Workflows
Serials Toolbar

Serials

Wizards
Property Settings




Help Options

Review Serials Skills Checklist:

http://will.state.wy.us/wyld/network/committees/training/serials.h
tml

Sign up for e-mail distribution lists:
http://will.state.wy.us/wyld/email/lists.cfm

Review Online Help — Click on the word Help in the Menu bar while
in Workflows -- context (opens directly to window that is displayed)
or contents — both options allow you to search specific topics

Review WYLD TechNotes, SirsiDynix Manuals and access to other
documentation: http://will.state.wy.us/wyld/docs/index.html

Call or e-mail WYLD Support Team — wyldstaff@will.state.wy.us



http://will.state.wy.us/wyld/network/committees/training/serials.html
http://will.state.wy.us/wyld/network/committees/training/serials.html
http://will.state.wy.us/wyld/email/lists.cfm
http://will.state.wy.us/wyld/docs/index.html
mailto:wyldstaff@will.state.wy.us

BEhanDrlIDefaultsI Helpers

Serials ¥ Modify Issues W Combine Issues
Check In wizard ¥ Receive Special Issues ¥ Auto Distribute Partially Received Issues
Property Settings [T Auto Create Copies For Received Issues
Behavior tab | Print Routing Lists For Received Issues
Include user extended info entries: |none j

Auto Create Copies for
Received Issues

[T Print labels for received issues:

" Automatically

Note: Leave this " Print preview
unchecked - —
l.f CheCkedl you don’t ¥ Play sound when last expected issue is received |disroutway

get prompt for a
barcode when checking
in issues

Other Preferences

¥ Create Serial Control ¥ todify Serial Control

¥ modify MARC Holdings Records | Display Motes Before Checkin

Entries: |full j

At end of wizard
{* Show checked buttons & Perform selected action
Show Perform

¥ Mew Search  MNext Issue
¥ Mext I1ssue " Mew Search

p Close G Close



Behawior IDefauIts I Helpers

Serlals V¥ modify Issues ¥ Combine Issue
CheCk In leard ¥ Receive Special Issues ¥ Auto Distribute
Property Settings [~ Auto Create Copies For Received Issues
. . U . . ”
Behavior tab — Raised bar “Print Routing Lists \§| e 5 Cap e T
Enter your own text
3

Click on this raised bar to open Defaults tab for Pefaults]
ROUting List text Click on gadget for field text [T Print routing lists without confirmation

Select options from left column, click on arrow Return to WYLD when finished
in the middle to add selected option to list on  Receipt heaver:
the right

Date serial received

Title
Receipt general fields:

[l Gadget : Receipt fields

I%

List to choose from List selected | MName

<Z—

Receipt user fields:

Name Name
User address
User extended info

Shelved near WWYLD printer

Receipt footer:

£ |8




Behavior Defaultsl Helpersl

¥ Search  Browse ¢ Exact

Search index: |[REOLTTE1REL] -

Search library: IWSL j

Folder Options

¥ Show Control Information Folder ¥ Show MARC Holdings Folde

¥ Show Distributions Folder

Preferences for Working with Issues

¥ Show Expected Issues Folder

¥ Show Claims Folder

Mumber of issues per browse screen |11

Combine Issues Options

Combined enumeration
{* Combine the enumeration of the first and last issues
i Use the enumeration of the first issue

" Use the enumeration of the last issue

Comhbined chronology
{" Combine the chronology of the first and last issues
(" Use the chronology of the first issue

{* Use the chronology of the last issue

Order for received issues
Order of issues ™ Ascending ¢ Descending

Sorted by:

[¥ Show Received Issues Folder

\

Serials

Check In wizard
Property Settings
Defaults tab

Search Index: choose which index
you prefer
Select folders you want to see

Select how you want combined

// issues to display

Select the way you want the order

// of received issues to display

& Enumeration ¢ Date received  Date expected j




Eehauiur| Defaults

Helpers

Allow Configure Properties

v I Display Bibliographic Description

v

Eheck In: Set Properties

Combine Issues Options

\4

Defaults |

Bibliographic Display Option Defaults

Library: FuII access to all libraries *I

Entries: IFULL ~|

Shadow: { Yes { Mo * Both

[~ Display descriptive labels (for entries) ¢

¥ Display numeric tags (for entries)

v All call numbers
¥ All items
¥ MARC holdings

¥ Bound-with v Order summary

¥ Fixed fields <« __

ol

Serials
Check In wizard
Property Settings - Helpers tab

Clicking on the raised bar to “Display
Bibliographic Description” results in
the display of the Defaults screen
shown here.

Select the library of your choice

Select the type of Entries you wish
to view.

Two display options

Select bibliographic record display
options

Note: You should choose to

see the Fixed fields to check

publication frequency.



[Defautts]| Helpers |

Search preferences

Search type
Serials * Search O Browse  Exact
Display Control wizard Search index |Periodical Title M
Property Settlngs Search library: |ALL j

Defaults tab

Folder Options

I¥ Show Basic Information Folder ¥ Show Patterns Folder

. v Show OPAC Display Folder v Show MARC Holdings Folder
Select search index g play v o
H ¥ Show Distributions Folder M Show Subscription Folder
Select search library y
¥ Show Binding Folder V¥ Show Extended Info Folder
¥ Show Order History Folder ¥ Show Siblings Folder

. . v Show Routings Folder
Select which folders you wish to

access Issue Folders
v Show Expected Issues Folder ¥ Show Received Issues Folder
¥ Show Claims Folder

Select the order in which you
y Mumber of is5ues per browse screen |11

want received issues to sort
\ Order for received issues
Order of issues * Ascending ¢ Descending

Sorted hy: ¥ Enumeration ¢ Date received  Date expected



Helpers

Defaults

Allow Configure Properties

v I Display Bibliographic Description

Displar Control : Set Properties

Defaults |

Bibliographic Display Option Defaults

Library: FuII access to all libraries *I

Entries: IFULL
Shadow: T ¥Yes { Mo {* Both

[T Display descriptive labels (for entries)

v Display numeric tags {for entries)

¥ All call numbers
¥ All items
V¥ MARC holdings

¥ Bound-with

M Fixed fields <

¥ Order summary

[

1

l.\

T

Serials
Display Control wizard
Property Settings — Helpers tab

Clicking on the raised bar to “Display
Bibliographic Description” results in
the display of the Defaults screen
shown here.

Select the library of your choice
Select the type of Entries you wish
to view.

Two display options

Select bibliographic record display
options

Note: You should choose to
see the Fixed fields to check
publication frequency.



Ereate Control : Set Properties il

Serias 0 DR FITRRTR REER. b AT L
Create Control wizard
Property Settings e
Defaults | Helpers
Behavior tab :Il |

¥ Generate Mew Control IDs Automatically
ISXN warning — This is an

option to alert you if the ISSN
v Modify MARC Holdings Records

or ISBN you enter is invalid
\ ¥ 1SXM warnings must be acknowledged

Optional: Prompt to load ———> ¥ Prompt to load bibliographic pub pattern data when available
bibliographic pub pattern data

¥ Prompt For Library ¥hen Creating A Serial Control




Behavior {Defaults! Helpers

Search Preferences

Search type
(* Search " Browse  Exact

Search index; |Periodical Title

Search library: |ALL

Session Defaults

| »

Create Control Records for Library: |W5L

Basit Info
Categony1: v
Ctatus: ACTIVE v
Patterns

W Allow automatic prediction of issues

Category?2: |

Serials

Create Control wizard
Property Settings
Defaults tab

Select search index

Select your library for creation
of Control records

Select ACTIVE status for
current serials titles

**Check option to allow
automatic prediction of issues

10



Behavior |Defaults| Helpers

Serials
Create Control wizard
Property Settings - Default tab...(cont) - opac pisplay

¥ Allow automatic prediction of issues

[ Automatically update MARC holdings

OPAC Display: NOte: DO NOT CheV Display the [1 most recently arrived issues as a note

option to automatically update

Form of name to displa¥. & Enumeration

-

MARC holdings ¢ chronology
" Both

Form of name to display: Be sure

this option is the one you use the Distribution

most; if set to both and you usually Default library for holding code lookup: [WSL

just use Chronology, the Chronology Holding code: 2401PER

will dlsplay twice # of copies to add to catalog: II]_

Subscription

Distribution: Set default for library Copies to receive: T

Preferences for Working with 155ues

Set default holding code if desired

Select the order in which you want Order for received issues
. . /?
received issues to sort

Number of issues per browse screen: |11

Order of issues  Ascending  Descending

Sorted by: @ Enumeration " Date received © Date expected




Ereate Control : Set Properties

Eehauiurl Defaults

Allow Configure Properties

Serials
v Display Bibliographic Description Create ContrOI Wizard
- hodify Bibliographic Description .
Property Settings
v Replace Patterns
Helpers tab

Click on raised bars to set
additional options

Replace Patterns

12



Behavior| Defaults [Helners Serials
Allow Configure Properties Create Control Wizard
V I Display Bibliographic Description Property Set.tlngs s L .
Helpers — raised bar: “Display Bibliographic
Description
Defaultsl
Bibliographic Display Option Defaults =] ClICklng on the raised bar results in dISpIay of
Library: |Full access to all libraries j WindOW ShOWﬂ on the |€ft
Entries: |FULL ~|

Shadow: " Yes (" No & Both Helpers — raised bar: “Replace Patterns”

W Disuiay descrintive iaais tor aniriesy Clicking on the raised bar results in display below

¥ Display numeric tags (for entries)

¥ Al call numbers T

Behavior| Defaults |Helpers

W All items ) ]
Allow Configure Properties
¥ MARC holdings ¥ Fixed fields
¥  Display Bibliographic Description
¥ Bound-with ¥ Order summary

; [T  Modify Bibliographic Description

v I Replace Patterns

Ereate Control : Set Properties ﬂ

Display descriptive labels
Display numeric tags
Replace Patterns

Defaults |

Options

¥ Prompt to load hibliographic pub pattern data when available

13



| Modify Control : Set Properties

Serials
Modify Control wizard
Property Settings Eehaumrlnefaults| Helpers

Behavior tab Allow Configure Properties

. - . ¥ Create Serial Control
ISXN warning — This is an option

to alert you if the ISSN or ISBN &) iy MRRE Holdhs Feecode
you enter is invalid ——> [V ISXN warnings must be acknowledged

¥ Delete Received Issues
Select option to Delete Received

Issues

14
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Behauiurl Helpersl

= Search

Search index: ICuntrnI 1D

Search library: IWSL

Folder Options

[¥ Show Bas

[¥ Show OPAC Display Folder
¥ Show Distributions Folder

[¥ Show Binding Folder

Browse { Exact

KN KN

ic Information Folder ¥ Show Patterns Folder

¥ Show Subscription Folder

¥ Show Extended Info Folder

¥ Show Routings Folder

Distribution Def

aults

¥ Show MARC Holdings Folder

Default library for holding code lookup: IWSL

Holding code:

# of copies to

|24u1PER

add to catalog: II]

Preferences for Working with Issues

Configure Default Selection For Remowing Issues E

" Remowe All Issues ¢ Remowe Selected Issues

[¥ Show Expected Issues Folder

[¥ Show Claims Folder

Mumber of issues per browse screen: |15

Order for received issues

Order of issues

Sorted hy:

# pscending © Descending

* Enumeration ¢ Date received ¢ Date expected

¥ Show Received Issues Folder

Serials
Modify Control wizard
Property Settings - Defaults tab

Select desired search options
Search index
Search library

Select default library for
holding codes

Select default holding code if
desired

Select defaults for removing
issues

Select display order for received
issues



Behauinrl Defaults

Allow Configure Properties

" Display Bibliographic Description |

Mudil"}r Control : Set Properties

Defaults |

Bibliographic Display Option Defaults

Library: |Full access to all libraries j

Entries: |FULL

[

Shadow: T ¥Yes ¢ Mo * Both

[T Display descriptive labels {for entries)

[v Display numeric tags {for entries)

Vi All call numherﬁf'T‘
¥ All items
¥ MARC holdings

¥ Bound-with

[¥ Fixed fields

[v Order summary

Display descriptive labels
Display numeric tags

Replace Patterns

Serials

Modify Control wizard

Property Settings

Helpers — raised bar: “Display Bibliographic
Description”

Clicking on the raised bar results in display of
window shown on the left

Helpers — raised bar: “Replace Patterns”
Clicking on the raised bar results in display below

Behavior| Defaults| Helpers

Allow Configure Properties

¥  Display Bibliographic Description

v Modify Bibliographic Description

i I Replace Patterns

Mudiﬁr Control : Set Properties

e

Defaults |

Options j
¥ Prompt to load bibliographic pub pattern data when available 16
=




Defaults | HE|per5|

Search preferences

Search type
i* Search  Browse  Exact

Search index: |Control ID x

4

Search librany: |WSL

Folder Options

¥ Show Basic Information Folder [ Show Patterns Folder

¥ Show OPAC Display Folder v Show MARC Holdings Folder
¥ Showr Distributions Folder ¥ Show Subscription Folder

¥ Show Binding Folder [¥ Show Extended Info Folder
¥ Show Order History Folder v Show Routings Folder

Issue Folders

W Show Expected Issues Folder ¥ Show Received Issues Folder

¥ Show Claims Folder

Number of issues per browse screen |11

Order for recelved issues /
Order of issues ™ Ascending ¢ Descending

Sorted by: * Enumeration  Date received ¢ Date expected

Serials

Remove Control wizard
Property Settings
Defaults tab

Select desired search options
Select folders you wish to view
Change defaults if you don’t wish

to display all the folders

Select which issues folder you
wish to view

Select in which order you wish to
view received issues



Remuve Control : Set Prop

Display propery page:  Always & Mewver ¢ Wizard Startup

Defaults|_Helpers |

Allow Configure Properties

¥ I Display Bibliographic Descriptio

Remuve Control : Set Properties ﬂ

Defaults |

Bibliographic Display Option Defaults =]

Library: IFuII access to all libraries j

Entries: IFULL -]

[T Display descriptive labels (for entries)

¥ Display numeric tags (for entries) E "‘\
-

¥ All call numbers

¥ Allitems
¥ MARC holdings ¥ Fixed fields
¥ Bound-with ¥ Order summary =

Serials

Remove Control wizard
Property Settings
Helpers tab

Clicking on the raised bar results in
the display of new Defaults

windows displayed here

In this Defaults tab options can be
changed as desired

Display descriptive labels
Display numeric tags

18



Behavior| Defaults | Helpers

Search preferences

Type KEYWORD |
Index: Title |
Library: ALL |
Editor display options

(" MARC View

& Descriptive view

Gall number default values

[ Show shelwing key

[tem tree defaults

(" ltem tree display collapsed

Extended Info Display Options

WV Display staff note on item list

WV Display public note on item list

¥ Display fixed fields /

V Display descriptive labels (for entries)

* ltem tree display expanded

Serials
Item Search and Display wizard
Property Settings -Defaults tab

Descriptive view displays the

Bibliographic record with the fixed
field elements at the top of the
record as you are used to seeing it

Display descriptive labels shows

record tags with descriptions
instead of just tag numbers

Default selection of Item tree
display collapsed shows call

numbers without their barcodes

Default selection of Item tree
display expanded shows call

numbers with all their barcodes



Serials

Item Search & Display
wizard

Property Settings
Defaults tab ...(cont)

Select tabs you wish to view
for bills, checkouts, orders,

and holds

Configure information

displayed within those tabs

as you wish

Behavior DEfaU“S“ Helpers |

Extended Info Display Options

¥ Display staff note on item list

¥ Display public note on item list

W Show hookings
M Show holdings

¥ Show serial control

Bills Tah

W Show hills

Library: |l libraries =l
Bills type: [an [
Checkouts Tab

W Show checkouts

Charge ovmership: [Checkout library =]
Library: [all libraries =
Checkouts type:  [Active =
Selectionlists Folder

W Show Selectionlists Folder

Library: |Fu|| access to all libraries )
Status: [None =

Orders Tah

¥ Show orders

Library: |Fu|| access to all libraries )
Orders type: Iﬂ" ~|
Holds Tab

¥ Show holds

Library type: [Placed at library [
Library:  [all libraries [
Holds type:  |Active [

20



Serials

Item Search and Display wizard
Property Settings

Behavior tab

Delivered defaults shown for
search options

Item Search and Display : Set Properties

Display properly page:  Wizard Startup * Newer

Search Library Preferences

Search library listtype: & Search by library
(" Search by search library group
" Search by library or search library group

Search library list ALL b

21



Behawior | Defaults | Helpers||

¥ Display Bibliographic Description

Configure.__.
¥ Print labels
¥ Print preview labels
¥ Configure Options for ltem Search Configure...
¥ Advanced search Configure.__.
Item Search and Display : Set Prope El
Defaultal
Bibliographic Display Option Defaults =
Library: |Full access to all libraries -
Entries: |FULL -
Shadow: ¢ Yes  No * Both
[~ Display descriptive labels {for entries)
¥ Display numeric tags (for entries)
¥ All call numbers
v All items -
="
¥ MARC holdings ¥ Fixed fields e
¥ Bound-with ¥ Order summary
]

Serials

Item Search and Display wizard
Property Settings

Helpers tab

Clicking on the raised bar for the
option to Display Bibliographic
Description enables you to
configure additional options for
entry as shown at the left

Note: You need to be able to see
the fixed field as it is from this area
of the bibliographic record that the
system pulls the periodical’s
publication frequency

22



Il:em Search and

Display property page:  Wizard Startup & Newer

Behavior| Defaults Helpers

¥ Display Bibliographic Description

¥ Print labels

¥ Print preview labels

¥ Configure Options for lem Search

¥ Advanced search

Item Search and Display : Set Properties

Configure__. |

Configure_.. /

Configure_..

Display property page:  Wizard Startup (% Neuer

Defaults

Search

Publication year: I

Format: IAII
Item type: |A||
Location: IAII

Item category 1: IAII

Item category 2: IAII

Language: IAII
Shadow: IBOTH
Sort by INnne

Call Mumber Browse

Class scheme: IDEWEY

S s o )

Display

Order of Libraries
{* Mame

{" Description
" Mone

Record View: Iﬂll

V¥ MARC Holdings
Call Numberiltem Order

Entries:

{* Ascending
" Descending

Serials

Item Search and Display wizard

Property Settings

Helpers tab — raised bar to Configure Options for
ltem Search

These are system delivered defaults
Change these settings if you wish to limit a
search to one or more of these options

For a shelflist browse of your library’s call
numbers, select the class scheme used most in
your library

When the Item Search and Display wizard is
open, these configuration options display when
clicking on the helper shown below

Item Search and Display

[P [

23



Behavior| Defaults [Helpers

[¥ Display Bibliographic Description Configure...
¥ Print labels
[ Print preview labels
[ Configure Options for Iltem Search Configure...
¥ Advanced search 4, Configure...
Item search and Display : Set Properties
Defaults|
Presentation type @ Single field search ¢ Advanced search
Advanced search preferences
Index Operator  Index Operator
General v | |AND ¥ | |Title v |AND
Author *|[|AND  ~||Title *||OR
*[|JAND * *||AND
| |AND

| «

Serials

Item Search and Display wizard
Property Settings

Helpers — raised bar to configure
options for Advanced search

Select options as desired for
combined searches

When the Item Search and Display
wizard is open, these configuration
options display when clicking on the
helper shown below

Item Search and Display

40 ] FA e T «

This helper works like a toggle;
click on it again to close this
search option 24




(]| Check Item Status : Set Properties § Serials

Check Item Status wizard
Property Settings
Behavior tab

Display propery page: ¢ Wizard Startup * MNewer

ehavior: Helner5| Click on raised bars to select more
options if you chose to allow printing

¥ Display instructions

¥ Display hold instructions Enter your own text
_~ Note: The print option in the raised

bar allows you to enter text for each
Allow Configure Properties type of hold slip

¥ Display in transit instructions

I¥  Print available hold slips

Be sure you’ve configured your
3 Print transit slips receipt printer under Preference in
the Menu options as shown below

v Print reshelving slips o

v Print hold wrapper slip ll

Deskiop P Barcode Feader..

25



Behawior IHE|per5|

¥ Display instructions
[+ Display hold instructions

¥ Display in transit instructions

Allow Configure Properties

slips” results in display of template
¥ I Print available hold slips /

Eheck Item Status : Set Properties
D

efaults |

Receipt header:

Receipt fields:

Receipt footer:

[T Allow date formatting description

Date format description:

Enter your own text

Serials
Check Item Status wizard
Property Settings

Behavior tab —raised bar for “Print available hold

Use the gadget next to each text box to either
enter strings of text of your choosing (Receipt
header and Receipt footer) or make selections
from a list of pre-selected options (Receipt fields)
as shown below; use arrows to move selections

v|

Gadget : Receipt fields

List to choose from

Author

Call number
Comment
Current time
Email

Expires

Item 1D

Lewvel
R —
Phone number
Pickup library
Placed

Range

Title

User ID

18

List selected

Call number
Title
MName

26



i Check Item Status :

Defaults |

Receipt header:

\ [®

Eadget : String List x|

Enter 5tring: |Che:-,renne WY 82002

|»

List selected @'

yoming State Library
2800 Central Ave

Up [

Dowrn

— Add {0} | Sawve |

Enter your own text

_ll |_r|j_

Remowe | Cancel | L

Serials

Check Item Status wizard

Property Settings

Behavior tab — raised bar for “Print available
hold slips” retrieved template; click on gadget
next to each area

Receipt header

Click on the gadget for Receipt header to
display the window shown here

Enter desired information as shown:

Click on the Add button to add each line to the
receipt header (or just hit the enter key on
your keyboard)

Each line of text can be re-arranged within the
header by using the up or down button

Click the Save button when finished
27



E Check Item Skatus : Sek Prupertieg

Defaults |

Eehauiurl' Helpersl Vityoming State Library

2800 Central Ave
Cheyenne WY 82002

Receipt header:
¥ Display instructions P

v Display hold instructions ‘@’
[ Display in transit instructions Call number
Titl
Allow Configure Properties Receipt fields: e
Name
¥  Print available hold slips Fickup library &
¥ Print transit slips Thank you for using the
v Print reshelving slips Receipt footer: viyoming State Library.
v Print hold wrapper slip &
Serials Text of available hold slip created by clicking on
Check Item Status wizard gadget next to each text box
Property Settings
Behavior tab Enter your own text

“Print available hold slips” raised bar

28



Eheck Item Status : x|

Display property page: ¢ Wizard Startup & Newver

Behavior| Helpers | Serials
Allow Configure Properties Check Item Status wizard
Property Settings
"2 I Iltem Search P y 8
Helpers tab

¥  Change ltem ID |

Raised bar for “Item Search” —

[~ Start with search helper Behavior tab

Eheck Item Status : Ikem Search:Set Proverties

Note: within the window of the

Behavior | Defaults | Item Search raised bar there are
Search Library Preferences two tabs in which to set options:
Search library listype: & Search by Tibiam Behavior tab and Defaults tab

" Search by search library group
" Search by library or search library group Both are shown at left
Search library list: ALL -

Behawior|. Defaults |

Search preferences

Preferred search type: = Keyword ¢ Browse { Exact

Preferred search index: ITitIE

[
Preferred search Iihran.r:l j 29



Behawior |Helpers I

Allow Configure Properties

v Itemn Search

2 I Change Item 1D

Eheck Item Status : Change

Helpers |

Allow Configure Properties

V¥  Item Search

¥ Start with search helper

Serials

Check Item Status wizard
Helpers tab — raised bar
“Change Item ID”

Eheck Item Status : Item Search:set Properties

Behavior | Defaults |

Search Library Preferences

Search library list type: & Search by library

Search library list: ALL

x|
 Search by search library group
 Search by library or search library group
x

/ Eheck Item Status : Item Search:Set Properties
Defaultsi|

Search preferences

Preferred search type: & Keyword  Browse  Exact

Preferred search index: |Title j

Preferred search library:

Note: within the window of the Change Item
raised bar - Item Search bar,

there are two tabs in which to set

options: Behavior tab and Defaults tab

Both are shown above 30




