Summary information follows the report:
total checkouts for today, total checkouts (since the first checkout) specified, total fines
collected today, and total fines collected.
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It’s useful to print this report before clearing your checkouts to date in the File
Management window. For more on clearing this usage information, see "Clearing
checkout totals" in the Maintenance chapter of the Spectrum CIRC/CAT User Manual.

Springfield Library

Checkout and Fine Statistics
Indexed by: File Order (fastest)

Type Checked Out Usaye To Date Unpaid Fines Paid Fines
1-2011 Class 0 ] 0.0o0 0.00
2-2012 Class 2 2 0.00 0.00
4-2001 Class 3 3 0.00 0.00
5- 2002 Class 5 B 0.0o0 0.0o0
5 - 2003 Class 0 0 0.00 0.00
7 - 2004 Class 2 3 0.0o0 0.00
8- 2005 Class 8 8 0.00 0.00
3 - 2006 Class 5 14 1.00 15.00

In-Library Usage by Material report

This report lists individual materials (titles) used only within the library that are checked
in without being checked out in order to track in-library usage. The report is indexed by
material number and includes the following data fields: material number, usage, author,
title, call number, ISBN, LCCN, and type.

Note: You must select to save in-library usage for materials in the General tab of the
Circulation Setup window in order to track in-library usage. For more, see "Setting
general circulation options" in the Setup chapter of the Spectrum CIRC/CAT User
Manual.

Springfield Library
In-Library Usage by Material

Material number:

Material number: 10043
Usage: 2 Title: The Warld almanac and book of facts. Author: Andersaon, YWilliam.
Call num: 030 WioR ISBEN: LCCH: 04003781 Type: 000-099
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In-Library Usage by Material Type report

The In-Library Usage by Material Type report lists the amount of use each material type
receives within the library each month. You determine which months to report on by
selecting the first month and year to report on in the Circulation Statistics Options
window. You can report on twelve months at one time. You also receive a total usage
number for all of the material types you report.

This report is valuable when determining how frequently certain types of materials are
used within the library. However, this report is only accurate if you have the "Save in-
library usage for materials" option selected in the General tab of the Circulation Setup
window. If this option is not selected or if you frequently change this setting, this report
is not accurate. If this option is selected, in-library usage accumulates whenever a
material is checked in without being checked out first.

This report includes the following data fields: material type, 12 months of usage, and
total usage for the year. Month one is the month selected in the Circulation Statistics
Options window, month two is the next month, and so on. If you choose the current
month as the first month, then the remaining months contain zero for the usage totals
because it is in the future.

Note: You must select to save in-library usage for materials in the Circulation Setup
window in order to track in-library usage. For more information, see "Setting general
circulation options" in the Setup chapter of the Spectrum CIRC/CAT User Manual.

Springfield Library

In-Library Usage by Material Type
Indexed by: Material type
Options: { Nov 2000 - Oct 2001 )

Material

type Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Total
2 - Fiction 1 0 0 0 0 0 0 0 0 0 0 0 1
4 - Biography 5 4 0 0 0 0 0 0 0 0 0 0 9
& - 000-099 3 1 0 0 0 0 0 0 0 0 0 0 4
8- 200-299 0 0 0 0 0 0 0 0 0 0 0 0 0
13 - 700-799 1 2 ] ] 0 0 0 0 0 0 0 ] 3
14 - BO0-899 1 0 0 0 0 0 0 0 0 0 0 0 1
15 - 900-299 g 1 0 0 ] ] ] ] ] ] ] 0 9

19 8 0 0 0 0 0 0 0 0 0 0 27
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Number of Patrons by Type report

The Number of Patrons by Type report gives you a count of how many patrons you have
in each patron type. The report data fields are patron type, type description, and total
number of patrons in that type. The report is indexed by patron type.

Springfield Library
Number of Patrons by Type
Indexed by: Patron type
Patron type Description Number of patrons
2 2012 Class 1
4 2001 Class 2
5 2002 Class 2
7 2004 Class 1
g8 2005 Class 4
g 2006 Class 5
10 2007 Class 4
1" 2008 Class 2
12 2008 Class 1
14 Faculty 2
15 Library Aides 3
16 Bindery Company 1
17 Parents 1
29

Usage by Material Type report

The Usage by Material Type report lists the usage of each material type for each month.
You determine which months to report on by selecting the first month and year to report
on in the Circulation Statistics Options window. You can report on up to twelve months
at one time. The report also totals each row and column in the report, so you receive a
total usage number for all of the material types that you report on.

This report includes the following data fields: material type, up to 12 months of usage,
and total usage for the year. Month one is the current month, month two is the next
month, and so on. If you choose the current month as the first month, then the remaining
months are blank because it is in the future and there are no statistics in the database.

The report is indexed by material type. You can limit the range of material types to report
on by setting a range of material types using the Start at and End at boxes in the
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Circulation Statistics window. Before printing this report, you should check your
circulation statistics reports options by clicking the Options button.

It’s useful to print this report before clearing Material Type Usage in the File
Management window. For more on clearing this usage information, see "Clearing
material type usage" in the Maintenance chapter of the Spectrum CIRC/CAT User
Manual.

Springfield Library

Usage by Material Type

Indexed by: Material type
Options: { Nov 2000 - Oct 2001 )

tw;zgenal Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Total
2 - Fiction 1 0 a 0 a 0 0 a 0 0 0 0 1
4 - Biography 0 0 a 0 a 0 0 a 0 0 0 0 0
g - 000-023 0 0 a 0 a 0 0 a 0 0 0 0 0
g - 200-293 3 0 a0 ] a0 0 ] a0 ] 0 0 ] 3
13- 700-799 1 0 a0 ] a0 0 ] a0 ] 0 0 ] 1
14 - B00-399 1 0 a0 ] a0 0 ] a0 ] 0 0 ] 1
14 - 500-999 0 0 a0 ] a0 0 ] a0 ] 0 0 ] 0

6 0 0 0 0 0 0 0 0 0 0 0 6

Usage by Patron Type report

The Usage by Patron Type report lists the usage totals of each patron type for twelve
specified months. You determine which months to report on by selecting the first month
and year in the Circulation Statistics Options window. The report also totals each row and
column in the report so you receive a total usage number for all of the patron types you
report on.

This report includes the following data fields: patron type, 12 months of usage, and total
usage for the year. Month one is the month specified in the Circulation Statistics Options
window for the given year, month two is the next month, and so on. If you choose the
current month/year in the options window as the first month, then the remaining months
contain zero for the usage totals because it is in the future.

The report is indexed by patron type. You may want to limit the range of patron types
you report on by setting a range of patron types using the Start at and End at boxes in the
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Circulation Statistics window. Before printing this report, you should check your
circulation statistics reports options by clicking the Options button.

It’s useful to print this report before clearing Patron Type Usage in the File Management
window. For more on clearing this usage information, see "Clearing patron type usage" in
the Maintenance chapter of the Spectrum CIRC/CAT User Manual.

Springfield Library

Usage by Patron Type
Indexed by: Patron type
Options: { Nov 2000 - Oct 2001 )

Patron type Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Total
G- 2005 Class 1 1] 1] ] 1] 1] ] 1] ] 1] 1] ] 1
9-2006 Class 2 1] 0 0 0 0 0 0 0 0 0 0 2
10- 2007 Class 1 1] 0 0 0 0 0 0 0 0 0 0 1
11- 2008 Class 2 1] 0 0 0 0 0 0 0 0 0 0 2

6 0 0 0 0 0 0 0 0 0 0 0 6

Usage Totals from Circulation Log report

The Usage Totals from Circulation Log report lists the usage counts by any material or
patron index. This report shows usage for a given time period on each material in contrast
to the materials with usage report that shows usage since the material was entered in the
database.

This report can include data from as far back as your circulation log has kept track of it.
You specify the range of data to include in the report by using the Month and Year boxes
in the Circulation Statistics Options window.

Note: If you select a span of more than 12 months, the report only lists the first 12
months of the span you choose.

You can index the Usage Totals from Circulation Log report by material number or
patron number.
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Springfield Library

Usage Totals from Circulation Log
Indexed by: Material number
Options: Nov 2000 - Nov 2000

Mov Total

10001 1 1
10003 1 1
10367 1 1
10375 1 1
10377 1 1
12972 1 1
[ 6
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Circulation notices

You can print overdue, fine, and reserve notices for each patron. Each notice is directed
to one library patron and contains the overdues, fines, or reserves linked to that patron.

Circulation notices are a useful way of notifying your patrons about overdue materials,
fines that they owe, or available reserved materials. You can print Fine, Overdue, or
Reserve notices, but you cannot print multiple notices for a patron (a combination of
fines, overdues, and materials) on one sheet of paper.

You can print an individual notice, a range of notices, or all of the notices of that type.
For example, if you want to notify an individual that an item he or she reserved is now in
the library, you can select Individual, choose Reserves as the notice type, choose Patron
Name from the Index box, and enter the patron’s name in the Only box. If you decide that
you want to send notices to all of the patrons that have an item on reserve, you can select
Range and accept the default range values in the Start at and End at boxes in the
Circulation Notices window.

All notices are created from the Circulation Notices window. You can index notices by
patron number, patron name, patron type, patron user-defined 1, patron user-defined 2,
and patron user-defined 3.
The following Circulation Notices are available:

e Fines

e Overdues

e Reserves

e Advance Bookings

Fines notice

A fine notice lists all of the fines any one patron has accumulated. The notice includes the
patron’s name and address for mailing.

The material information for each item that has a fine associated with it may include the
material number, call number, title, author, time returned, date returned, and fine amount.
You can limit, index, and include specific material information as well as add comments
to the notice by clicking the Options button in the Circulation Notices window.

You may also want to choose your index and set your range before printing the report.
The index you choose in the Circulation Notices window determines how notices are
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sorted, while the index you choose from the Fines tab in the Circulation Notices Options
window determines how the list of fine materials is sorted.

Potter, Andrea Type: 006 Class Page: 1
1923 Spruce Street Bill noties 1143072000
Caledonia, MM 55921 Patrongt: 102
Titn 8 Arnanda SOT-724-T820 bir King
Ivaterial # Title Author Call nusiber Bill Titne tet Date et
L0003 The pelic.an trief / Grishatn, Jobmn. F GRI LoG 03:26 PM 112142000

Overdues notice

An overdues notice lists all of the materials any one patron has overdue. The notice
includes the patron’s name and address for mailing. The material information for each
item that is overdue may include the material number, call number, title, author, price,
date out, and date due. You can limit, index, and include specific material information as
well as add comments to the notice in the Overdues tab of the Circulation Notices
Options window.

You may also want to choose your index and set your range before printing the report.
The index you choose at the Circulation Notices window determines how the notices are
sorted, while the index you choose from the Overdues tab in the Circulation Notices
Options window determines how the list of overdue materials is sorted.

Holffman, Brian Type: 2006 Class Page: 1
5600 § JefTerson Orverdue Notice 11/30/2000
Caledonia, MN 55921 Paton#: 101
Bob & Jean S07-724-5618 Ms. Johnson
Material # Tite Author Call number Frice Date out Date due
16233 Chicka chicka boom boom / Martin, Bill. EMAR 0.00 010772000 01/21/2000
10012 Unidentified flying objects / Asimov, Isaac. 001.9 ASI 0.00 010772000 01/21/2000

Reserves notice

A reserve notice lists all of the reserves for any one patron. The notice includes the
patron’s name and address for mailing.

The material information for each item on reserve may include the title, author, date
reserved, and time reserved. You can limit, index, and include specific material
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information as well as add comments to the notice by clicking the Options button in the
Circulation Notices window.

You may also want to choose your index and set your range before printing the report.
The index you choose at the Circulation Notices window determines how notices are
sorted, while the index you choose from the Reserves tab in the Circulation Notices
Options window determines how the list of reserve materials is sorted.

Hoffman, Brian Type: 2006 Class Page: 1
5600 5 Jefferson Reserve Notice 11/30/2000
Caledonia, MN 55921 Patron#: 101
Bob & Jean S07-724-3618 Ms. Johnson
Tile Author Call Number Time res Dae res
Grococo, a French crow / Marokvia, Mireille. EMAR 02:40 PM 06/2471999
Wilch Bamooza / Nolan, Dennis. ENOL 02:39 PM 062471999

Advance Bookings notice

An Advance Bookings notice lists all of the advance bookings made for any one patron.
The notice includes the patron’s name and address for mailing.

The material information for each item on reserve may include the material number, title,
author, call number, start date, start time, end time, and end date. You can limit, index,
and include specific material information as well as add comments to the notice by
clicking the Options button in the Circulation Notices window.

You may also want to choose your index and set your range before printing the report.
The index you choose at the Circulation Notices window determines how notices are
sorted, while the index you choose from the Advance Bookings tab of the Circulation
Notices Options window determines how the list of booked materials is sorted.

Johnson, Tammi Type: Library Aides Page: 1
432 Calverl Road Advance Booking Notice 114302000
Caledonia, MN 55921 Patron#: 111
507-724-4321

Mat Num Title Author Call number Slart time Slart date End time End date
13923 Bully for you, Teddy Roosevelt! / Fritz, Jean. 92RO0O 08:00 AM 030572001 0300 PM 0371072001
13954 John Sevier,son of Tennessee : born: Sept  Wilkie, Kal 92 SEV 08:00 AM 030572001 0300 PM 03/10/2001
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Labels

Labels reports aid your circulation procedures by providing an easy way to track
materials and patrons. You can simplify circulation and inventory procedures by printing
patron, material, and circulation barcode labels and scanning them with a barcode
scanner.

Labels print on address-type computer label stock and are designed to print on
Sagebrush’s laser barcode and spine labels.
The following labels are available:

e Circulation Barcodes

e Mailing Labels

e Material Barcodes

e Material Spine Labels

e Patron Barcodes

Circulation Barcodes

The Circulation barcodes report is a printout of all of the circulation command barcodes.

You can use this report to simplify circulation procedures by scanning the commands
with a barcode reader rather than choosing the Spectrum menu commands or clicking
window buttons to perform checkouts, checkins, and so on.

Sagebrush provides the circulation barcodes with your Spectrum CIRC/CAT program
package, but you can also use this report if they are damaged or lost.

”||||”mmmc|:|l|(”mm |‘|||||‘|‘ﬁi‘t‘l|ﬁiiﬁ“]|r‘l|||‘ |‘||||mﬁ|s|ﬂﬂﬁlﬁilm‘l|i |
CMD1 CMD2 CMD3

”D"T"mﬂﬂmmﬁﬂre Dfi Sﬁﬂ!miﬂlﬂ imeﬂi‘ewe ”Wﬂﬁm‘mﬂmﬂ )
CMD4 CMD5 CMDs
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Mailing Labels

The Mailing labels report lets you easily create mailing labels by printing patron address
labels on label stock. The following is printed on each label (if the information is entered
in the database): patron name, address, city, state, and postal code. For more information
on entering patron data, see "Managing patron records"” in the Patrons chapter of the
Spectrum CIRC/CAT User Manual.

Mailing labels can be indexed by patron number, patron name, patron type, any of the
three user-defined fields, or selected barcodes.

HOFFMAN, BRIAN POTTER, ANDREA WILSON, TEANNIE
5600 8 JEFFERSON 1923 SPRUCE ST REET 328 NORT H LINCOLN
CALEDONIA, MN 55921 CALEDONIA, MN 55921 CALEDONIA, MN 55921
KENT, TEREASA CHASE, 3COTT NELSON, JILL

432 TWIN QAKS DRIVE 544 CAMERON AVENUE 16098 ROSE 5TREET
CALEDONIA, MN 55921 CALEDONIA, MN 55921 CALEDONIA, MN 55921

Material Barcodes

You can use material barcode labels to track your materials. Using these labels and a
barcode scanner simplifies circulation and inventory processes.

You can print all of your barcode labels or any range of labels you specify using the
available indexes. Material barcode labels can be indexed by material number, title,
author, call number, material type, either of the two material user-defined fields, selected
barcodes, and material custom indexes.

The label includes both the material barcode and the material barcode number, as well as
the material’s title, author, call number, and comment line. You can print your material
barcodes as they are, or in the 14-digit format. You can also limit the material barcode
report to those materials that were added or edited after a specific date.

These label report features make it easy for you to keep up-to-date barcodes for your
materials. The options that you specify in the Material Label Options window determine
which labels you print and how they print.
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Castie/ Singin' and swingin' and gett The pelican beief /

" BImﬂ"m ”""”"""l ||||”||||"| - o |||||I| "”"lm ||||| |IHI|||||||| " - ||||||| ||||||||||"||| ||||||H||"| -
Iiaalsy, David. Angelow, Maya Grishary, Jodn.

Chicken soup for the teenage s The stacy of Laura In galls Wi Supesstitions
BN 111111 111 111

Canfisld, Tack, Stine, Magan Stine, E. L.

Material Spine Labels

Material spine labels include your materials’ call number and are usually placed on the
spine of a book. The call number can be multiple lines, and the line breaks are spaces or

2088 slashes (/) in the call number. If a section is too long for one line, the text is wrapped to
CATT

the next line.

Material spine labels can be indexed by material number, title, author, call number,
material type, either of the two material user-defined fields, or selected barcodes.

The options you specify in the Material Label Options window determine how labels
print, which labels in the database print, how many of each label print, the label stock, the
range, the text font size, and whether or not to include a comment on your labels.

. ~  To save label stock, you can first print a sample page of labels on regular paper. Then,
~ with the sample page behind the label stock, hold them both up to a light to make sure the
labels line up correctly. If not, adjust the page label settings and font size until they print

properly.

Patron Barcodes

The Patron barcode labels report prints your patron barcodes on laser barcode label stock,
so you can use the labels for tracking your patrons’ circulation activity. For example, you
can print barcodes for all of your patrons on label stock and attach the labels to library
cards. Then you can scan patrons’ library card when they want to check out materials.

You can print all of your barcode labels or a range that you specify. Patron barcode labels
can be indexed by patron number, patron name, patron type, any of the three user-defined
fields, selected barcodes, and patron custom index.
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Hoffzcan, Edan

Eent, Temasa

Potter, Andrea

Clase, Soott

Wilsan, Teannia

T — [

Melsam, HL
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Inventory reports

Inventory reports list valuable information about materials you are inventorying. You
may want to print these reports while your library is inventorying its collection. Inventory
reports can be printed from both the Inventory and Reports part of the program.
You can print the following Inventory reports:

e Materials Entered

e Materials Entered Out of Order

e Materials Entered that were Overridden

e Materials Found this Period

e Materials Lost

e Materials Not Lost

e Materials Remaining to be Entered

e Unrecognized Barcodes

Materials Entered report

The Materials Entered report lists the materials in your collection entered during the
current or most recent inventory period. This includes materials that were retrieved from
a portable unit, entered from a keyboard or barcode reader, or entered from a text file.

This report includes the following fields: call number, author, title, material number,
material type, and not prepared. You access this report while inventorying your materials
or while printing reports.

You index the report by call number, material number, title, author, or file order. You can
limit the range of the report when you use any index except file order.
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Springfield Library

Materials Entered

Indexed by: Call number
Options: By Circulation, Mot Prepared

ol e e Materia ot
0019 ASE 10012 Unidentified flying Asimov, |saac. B
ohjects /
o019 BLU 10013 UFOY Blumberyg, Rhoda. B
0019 BOM 10014 The Cardiff giant / Baoning, Fichard A. B

Materials Entered by Circulation report

To create this report, select the Materials Entered report and then select the “Only include
materials inventoried by Circulation” option.

Springfield Library

Materials Entered by Circulation

Indexed by: Call number
Options: By Circulation

Call I'ulaterml.l.itIE Author Material !3y Not
number number type Circ pre
2911 ESP 10387 The story of Arachne / Espeland, Pamela. g X
292 ESF 10375 The story of Baucis  Espeland, Pamela. g X

and Philernan /
292 ESP 10377 Theseus and the road Espeland, Pamela. g X

to Athens /
B13 MEWY 11283 The Mew Good Anderson, Williarn. 12 X

housekeeping farmily
health and me
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Materials Entered Out of Order report

The Materials Entered Out of Order report lists materials that may be out of place. The
report includes any materials within the specified range entered out of call number order
during the current or most recent inventory period. You access this report while
inventorying your materials or while printing reports.

This report includes the following fields: call number, author, title, material number, and
found after (the call number of the material entered immediately before the listed
material). The report is indexed by call number. You may want to limit the range of the
report and check your inventory reports options before you print the report.

Springfield Library
Materials Entered Out of Order
Indexed by: Call number
Call number Material Title Author Entered After
number
031.02 CHO 10057 The big book of Choran, Sandra. 031.2 BERA
kids' lists /
133.4 WiL 10129 Wizards and YWilking, Frances.  133.8 MON
witches /
B05.8 CARk 10004 Chicken soup for  Canfield, Jack, F 5RI
the teenage soul
101 stories

Materials Entered that were Overridden report

The Materials Entered that were Overridden report lists the materials in your collection
that were overridden during the current or most recent inventory period. You should print
the Materials Entered that were Overridden report after you have finalized your
inventory. You access this report while inventorying your materials or while printing
reports.

This report includes the following fields: call number, author, title, material number, and
material type. You index the report by call number, material number, title, author, or file
order. You can limit the range of the report when you use any index except file order.
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Springfield Library

Materials Entered that were Qverridden
Indexed by: Call number

Call number Material Title Author Material
number type
15214 WIC 10141 Walter Wick's optical Wick, YWalter. 7
tricks.
153.8 CAR 10145 Life is fun. Carlson, Mancy. 7
246 HA| 10260  Lord, could you make it a  Raines, Robert Arnold. a

little hetter?

Materials Found this Period report

The Materials Found this Period report lists the materials in your collection that were
found during the current or most recent inventory period. This means a material that was
marked as lost in a previous inventory period has now been entered into the most recent
inventory and marked as found. You access this report while inventorying your materials
or while printing reports.

This report includes the following fields: call number, author, title, material number,
material type, and inventoried by circulation. You index the report by call number,
material number, title, author, or file order. You can limit the range of the report when
you use any index except file order.

Springfield Library

Materials Found this Period
Indexed by: Call number

Call Material . Material By

number number Title Author type Circ

245 BAl 10260 Lord, could you make it & Raines, Robert g X
little better? Arnold,
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Materials Lost report

The Materials Lost report lists the materials that are actually lost. This means they have
not been accounted for during inventory. You should print the Materials Lost report after
finalizing your inventory. You access this report while inventorying your materials or
while printing reports.

You have the option of including materials from all inventory periods or only the most
recent inventory period when you create this report. Your results vary according to which
inventory periods you collect information from (that is what option you choose in the
Inventory Reports Options window).

This report includes the following fields: call number, author, title, material number,
material type, price, periods lost, and date lost.

You index the report by call number, material number, title, author, or file order. You can
limit the range of the report when you use any index except file order. Before you print
this report, you should check your inventory reports options, including if you want to
limit the report to only those materials from the most recent inventory.

Springfield Library
Materials Lost
Indexed by: Call number
Call Material . Material . Periods Date
number  number Title Author type Price lost lost
18214 WG 10141 Walter Wick's  Wick, Walter, 7 1 114302000
optical tricks.
415 3CH 12079 "He's your dog,  Schulz, Charles 13 1 114302000
Charlie Brownl" f k.
743 AME 12086 Draw 50 Ames, Lee . 13 1114302000
animals f
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Materials Marked as Lost this Period report

To create this report, select the Materials Lost report and then select the “Include
materials from only the most recent inventory period” option.

Springfield Library

Materials Marked as Lost this Period
Indexed by: Material number

Call humber Material Title Author Material Price Periods Date lost
number type lost
TE2.14 WG 10141 Walter Wick's Wick, Walter. 7 1 11/30/2000
optical tricks.
7415 5CH 12079 "He's your dog, Schulz, Charles M. 13 1 11£30/2000
Charlie Brown!"/
743 AME 12086 Draw 50 animals § Ames, Lee J. 13 1 114302000

Materials Not Lost report

The Materials Not Lost report lists the materials in your collection that are not marked as
lost. The results of this report vary depending on when you print the report. You access
this report while inventorying your materials or while printing reports.

This report includes the following fields: call number, author, title, material number,
price, and material type. You index the report by call number, material number, title,

author, or file order. You can limit the range of the report when you use any index except
file order.

This is typically a very large report because it lists every material holding record in the
collection unless it is marked as lost.
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Springfield Library

Materials Not Lost

Indexed by: Call number
Call Material . Material

number number Title Author type Price
001.9 AS 10012 Unidentified flying Asirmov, |saac. B
ohjects /
oo1.9 BLU 10013 UFaQ/ Blumberg, Rhoda. &
001.9 BOM 10014 The Cardiff giant / Baoning, Richard A, B
001.9 COH 10015  Monster hunting today / Cohen, Daniel. B

Materials Remaining to be Entered report

This report is only available from the Inventory part of the program when a current
inventory is in progress. You can always access it from the Reports part of the program.
You should print this report before you finalize your inventory so you know which
materials have not been entered into the current inventory process.

The Materials Remaining to be Entered report lists the materials in your collection you
have prepared for inventory but haven’t entered into the current inventory. You access
this report while inventorying your materials or while printing reports.

This report includes the following fields: call number, author, title, material number, lost,
and date lost. It includes any prepared materials within the specified range that have not
been entered. If you don’t enter these materials into the current inventory before you
finalize the inventory, they are marked as lost.

You index this report by call number, material number, title, author, or file order. You
may want to limit the range of the report and check your inventory reports options before
you print the report.
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Springfield Library

Materials Remaining to be Entered

Indexed by: Call humber

Call Material Title Author Lost Date lost
number number

152.1 SR 10132 Stop and loak! : lllusions / Supraner, Robyn.

182,14 WIC 10141 Walter Wick's optical Wick, Walter. *11/30/2000
tricks.
152.4 ALT 10142 Feeling angry / Althea.

153.1532 GEH 10143 Eagle Eyes : a child's Gehret, Jeanne,
guide to paying attention

153.4 RIC 10144 What happens when you Richardson, Joy,
think? /

153.8 CAR 10145 Life is fun. Carlzon, Mancy. w o 11/3052000

Unrecognized Barcodes report

The Unrecognized Barcodes report lists the barcodes you entered that don’t match the
barcodes in your materials collection.

It may be helpful to print this report before finalizing your inventory to find out if some
material numbers were entered incorrectly. You access this report while inventorying
your materials or while printing reports.

This report includes the following fields: material number (the unrecognized barcode
number), error, and entered after call number.

This report is indexed by call number. You may want to limit the range of the report and
check your inventory reports options before you print it.
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Springfield Library

Unrecognized Barcodes
Indexed by: Call number

Material number Error Entered After
1553 Unknown

100210 Lnknown 001.9 S
1022 Lnknown 001.9 S
10054 Unknown 070 MEY
10099 Lnknown 030 WL
10311 Lnknown 109 DUR PEB
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System reports

System reports give you access to information you set up in your Spectrum database,
such as material and patron types, and the calendar days and hours the library is open.
The following System reports are available:

e Calendar—Hours

e Calendar—Months

e Material Type Descriptions

e Patron Type Descriptions

e System Information

Calendar—Hours report

This report lists the hours the library is open for each day of the current week. You set
these hours in Calendar Setup (Winnebago > Setup > Calendar).

Springfield Library
Hours of Operation

Day Open Closed
Sunday Closed

Monday 08:00 AM 12:00 PM
Tuesday 08:00 AM 12:00 PM

Calendar—Months report

This report uses the data you entered in Calendar Setup to create a wall calendar grid for
the month and year selected in the Months—Calendar Option window. Like a wall
calendar, each box on the grid represents a day of the month. The box displays "Closed"
if the library is scheduled to be closed on that particular day, or, if the library is scheduled
to be open, the box for the day is empty.
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Springfield Library
Monthly Calendar
Hovember 2000
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 a a
Chasad
5 G 7 a ] 10 1
Chasad Chad

Material Type Descriptions report

The Material Type Descriptions report lists the material type name, options, and call
number patterns for all material types.

The report is indexed by material type number. You can use the Start at and End at boxes
to set the range of records you want to include in the report. By default, the range is set to

include all of the material types.
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Springfield Library

Material Type Descriptions
Indexed by: Material Type Number

. Loan Grace . Renewsal
Material type period perlod Fine rate limit Searchahle
1 - Default 14 - Days 0 Day 0.00/Day 1 b4
Texthook/Fixed Asset
Call Mumber Patterns:
2 - Fiction 14 -Days 0 Day 0.00/Day 1 4

Textbook/Fixed Asset
Call Mumber Patterns: F, FIC,

Patron Type Descriptions report

The Patron Type Descriptions report lists the patron type name and the properties that
describe that type for all patron types. The report is indexed by patron type number, and
you can use this index and the Start at and End at boxes to set the range of records you
want included in the report. By default, the range is set to include all of the patron types.

Springfield Library

Patron type Schedule

Patron Type Descriptions
Indexed by: Patron Type Number

Global Checkout Fine

Expiration due date limit rate

1-2011 Class Default

05/31/2011 10 000

Display materials currently out, Exceed renewal limit, Renew overdues
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System Information report

The System Information report contains data about your Spectrum CIRC/CAT system,

such as partition levels, circulation statistics, numbers of materials and patrons, and so

on. The report opens in the System Information window. You can print the information
from the System Information window.

The System Information report includes the following information:

Report element Description

Partition If partitioned:
materials (aaa to bbb)
patrons (ccc to ddd)
If not partitioned

(No partition)

Number of materials Total number of materials

Materials on reserve

Number of copies Total number of copies
Lowest and highest material number
Copies lost
Copies overdue

Copies checked out

Number of material Total number of material types currently set up
types

Total checkouts today  Total number of checkouts logged today

Total checkouts to Total number of checkouts logged to date
date
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Report element Description

Number of patrons Total number of patrons
Lowest and highest patron number
Patrons with materials checked out
Patrons with overdue materials
Patrons with reserves

Patrons with fines

Number of patron Total number of patron types currently set up
types
Number of fines due Total number of fines currently due

Total amount of fines currently due

Circulation log Circulation log entries

Entries remaining to be processed

The following is a portion of the generated report.

Springfield Library
System Information

Partition
Materials: 10001 to 50000
Patrons: 1 to 9999

Number of materials: 7641
Number of reserves: 5
Number of advance hookings: 5
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