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GENERAL

MAIN MENU AND TOOLBAR

Eﬂ Bookworm - Media Catalog System
File Edit Catalog Circulakion  Zwstem  Help

aNew @Edit mcmckom &Checkln mmanew ﬂHDM ﬁLust Damaged 4] Discard

The menu and toolbar shown above are the primary means of navigation to the different tasks
in the system. The most common tasks are available on the toolbar. All tasks are available
on the menu. Each task is explained in more detail throughout this document.

Boofvorn

Librarian Login
User ID

Password

| Student Access | | ok || Qut

The Bookworm application requires a user to specify credentials in order to gain full access to
the application. Credentials are not required if the only access needed is to search the
inventory of media. If this is the case, press the “Student Access” button to obtain search
only capabilities to the application.

NOTE: Credentials are setup through the School Administration System.



CATALOG

ENTER NEW MEDIA

¥ New Media AEE
(ccazeions ISBN | (=] Location |Library ¥ |
Call Number| | Binding | | Media | Bosk |
L Ly
Series | | Book Number I:I Reading Level
Title | | Interest Level
Author | || | [JAIR Book AR Points | 10 |
| || | CJ AR Test
Subject | |
Deszcription ~
W
Genre |
i — Purchasze Hotes 3
"
Lucatiun| Vl i
Date | 7 f E] Price
W
. v
Medal Winner | hd | [ Proofed
Review Source | b
Frogerity | v| [ e ][ Copy ] [ Save ” Cloze ]

The catalog of books and other media contained within the library can be entered into the
application through the New option on the Catalog menu, or by pressing the New button on
the toolbar. The following information can be collected about each media item.

Accession A unique number for each media item. See Using Accession Numbers for more

Number information. The Accession Number is always required.

ISBN ISBN number found on the book. The ISBN number is required if online retrieval is
used.

Location This is always a value of “Library” in this version. Future versions may support

other locations

Call Number

Call Number of the book

Binding Type of binding; paperback, hardback, etc.

Media Type of media; book, DVD, newspaper, magazine, etc.

Series The series of the book, such as “Harry Potter”, “Dr Seuss”, etc.
Book Number The book number as specified within the series

Title Title of the book or media

Author Name of author. Up to 4 authors can be specified.
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NOTE: It is recommended entering the author in LastName, Firstname format.

Reading Level

Grade level in which the media is targeted.

Interest Level

Estimated age range of student which may be interested in contents of media.

AR Book Is this book an Accelerated Reader Book?

AR Points If it is an AR Book, how many points is it worth

AR Test Does the library currently have the AR Test for this book?

Subject Helpful for search for different types of books. The subject is a generic term that
can be determined by the library.

Description Description of book, often times this is the description from the back cover of book
or the copyright page. Description can also be retrieved online.

Genre Genre of book; such as Religious, Fiction, etc. This is provided to allow searching
for groups of media. Genres cam be determined by library.

Purchase The location the media was purchased

Location

Purchase Date

Date of purchase

Purchase Price

Cost of media

Notes

Free form field. Any information can be entered.

Medal Winner If the book is a Medal Winner, specifies the source.
Proofed Has media been proofed? See Online Retrieval
Review Source Where this media was reviewed

Priority Priority of media to obtain.




SEARCH/EDIT MEDIA

To search an edit media select the Catalog | Edit menu option or select Edit from the
toolbar. The search/edit is comprised of three screens, each described below...

'§ Search Media

Search

F B

Accession ¥ |‘| ISBN | |
- 4
& =2
Series |contains hd ” |
Titlelcontains b ” |
Author | containg b " | Call Number I:I
k- -4
Fram To
s L 1 Media Location Medal Winner
A Book e Library A Aldecott 4
Interest Level Muzic MewBern:
AR Points| 0.0 2| Movie williarn &llen
Include 4l Bocks | = v v
i £
Subject| |
Genre| |

e A
& =
" =

The first screen is the Search screen. This provides a wide variety of ways to search for
media. The search is an inclusive search, which means that all values specified will be
included in the search. For example, if values of 3.5 and 6.0 are entered into the Reading
Level AND a value of “Fiction” is entered into the Genre then the search will find all media
that has a Reading Level between 3.5 and 6.0 AND a Genre of “Fiction”. The only exception
to this is the Accession Number; if this is specified then all other search criteria are ignored.
The order of the media can also be specified using the Sort By drop down. Once the criteria
is specified press ENTER or the Search button and the search will take place. If only one
media is found in the search, the Edit screen is displayed; otherwise the List screen will
appear.



Search  List Edit

Accession ISBM Tltle Author Current Statuz |

ABC ericana from the Mational Gallery of Art Rubin thia Elyvce =)

11724 (0-439-40547-5 |Angel Onthe Square

Whelan, Glaria Lozt
31987 (0-690-07451-2  |Are There Spooks in the Dark? Fregosi, Claudia
11252(0-385-74618-0 |Baby Gets the Zapper Dewan, Ted

12263(0-670-81109-2  |Bunniez and Their Sports
0-06-028049-2 |The Danny and the Dinogzaur Treasury
22428(0-8172-4623-1  |Digaer The Stary of a Male in the Fall
12356(0-8164-3180-9 | The Dream of the Little Elephant
0]16012-62301 Friendship Saves the Day
0f1-86282-535-6 |the Grazzhopper and the Antz
0|0-316-15304-4  [Just the Thing for Geraldine

Carlson, Mancy L.
Hoff, Swd

Potter, Tesza

=

Checked Out

Barnstein, Ruth
Ravin, Karen

Erown, hargaret Wize
Conford, Ellen

223N Lady and the Trarmp Walt Dizney
0]0-394-84955-8 |Lady and the Tramp Dizrey, Walt
1] Lady and the Trarnp Walt Digney
0]0-394-34955-8 |Lady and the Tramp Digrney. Walt
0|780590-566438 [The Lamb and the Butterfly Sundgaard, Arnaold
0]1-885222-87-1 |The Lion King The Pal Partal Walt Dizhey

12376(0394-90033-2 Little Black Goes to the Circus Farley, Wwalter

1027 7(088577-426-F  |Little Puppy Saves the Dav Pepin, kMuriel
0|0-8249-8077-8 |The Littlest Angel bdeets the Mewest Angel Kidd, Ronald
0|0-8062-4842-4 |Liza and Mother "Rug” Bear Sappenfield, John R. 5

The List screen contains summary information about the media. The media that is
highlighted may be selected by pressing ENTER or the Select button (you can also double-click
on any line to select that media). This will take the screen to the Edit screen for that
particular media. To return to the Search screen select the Search hyperlink at the top of the
screen.

NOTE: If the current status is blank this indicates the media is currently in the library.



n'.& Search Media

Search List Edit

-

Accession & ISBN |0-7614-0645-X =] Location Library v|
Call Number Binding | Hard Back v Media | Book - |
Series |Ce|ebrate the States | Book Number I:I Reading Level
Title |De|aware | Interest Level |Midd|e Grade hd |
Author | Schuman, Michael || | [“A/IR Book AR Points
| || | ] AR Test

Subject |De|aware |

Description | Dizcusses the geographicfeatures, history, government, people. and attractions of the state known as the First State, |
because it ratified the U.5. Constitution first,
w
Genre |N0nficti0n, Rezearch, Juvenile Literature
' Ty
— Purchase MHotes
. ~
Lucatmn|DanieIs Vl I
Date |08/25/06 [+ | Price § 3.00
v
e o
I 3
Medal Winner |Aldecott b Priority |High hd ,
| ' '
Review Source |Heneance v | 1 Proofed
L Save Cancel

The Edit screen contains the detail information about the media. The Proofed check box
should be checked once all the information for the displayed media has been reviewed. The
Description and Notes can be expanded by clicking the left mouse button on the Description
label (shown as a hyperlink). The Description provides information about the contents of the
media. For example, if the media is a book, often times the information from the back cover
of the book will be entered here. This information is shown to students when only Student
Access is granted. The Notes field is a free form text used by the Librarian to specify
anything about the book deemed important to the Librarian. This value will not be seen when
only Student Access is granted.

Also notice the internet can be searched using the button to the right of the ISBN value
to provide title, author and description information (see Online Retrieval).

The left and right navigation buttons will move forward and back through the list of
@E media based on the selection criteria. These buttons are disabled when only one

media is found. Information is automatically saved when using these navigation
buttons so there is no need to explicitly save any changed information.

To navigate back to the List screen press the List hyperlink at the top of the screen.



ONLINE RETRIEVAL

Entering media information into the application is a time consuming process. The
application has the capability of searching the internet for three of the stored values; title,
author and description. Since the description takes a large portion of the data-entry time this
feature should help cut down on the data entry time significantly.

Note: The administrator or technical support staff will need to turn this capability
on before it can be used.

The Internet Search feature uses the ISBN Number to search the internet for the book
information. Therefore the ISBN Number is required before the search will take place.

One method of searching the book information is during the data entry of the book.
To search using this method select the button to the right of the ISBN Number after the ISBN
Number is entered

ISBM @ h Cnline Search

Depending on the speed of your internet connection it could take anywhere from five
to thirty seconds to search each book. Because of this, a better method for searching is
through the Online Retrieval batch process. To access the batch process, first enter the
Accession Number and ISBN Number using the Data Entry process (see Enter New Media).
Other information may be entered but the Accession Number and ISBN Number are the only
required pieces of information.

Note: If you wish for the online retrieval process to retrieve the title, author and
description, do not enter this information. The online retrieval process will
not override any information entered manually.

After entering as many books as desired, select the Online Retrieval process from the
Catalog menu (see Figure 1). The screen that is displayed will show the number of books that
are ready to be searched. Press the Execute button to begin the online retrieval process.

Note: The application uses a service called ISBNdb for its online searching. This
service allows 500 searches a day at no cost. If you require the capability
to search for more than 500 books a day please contact your Administrator.

Although the batch process will fill out the title, author and description, it may not
always properly format the information. Therefore it is recommended that the information
be proofed after the process is complete. To do this go to the Catalog Edit screen, enter
“Not Proofed” from the Include drop down and press Search. This will give you a list of all
books that have been processed online but not yet reviewed. Select any record in the list to
go to the detail screen. You can quickly navigate from one record to another using the
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navigation buttons. Information is automatically saved when using the navigation buttons so
there is no need to select the Save button.

" Online Media Retrieval

NOTICE:
Thiz proceszs retrieves information from the internet. Make sure thiz computer
iz connected to the internet before beginning the process.

Depending on your internet connection speed and the number of records being
processed, this process may take a zeveral minutes complete.

Total Records to Process: 5,283 |

The online service allows a maximum of 500 requests per day.

Mumber of online requests made so far today: |

Prezs EXECUTE to begin retrieving information from the online zource.

Execute

FIGURE 1
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CIRCULATION

This section describes the means to track the circulation of media. Most screens
within the Circulation module require the selection of the student, the media or both. The
containers used to select students and media are the same for most screens within the
Circulation module therefore they are described here.

STUDENT SELECTION

Student Name Title Drate Checked In  Status 5
Dear dmerica: Yovage onthe 120 202006 Check Qut
Doe, John Dear Mr. Fyan, You're Ruining  12/06i2006 Check Dut
BirthDate 0F/20/1994 Grade Tth The Princess Diaries - Book £3 - 1102102006 1262008 Check Cut
Notes A Corner of the Universe 11452006 11027152006 Check Out
~ Hoot 100042006 111452006 Check Out
Eliza in the hMiddle 09i2712006 09292006  Check Out
The Princess Diaries 09072006 092720068 Check Cut
v v
FIGURE 2

See the Student Selection Control section for information on how to select a student.
In addition to the selection of the student, this section displays the Birth Date and Grade
Level of the student to help verify the selected student is the correct student. The Notes
field provides a way for the user to enter special notes about the student. These notes will
appear anytime this student is selected throughout the application. The right hand side
displays the historical information of the media for the student. It shows what media has
been checked out in the past and what is currently checked out. It also shows what media is
being held for the student, and anytime a media is lost or damaged by the student. Any
information in red indicates the media is still recorded in the system as checked out.

MEDIA SELECTION

Media Student Marne Drate Checked In Status e
10033 L] Doe. Jane 1201142006 Check Out
Shoot fOI" the HQOP 1172002006 1200472006  Check Cut
100232006 T0/2FI2006  Check Cut
ISBN 0-316-14125-9 10 Br2006 10A8/2006  Check Cut
Author Christopher, Matt 101 2i2006 T0AB/2006  Check Qut
AR FPoints 20 AR Test 0222008 033072006 Check Cut
Reading Level 4.3 v
This media is currently checked out by Doe. Jane. If you continue the media will be automatically checked in before ﬁ
checking it out to the student selected above.

FIGURE 3
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See the Media Selection Control section for information on how to select media. In
addition to the selection of the media, this section displays the ISBN Number and Author to
help identify the media as the correct one. Also the AR Points, AR Test and Reading Level are
displayed for the librarian to assure the student is checking out books suitable for them. The
right hand side displays the historical information of the students who have checked out this
media or have this media on hold. Any information in red indicates the media is still recorded
in the system as checked out.

INFORMATIONAL MESSAGES

On occasion a yellow “message” box will appear below the student or media section.
(See Figure 3 for an example). The messages indicate the system has recognized something
unusual. In the example in Figure 3 the selected media is shown to be currently checked out
by another student. This means either the incorrect media was selected or the media was
not recorded into the system when it was checked in. These messages will sometimes
prevent you from continuing until another action is taken. Other times, as in the case in the
example, the application will automatically execute a default action if the current process is
continued. In the example in Figure 3 if the media is checked out to John Doe the application
will automatically mark the media as checked in for Jane Doe.

13



Check Out

Use this feature to track the media that is checked out by students. Both the student
name and the media are required. The upper section is the Student Selection. The middle
section is the Media Selection. The lower section contains the Check Out and Due Dates. By
default the Check Out date is the current date and the Due Date is seven days from the check
out date. These values can be changed when necessary. See the Date Control for more
information about how to enter dates.

CHECK IN

Use this feature when the media is returned to the library. This not only pertains to
media that is checked out of the library, but also media that is lost or damaged. If media is
lost and later found, use the Check In feature to record that it is returned to the library. If
the media is damaged and then repaired, use the Check In feature to record it as returned to
the library. When checking in media, only the media or the student needs to be entered.
Choose which piece of information to enter by selecting either the “By Media” or "By
Student” hyperlink at the top of the page.

Figure 4 shows an example of the screen when “By Media” is selected. Once the
media is entered the student information will automatically be displayed in the lower half of
the screen. The check in date defaults to the current date but this can be changed.

Figure 5 shows an example of the screen when “By Student” is selected. Because Jane
Doe has two books checked out, the lower half of the screen displays a list. Using the
checkbox on the far left of the list, select all media being checked in. If only one media is
checked out to the specified student, the lower half of the screen will show the one media in
a more detail view instead of showing the media in a list.

14



% Circulation -- Check In

By Media BvStudent
Media Student Mame Status Date Check In ]|
110033 i Doe, Jane Checked Out  12011/2006
Shoot for the Hoop Checked Out  11/20/2006  12/04/2008
Checked Out 1002372008 lz2vzo0e
ISBN 0-216-14125-9 Checked Qut 10/ B/2006 1001872006 1
Author Christopher, Matt Checked Out 10/ 2/2006 101672006
AR Points 20 AR Test Checked Out 08222006 08/30/2006
Reading Level 4.3 ~
Title Status Date Check In |
Shootfor the Hoop Checked Out 1211152006
Doe' Jﬂ“e Webzter's Dictionary and ThesaChecked Out 12i0442006 1zmazo00e
BirthDate 05/05/1997 Grade dth Baseball Turnaround Checked Out 11/28¢2006 12f0452006
Notes Great lllustrated Classics - Book Checked Qut 11152006 12mndizaog —
fad Stepping Stones: The Blue Gho Checked Qut 110372006 1100952006
Tales of a Fourth Grade Mothing Checked Out 1150252006 1200712006
Superfudge Checked Out 10/3062006 12n1iz2006
M The Fox Steals Home Checked Out 10/26520086 11022006 »|
[Check In Date ]

FIGURE 4

& Circulation -- Check In

Byvtdedia By Student

Student Name Title Status Date Checkln | &)
Shoot for the Hoop Checked Out 121172006
Doe' ane Webster's Dictionary and ThesaChecked Out 12/0452006 1210472006 =
BirthDate 05/05/1937 Grade 4dth Baseball Turnaround Checked Out 1172972006 12¢0472006
Motes Great lllustrated Classics - BookChecked Out 1115652006 12452006 —
-~ Stepping Stones: The Blue Gho Checked Qut 11032006 11092006
Tales of a Fourth Grade Mothing Checked Qut 1100252006 120072006
Supetfudae Checked Out 1003002008 1201152008
b The Fox Steals Home Checked Out 1072652006 110212006 )
This student has multiple media checked out.
Please select the media to be checked in.
Title Statuz Date )

or the Hoop G
] Magic Tree House - Book #23: Twister on Tuesday Check Out 092112008

[Check In Date |[i]

(e (5] |

FIGURE 5

15



RENEW

Use this feature to extend the time period the current student has the media checked
out. Like the check in feature, only the media OR the student needs to be specified to find
the circulation information.

Note: Media may also be renewed by using the Check Out feature. This method requires
more steps and time because it requires you to specify the media and the student
but nevertheless is can be used if you prefer staying on the Check Out screen.

HoLD

Use this feature to reserve media for a student when the media is currently not
available to be checked out. Both the student and media information needs to be specified
to place media on hold. At the bottom of the screen enter the release date, which is the
date the media is automatically released from hold status if not checked out by that date.
The release date defaults to seven days from the due date. Media can be place on hold
multiple times. When media is placed on hold multiple times, the default release date is
seven days from the previously held release date.

LosT

Use this feature to record media as being lost. The selection of media is required but
the student is optional. If the name of the student who lost the media is known, it is
recommended to record that information; but it is not required. If a media is later found, it
can recorded as returned to the library by using the Check In feature.

DAMAGED

Use this feature to record media that has been damaged. As with Lost, the selection
of the media is required but the student is optional. If the name of the student who damaged
the book is known, it is recommended to record that information. Once the media is repaired
it can recorded as returned to library by using the Check In feature.

16



DISCARD

Use this feature to record media being discarded. Media can be discarded for a
number of reasons, such as being too damaged to repair or media that contains material
regarded as inappropriate. The reason is recommended but not required.

& Circulation -- Discard

Please select the media you wizh to discard

Media Student Marne Status Date |
2
Title
ISBN
Author
AR Points AR Test
Reading Level a4l
Fleaze describe the reason you are dizcarding thiz media
Beason
A
v
FIGURE 6
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MAINTENANCE

The Maintenance feature provides a way to fix any errors that may have occurred
using any of the above circulation features. It gives full access to all the circulation
information and allows modification of any data, including the ability to delete it. The screen
is organized differently than all the other screens in the Circulation module but the
information is the same.

Here are some common scenarios where the Maintenance feature will be used...

- Media is checked out using the incorrect check out date. To correct this error,
select the media using the Media Selection Control and then enter the correct date
in the lower right hand corner of screen.

- Media is checked out to the wrong student. To correct this error, select the media
using the Media Selection Control and then enter the correct student using the
Student Selection Control (see figure 7).

- The wrong media is checked out to a student. To correct this error, go to the “By
Student” screen and select the student using the Student Selection Control and
then enter the correct media using the Media Selection Control (see figure 8).

Because the Maintenance feature should be rarely used, it is not available on the
toolbar. The Maintenance feature is available from the Circulation menu.

18



% Circulation Maintenance

By Media Bv Student

ISBN AR Points AR Test
Author Reading Level
Student Mame Status Date Check In -~
L]

Delete

Change Student

BirthDate Grade
MHotes
| Checkout Date| '/ -
Due Date | |/ -
Checkin Date | |/ -
)
FIGURE 7
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% Circulation Maintenance

Bvbhiedia By Student
Motes
e
BirthDate Grade
w
dccession & Title Status Date Check In |
|
Change Title Delete
[.]
ISBN CheckoutDate| = - |
Author Due Date | | | hd
AR Points AR Teszt ]
) Checkin Date | / / -
Reading Level

FIGURE 8
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System
CoDES EDITOR

Most of the drop down lists contained within the Catalog information can be modified.
New items can be added to the list; existing items can be changed or reordered. This can all
be done using the Codes Editor accessed through the System menu. To modify information,
first select from the category of items at the top of the screen. The list of current items for

that category will then be displayed.

Select the New button to add a new item to the list. A new item is added to the
bottom of the list with a blank description. Type the new description in the “Change
description” box. Press the TAB key for the changes to be reflected in the list.

Note: The order of the list can be changed by dragging' the button on the left of the

item in the list.

Select a category

Uze mover bars to order the lizst
T

| | Paper Back

|| Spiral Bound

| |Board Book

|_|E Boak

|| Big Books

L | Towibdovable

Change description
|Har|:| Back |

[ ] Obsolete

New

FIGURE 9

To modify an existing item simply highlight the
item in the list and change the value in the
“Change description” box.

Iltems cannot be removed from the list but they
can be marked as obsolete. By marking the
item obsolete, the item will no longer show up
in the dropdown list unless the item has already
been specified for the media currently being
viewed.

Once the necessary changes have been made
select the Save button to make the changes
permanent.

1 Press the left mouse button and hold it down while moving the mouse up and down.

21



PURGE CIRCULATION HISTORY

As the application is used over the years the historical information becomes less
important. This module will remove circulation historical information that occurred before
the Purge Date.

Note: This information is permanently deleted. Please be sure not to enter a current
date.

= Purge Circulation Information

« ™

CAUTIOM:
This process permanently removes Circulation information.

Thiz procesz will only remove information that indicates the media was
checked out and then checked in. Any record that indicates the media
waz lost, damaged. discarded or still checked out will not be removed.

All information BEFORE the zspecified date will be permanently removed.

Purge Date: |08/01/05 [+ ]

22



Accession Number
USING ACCESSION NUMBERS

Accession Numbers provide a way to easily identify media entered in the application.
The Accession Number is required when adding new media in the application. The following
is the recommended method of assigning accession humbers to media.

- Pre-print a list of accession numbers using the Print Accession Numbers feature.

- Have a sheet of these pre-printed numbers at hand when entering the media into the
application.

- Just before entering the media into the application attach an accession number to it. Select a
location that is easily accessible since this will be the most often used means of identifying
the media. For books, a convenient location is on the top right-hand corner of the first page
(open the cover).

- Now that the accession number is attached to the media you can start entering the
information into the application, starting with this accession number. A barcode scanner can
be used to enter the accession number throughout the application.

PRINTING ACCESSION NUMBERS

v x|

3/4" x 1" labels are required.
Before printing please load these labels into the printer.
Print Bar Codes

MNext Accession Number 319848

Number of pages to print m

[ Print H Cloze ]

Accession Numbers can be printed from the Print Accession Numbers feature under
System menu. To print accession numbers you will need 3%” x 1” labels (there are 7 labels in
one row and 14 rows of labels on an 8 ¥2 x 11” sheet of paper). If you have a bar code
scanner or plan to use a bar code scanner in the future then check the Print Bar Codes
option. You can then specify the Next Accession Number to print. This should be one number
larger than the last accession humber printed previously. Accession Numbers that have
already been entered into the application will not be printed. For example, if you specify the
Next Accession Number of 15032 but accession numbers of 15034 and 15036 are already

23



assigned to a book entered into the application, these numbers will be skipped when printing
the accession numbers.

SPECIAL NOTE: The application is only able to identify accession numbers that have
been entered into the application. If you have printed accession numbers
but have not recorded them in the application, they will print again if
requested.

The last item to specify is the number of sheets you wish to print. Once this is entered the
number of actual labels that will print is shown to the right of this value (there are 98 labels
per sheet).

Once you have specified all the necessary values and have placed the labels into the printer
press the Print button and the labels will print.

24



REPORTS

There are several reports in the application. These reports can be accessed from the
File menu.

The far left hand list provides a way to filter the reports. The middle list contains the
list of available reports, and the right hand view provides a description for each report. The
description is shown for the highlighted report.

Before any report is printed a dialog screen appears which allows additional options to
be selected for the selected report.

# Select report... lﬁ]
List or reports Report description
Circulat Check Out Summary Frint a surnmary of when the lasttime a media item =
N:rcdu. &hen Daily Activity weas checked out and the number of timez it haz been
Foe Media Detail checked out,

Crverdue Media Parent Letter

Each report can be printed immediately or previewed on the screen.
: : This option is on the lower left hand side of each selection criteria
O Frint @ Preview
screen.

X
B b M 100% v [BElen BB ¥+ &

When previewing a report an additional toolbar is displayed. The first five buttons provide a
way to navigate the report. The drop down provides a way to zoom the report in and out.
The next three buttons specify the number of pages to display at one time. The next button
exits preview of the report. The last button prints the report. A Windows Print dialog will
always display before printing so information about the printer can be specified.
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SPECIAL CONTROLS

This section describes the controls used throughout the application. It is assumed the user is

familiar with the Windows controls, therefore only the controls special to the application are
described here.

STUDENT SELECTION CONTROL

Student Name This control is the means of selecting students. You can search
dd by student name or student ID. If a number is entered it is
Baddonner. John # | assumed to be a student ID. If alphanumeric characters are
Dae, Jane entered it is assumed to be a student name. As characters are
Dolinee, Karrie typed, student names that match the value will show in a list
Dolittle, Harre .

Doust, Mary below the value. The match can occur anywhere in the name.
Hastettler, Cion This gives great flexibility when searching; searching can take
Swudo, Jenny place by last name, first name, or anything in between. For
Swuda, Dan « | example, if Kathy comes into the library but you are not sure if

she spells her name with a “K” or a “C”, you can type in “ath”
and both spellings will appear in the list. The list will only
appear when at least one, but no more then twenty names
match the typed value. Highlight a row using the up and down

arrow keys (or the mouse) and press the ENTER or TAB key to
select a student.

MEDIA SELECTION CONTROL

Media This control is the means of selecting media. You
[3 @  can search by Title or by Accession Number. If a

number is entered it is assumed to be an Accession
Number and will select the correct media based on the entered value. [f alphanumeric

characters are entered it is assumed to be a Title (including the Series). If a value is entered
which happens to uniquely identify the media then the media will be selected, otherwise a
list of media matching the value will be displayed. The button on the far right of the control
provides a way to quickly edit the selected media information.
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DATE/TIME CONTROL

e (1 1:40pwm =
[ 3

< Sepiember, 2003 =

2 3 4 £ B
g

i el

-1
7981

=
O

b
.
I,
G,
o s
P
b,
]
o
-1

09/01103 [+] 1:40PM ]

- @000}
Beginning of Month ]
End of Month H
Beginning of Year i
End of Year R

Previous Day

Mexk Day +
Previous Monkh PaDM
Mexk Mankh PaELP

Previous Year CTRL+PGDMN

Mexk Year CTRLA+PELP

ExXPANDER CONTROL

The calendar control is a robust control which gives the user the
ability to easily enter a date and/or time. In some cases the date
and time are both shown, in other cases only the date or the
time are shown. But in all cases, the control works the same. The
most obvious way to enter a value is to type the appropriate
characters. There are many other alternatives to facilitate easy
entry of a value. One way is to use the buttons on the control.
The button just to the right of the date will drop down a
calendar. The Less Than and Greater Than characters that are to
the left and right of the month/year can be pressed to move
backward and forward one month at a time. Click the left mouse
button on the month/year to display a list of month/years. When
a day is selected, the calendar disappears and the date value is
changed. The up and down buttons to the right of the time value
gives the ability to increment or decrement the time. These
buttons only work when the cursor is positioned on one of the
three time values (hour, minute, or meridian).

Another option on the date/time control is the quick-entry
menu. Press the right mouse button to display this menu (date
menu shown in figure on left). The date portion of the control
displays a different menu than the time portion. An alternative
to the menu for quick-entry is the hotkeys. The hotkeys are
shown on the right-hand side of the popup menus. Learning the
hotkeys will allow the quick-entry options to be used without
using the menus. Some of the more popular hotkeys on the date
are the T, + and - keys. Pressing T will change the date value to
the current date. Pressing + or - will increment and decrement
the date. The more popular hotkeys on the time are the N, + and
- keys. Press N will change the time to the current time. Pressing
the + or - will increment and decrement the current portion of
the time.

Some information may have a large amount of information that needs to be entered. The
Expander Control provides the capability to show a screen that displays a larger amount of
data. The screen can be resized to show even more information. To show the “expanded”
screen, click the left mouse button on the hyperlink next to the entry control. The figure
below shows an example of a Notes control. When the left mouse button is pressed on the
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“Notes” caption, a new screen is displayed providing a way to show more information at
once. This screen can be resized. Each time the screen is displayed it will be set to the size

from the previous time it was displayed.

Notes

Y
W
L
b

L o] 4 ”Qancel]
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