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CONTROLS

The Controls module is used to set various parameters and settings the are applied everywhere in
Bookmark or in specific areas, such as circulation and search.

It is necessary to configure certain controls before entering borrowers, cataloguing or conducting
circulation or other activities.

To access Controls, click on the Controls button on the Main Menu:

Controls

A password may be requested. By default, this is the word PASSWORD. It is not case sensitive
and can be typed with either lower or upper case. It will appear as dots when entered.

—* Pasoword request x
“@ﬁ Enter module password

QK Cancel

After typing, either click on the OK button or press the Enter key.

The Controls Menu appears.
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—*% Controls: Bookmark 10.8.9-64

Controls Menu

@ Settings ﬁ@ Circulation Controls
5}3’ Passwords ,'U\ Search Controls
||‘"‘|| Barcodes {5 WebOPAC Controls
& Borrower Lists Reservations
Cataloguing Lists Reviews
Due Dates News

New ltems m Resource Lists

Close

Note: The Main Menu remains open behind the Controls menu, and can be used to open other
modules as the same time.
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Settings

@ Settings

Bookmark provides a great deal of customisation. Screen colours, sounds, cataloguing standards,
downloading, and far more can be altered and set to suite your situation or taste.

The Settings section is used to set various parameters. Some settings are specific, others affect
the entire system. Few need to be set at the start, and most can be set later.

—% Settings = X
Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Site details

* Site name: | Bookmark Creek School |

*Address: | 8401 Frederick Place |

* City/Suburb/Town: | Edmonds |

* Postcode:
* State:

Phone: | PR8-7013 |

Overdue notices, from email: | library@bookmark edu.au |

* Library manager's name: | Dean Hodgson |

* Library manager's email: | dean hodgson@sa.gov.au |

* reguired

Close

Changes are saved when the window is closed. The Close button or the ESC key or the white
cross at the top right can be used to close the window.

This window uses a set of TABS across the top. Each Tab represents a different section. Data
changed in the tabs is saved when Close button is clicked.
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Site Details

Site Name
The Site Name appears at the top of the Main Menu and can appear elsewhere and on printouts.

To change the Site Name, simply click on the white editbox and alter the text. This change is not
saved until the Close button is clicked on the bottom of the Settings window. The name on top of
the Main Menu is not changed until it is closed and re-opened.

The address, suburb, postcode and state are used when generating overdue letters.

The first email is used as the sender for overdue email notices.

The library manager and manager's email are currently not used but may be in the future. It is a
good idea to fill these.

Bookmark will nag once a month at the start of the day until the required fields are filled out.

Make sure the site name is correct! It is the name of your school or library. It should not be
Bookmark 10.

Backups
Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday Printer System
Backups

Display backup reminder message when leaving

Perform start of month big backup

M Perform automatic backup at the start of every day:

[ Perform automatic reindex at the start of the month

Backup format: ® ZIP format
O LZH format
O LZM format

Close
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Backup reminder message
If this control is ticked, a reminder message to make a backup appears when closing Bookmark.

Backup Reminder @

-

f 8_' | The last backup was done on 19/11/2013.

Do you want to make a backup now?

| Y¥es | | Mo | | Cancel

Refer to the chapter on Backups for information on how to make a backup.

If this control is not ticked, this reminder never appears. By default, the message appears.

Monthly backup reminder

If this box is ticked, Bookmark will automatically perform a backup to its own location at the
beginning of every month. Each month's backup is kept in the system and is overwritten by the
following year's month. By default this control is active.

Daily backup

If this control is ticked, Bookmark will make an automatic backup to its location at the beginning of
every day. Each day's backup is kept and is overwritten the following month by a backup of the
same day. This ensures a minimum of one month's backups are available for emergencies.

Backup format

By default Bookmark makes compressed backups up in the LZH format. This control allows
switching to the ZIP format or the higher-compression but slower LZM format.
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Display
—% Settings = X
Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Display settings

Main menu: @ Large window multi-coloured buttons style
O Vertical strip with icons style
O Horizontal strip with icons style
O Large window single-coloured buttons style

Colours: Set Background Colours
Set Menu Button Colours

Set Submenu Button Colours

Notice box: O Regular notice box with grey buttons
® Notice box with rounded coloured buttons
O Standard Windows notice box
Show

Modules: [ Allow many modules open at the same time

Requester. [ Use older style file requester
Show

Close

Main Menu
Bookmark has four different styles of Main Menu.
Main menu: @ Large window multi-coloured buttons style
© Vertical strip with icons style

© Horizontal strip with icons style
© Large window single-coloured buttons style

The first displays the window with large buttons. Each button has a different coloured text. This is
the default main menu presentation.
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F Main menu: Bookmark = X

\ﬁ Bookmark Creek School 2510712023
10.8.9-64
(479)
® Circulation @ Search
&y Cataloguing & Borrowers
v Overdues lis  Reports
@  Stocktake Controls
By  Utilities gl Close

[3’? Manuals J[C\ Fact sheets J[b Website J

The other styles show different looking Main Menus. Choose the one that suits you best.

8 Book.. (=] = (==

\Eﬁ 1T The vertical icon strip style opens the Main Menu on the left side of the
oin screen.
ﬁ@ Circulation ) )
The icons and words work like buttons.
Search
Cataloguing On a screen set to a higher resolution, such as 1280 x 1024,
@ Borrawers this menu always appears left of the other modules.
@ Overdues
e

Reports
Stocktaking

Controls

Utilities
= Manuals
O\ Fact Sheets
[ website

ﬂ Close
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The Horizontal style icon strip Main Menu can also be used instead. It appears across the top of
the screen.

(o] & =)

=2 ¢ f2 O W 3

Utilities Manuals Fact Sheets Website  Close

¥ Bookmark 10111 18/07/2014

W RS &S W&

Circulation Search Cataloguing Borrowers Overdues Reports  Stocktaking Controls

The fourth style is similar to the first but the lettering is all one colour.

{58 Bookmark: main menu o] ® =
\g% Bookmark Valley School 1ot
104.0
¢f Circulation Search
=y Cataloguing & Borrowers
Overdues Reports
Stocktake e Controls
B  Utilities B Exit
‘ E‘g Manuals } <, Fact Sheets ‘ B Website I

Set Background Colours
Bookmark allows each module to have its own, unique background colour. At the start, all modules

have the same light-grey background colour. This is the "default".

=2 Window colours 3]
Click on a button below to set that window's
background colour.

Main Menu Reports
Cataloguing Stocktaking
Borrowers Controls
Overdues Utilities

Default
oK Cancel

To change a module's background colour, click on its button. A colour-choice dialog appears.
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ﬁ:_‘ Colours

Choose a colour:

Buttons Cyan

hite Firk:
Grey Lavendar
Elue ellow
Green Orange

o [ cae ]

Click on the colour to assign. Ten preset colours are available. It is recommended to keep to these
colours as text is always black and cannot be altered. If you would like to assign a different colour
to one offered, click on the Advanced button.

P o

Color
Basic colors: 4
_mEel el § B |
H FEFNENN
ENNEENNEN
ENEEEENEN
EEEEEEEN
A B 0 0 BOE Ol
Custom colors:
D....... Hue: | 160 Bed: 240
EEEEEEEN
Sat: 0 Green: 240

Define Custom Colors =3 ColariSalid Lum: 226 Blue: 240

| ok || cancel | [ Add to Custom Colors |

This allows setting any colour. If using a Custom colour, set it then click on it on the left side before
clicking on OK.

Warning: most colours, especially darker, are not suitable for backgrounds! Bookmark uses black
as its main text colour. This cannot be changed. The background should be set to provide good,
clear contrast. Sticking to light colours is best.
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After setting the colour click on OK to lock it in.

=3 Window colours @ )
Click on = button balo to set that windou's Each button displays the set colour for that module.
background colour.
Click on OK to save the changes.
Main Menu Reports
Changes may not all take place until modules are closed and
Cataloguing Stocktaking re-entered.
Borrowers Controls
Overdues Utilities

Set Menu and Submenu Button Colours

—#% Button colours b

Menu Button

Choose menu button background colour

192‘ 224 | 234 | 240

244 ‘ 248 | 255 ‘ Advanced

Choose menu button text colour

Corner rounding factor (0-32) |12 =

Default QK Cancel

This option allows changing the colours used to show "menu buttons".

The top row determines the button background colour. The default colour varies depending on the
version of Windows. Click on a number to change or use the Advanced button. 240 is default.

The next row sets the colour of the text on the buttons. Default is blue.

Colour changes do not fully take place until Bookmark is completely closed and re-opened.
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“Corner rounding factor” controls how round the buttons appear. A value of O produces square
corners. The maximum value is 32.The example changes as this value is altered.

Notice box

Notice box: @ Regular notice box with grey buttons
© Notice box with rounded coloured buttons

© Standard Windows notice box

Bookmark uses small message boxes to provides alerts and notices.

Three styles are available.

The regular notice box provides larger font for the message and standard buttons across the
bottom. This is the default style.

o This is a sample notice box.

Yes No Cancel

The coloured style also uses larger font but has rounded, coloured buttons at the bottom.

The standard style uses the Windows built-in message box style with small font.

Yes

o This is a sample notice box,

Yes Mo Cancel
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Modules

If ticked, this function allows different modules to be open at the same time on the same computer.
If it is not ticked, then only one part can be opened at a time.

Requester

Two types of "file requester” are available. If not ticked, then the standard style is presented. This
is the style used by Windows 7, 8, 10 and 11.

—* Open file

- v o » ThisPC » Documents » v 0 2 Search Documents
Organise + Mew folder B~ [ e
v
v [ This PC L Name Status Date modified Type Size G
3 J 3D Objects @ BT8-Report-Current Loans_2023 Jun 23.csv @ /06/2023 7:54 AM Microsoft Excel C... 117 KB
> [ Desktop @ SAPRC.csv @ /08/2022 10:09 AM Microsoft Excel C... 93 KB
R Documents @ 3_demail.csv @ /03,2022 1:46 PM Microsoft Excel C... 2KB
Wisual Studio 2017 @ 10 )23 11:29 AM File folder
> & Downloads . . .
SOL Server Management Studio [&] 10 )23 11:29 AM File folder
’ J’ Music Remote Assistance Logs @ 2/12/2022 9:40 AM File folder
> =] Pictures Scanned Documents o 2/12/2022 %:40 AM File folder
> @ Videos Custom Office Templates [&] 2/12/2022 9:39 AM File folder
» == HodgsonD (\\DE Fax [&] 2/12/2022 9:39 AM File folder
5 £S5 0SDisk (C2) My SureThing Projects [a) 2/12/2022 9:39 AM File folder
 EData (D) Iy Web Sites [a 2/12/2022 9:39 AM File folder
OneMote Notebooks [&] 2/12/2022 9:39 AM File folder
> == Apps (WDECSGL . 8o A .
Outlook Files = 2/12/2022 9:39 AM File folder
> 3 Groups (\DECS! PDP ® 2/12/2022 9:39 AM File folder
> 2 HodgsonD (WDE | Visual Studio 2015 o 2/12/2022 9:39 AM File folder "
File name: | efault file name v| |CSV v|
| Open | | Cancel |

If this is ticked, then a simpler style, used by Windows from 95 up through XP, is presented, even
on a Windows 10 system.

—* Open file
Look n: | [ MR ‘e @
Custom Office Ternplates Remote Assistance Logs
Fax Scanned Documents
s SCL Server Management Studic
MARL fields information Visual Studic 20153
My SureThing Projects Visual Studie 2017
My Web Sites @ 3_dermail.csv
OneMote Notebooks I@ ET2-Report-Current Loans_2023 Jun 23
Outlook Files B33 SAPRC.csv
PDP
< >
File name: |Defaurt file name | | Open |
Files of type: | CSV v| | Cancel |
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Cataloguing

—% Settings = X

Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Call number defaults

Case: @ Allow Mixed Case
(O Force call numbers to UPPER CASE

Style: @ Keep call numbers as is
O Limit decimal part to 2 digits

Subjects defaults

Case: @ Allow mixed case
O Force subjects to UPPER CASE

Authors defaults
Case: O Allow Mixed Case

@® Force surname to UPPER case
O Force all author names to UPPER CASE

Sublocation or Site defaults

Heading: @ Sublocation
O Site

Collections or Genres
Heading: @ Collection
O Genre
O Collection as a dropdown list
O Genre as a dropdown list

Cost heading defaults

Cost field @ Display in AddEdit tems as Cost
O Display in AddEdit ltems as Cost (ex GST)

AddEdit Items defaults

Use type-ahead text in dropdown lists
Show item type code in dropdown list in AddEdit

[ Automatically tag items by Australian authors

Unused numbers

List unused numbers in AddEdit

SCIS AFI settings (alternate download method)

SCIS APl username: |

SCIS AP passwaord: |

Test connection only

Full test Fact sheet

Z-cataloguing settings

Use z39.50 Edit Z-cataloguing sources list

Max items that can be downloaded:

[ Automatically check online for cover images

Test z39.50 connection to SCIS Fact shest

Close

Call number, Subjects, Authors defaults

Call number defaults

Case: @ Allow Mixed Case
) Force call numbers to UPPER CASE

Style: ® Keep call numbers as is
O Limit decimal part to 2 digits

Subjects defaults

Case: @ Allow mixed case
O Force subjects to UPPER CASE

Authors defaults

Case: O Allow Mixed Case
® Force surname to UPPER case
) Force all author names to UPPER CASE

When cataloguing, Bookmark can either force call numbers, subject headings or author names to
upper case or allow mixed case. This control determines which.
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Site or Sublocation defaults
The Cataloguing field name “Site” can be changed to “Sublocation”. The choice here affects the
term shown everywhere.

Collections or Genres
The cataloguing field name "Collection" can be changed to the word "Genre".

Cost heading defaults
The field name shown in AddEdit Items can be either ‘Cost’ or ‘Cost (ex GST)'.

AddEdit Items defaults
AddEdit Items defaults
Use type-ahead text in dropdown lists
Show item type code in dropdown list in AddEdit

(] Automatically tag items by Australian authors

Use type-ahead text in dropdown lists

Checking this box causes Bookmark to use a predictive text strategy on certain fields in
Cataloguing AddEdit. Dropdown lists appear as white boxes. Bookmark will display its best guess
based on how much is typed into the field. If this checkbox is not ticked, then grey static dropdown
lists are displayed instead. These cannot be typed into but an entry must be selected from the list.
This is more accurate but can take a little more time when cataloguing.

Show item type code in dropdown lists in AddEdit

If this box is ticked, the dropdown list of item types displayed in AddEdit Items is prefixed with the
item type code, then a (space) dash (space) then the item type description. If unticked, only the
description appears.

Example:
REF — Reference (ticked)
Reference (unticked)

The type-ahead feature of the control above works with what is in the list. If the codes are in the
list, then this is what type-ahead looks for first.

Automatically tag items by Australian authors
If ticked, Bookmark downloads a list of Australian authors. Any items catalogued with an author
from this list is marked or “tagged”. The term [Australian author] appears in the Other field.

Unused numbers
This allows listing unused item numbers in the AddEdit area of cataloguing. By default it is ticked.
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SCIS API settings (alternate download method)

The Schools Cataloguing Information Service of Education Services Australia provides on-line
cataloguing data. A SCIS subscription is required to access the data.

Bookmark is able to import data provided by SCIS in three ways:
o From a downloaded and saved SCIS file (this is the normal method)
e From Z-cataloguing (text data only)
e From the SCIS API (text data only)

See the Cataloguing manual and relevant fact sheets for more information on how to use the SCIS
API and Z-Cataloguing.

In Settings, the SCIS API username and password are entered. These are not the normal SCIS
login username and password, but special ones. Contact SCIS to register for access to the SCIS
APl and obtain your SCIS API username and password. See the Cataloguing manual for more
information.

SCIS APl is only available when these credentials have been entered.

SCIS API =ettings (alternate download method)

SCIS APl username:

SCIS APl passwaord:

Test connection only

Full test Fact sheet

“Test connection only” indicates if a firewall is blocking Bookmark’s access to the SCIS API or not.
If not, after entering the credentials, click on “Full Test” to ensure the credentials work correctly.

See the fact sheet “Streamlining cataloguing using the SCIS API”.
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Z-Cataloguing settings
F-cataloguing settings

Use z39.50 Edit Z-cataloguing sources list

Max items that can be downloaded: | 100

[ Automatically check online for cover images

Test z39.50 connection to SCIS Fact sheet

Bookmark can use the "z39.50 protocol” to download cataloguing data from other library servers.
In Bookmark this is called "Z-cataloguing".

Z39.50 library servers are dotted around the world. Some require membership or subscriptions
while others are free.

SCIS offers a z39.50 connection as well as its special API.

For Z-Cataloguing to work, the network firewall must allow access to the z39.50 server you wish to
use. If you would like to use SCIS, click on the “Test z39.50 connection to SCIS” button. It will
indicate if the firewall is blocking or not.

o 239.50 connection to SCIS successful

Note that this only tests access to the SCIS server. It does not require credentials. To check to see
if you have access to other servers, use the “Edit” function.

The “Edit Z-cataloguing sources list” button is used to register z39.50 data sources. They must be
registered for Bookmark to use them. Once a z-server is registered, it is then available in
Cataloguing.

The "Automatically check online for cover images" checkbox can be used. On slow Internet
systems, having this active can substantially slow down importing. Trial-and-error test.
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@ Edit z39.50 source *

Edit 239,50 source

Source: | SCIS -

Description: | SCIS |

Host: |23950_scisdata_com |

Database: | sCis |

Username: | |

Password: || |

Test zource

Mew Remove Cloze

Three sources are available by default:
e SCIS (Schools Catalogue Information Service)
¢ National Library of Australia (NLA/Trove)
e U.S. Library of Congress (LOC)

Use the dropdown list to select a source.

Each source has:
e Description: This is your description of the source. It appears in the dropdown list.
Host: This is the server name of the source.
Port: This is the port number of the source.
Database: The name of the database of the source.
Username: The login username for the source.
Password: The login password used.

Not all sources require a username and password — e.g. LOC and NLA. SCIS and others do.
For SCIS, enter your z39.50 login number and password. These may or may not be your regular
SCIS credentials. See the Z-Cataloguing fact sheet or the Cataloguing manual for more detailed
information about SCIS z39.50 access.

Click on Save or close the window. Details are saved.

Always use “Test source” to see if access to the source will work.

To see if you can use LOC, use the dropdown list to change to it and click on Test.
To see if you can use NLA, use the dropdown list to change to it and click on Test.

NEW allows entering a new source. It is added to the dropdown list and becomes the default.

REMOVE deletes the source from the list.
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The Oxford library in the UK is available as a free source. If you wish to use it, click on New. Enter
the Description, Host, Port and Database as indicated below. Test source.

@* Edit z39.50 source

Edit z39.50 source

Source: | Oxford Library (UK) i

Description: | Oxford Library (UK) |

Host: | library.ox ac.uk |

Port: | 210

Database: | ALEPH |

Username: | |
Password: | |
Test source
MNew Remove Close

Closing will save the new site.

Many online z39.50 servers are available. A Google search can reveal a large list.
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Messages

—% Settings = X
Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Messages

Start of year |This is the first working day of the year.
message:

Start of month | This is the first working day of the month.
message:

Start of day
message:

Leave Bookmark
message:

Loan message:

Return message:

Close

Messages Control allows specifying messages that you wish to appear at certain times.

If the messagebox is blank, it is not displayed.

Start of year message

This is a message that appears only at the beginning of a new calendar year. It is displayed once
when starting Bookmark's Main Menu.

The message can be many lines in length and is scrollable.

Start of month message
This message is displayed at the beginning of every month.

Start of day message
This message is displayed at the beginning of each day.

Leave Bookmark message
This message is shown every time the Main Menu is closed. It can be used as a reminder — i.e.
“Don’t forget those jolly backups!”

Loan message

This message is displayed every time someone borrows something. It is a global message and
appears for all borrowers.
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Return message

This is message is displayed for each item returned, regardless of the borrower or item.

PRC

—F Settings — >
Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Premier's reading challenge
C Do not use PRC functions
@® South Australia PRC booklist
O Victoria PRC booklist
O New South Wales PRC booklist

Add PRC categoaries to Collections when tagging

Close

Bookmark provides support for the Premier's Reading Challenge schemes in South Australia,
Victoria and New South Wales. Bookmark can match items in the library against the booklists.
Items matched can be "tagged" and special lists and reports generated. To use this facility, select
the appropriate scheme. This tells Bookmark to display the PRC button in Catalogue Lists.

See the Cataloguing manual, Item Lists section, for more information about the PRC book list.
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Email Settings

—*% General Controls

Site details Backups Display Cataloguing Borrowers Messages PRC Email Startof day System

Email settings

SMTP server: | smtp.schools.sa.edu.au |

[JUse TLS/SSL (email server must support this)

Part:

Email login: |

From email address: | my.name123@schools_sa.edu.au

|
Email passwaord: | |
|
|

Subject: | Overdue naotice

Messages

Testemall Send to: |my.name123@schools.sa.edu.au| |

Message: | This is an email test from Bookmark |

Send test email

Close

To send emails, a smtp server must be specified along with the user login and password, if
required.

It is a good idea to send a Test email to yourself to make sure the settings are correct.

See Overdues and the Email fact sheet for more informaiton about the settings.
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Start of Day

—% Settings
Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Start of day

During the start of day process, do the following:
® Show due date summary only
O Show due date summary and statistics
O Do not show start of day dialog

[ Ask for master password when updating
[ Show alert if there are any CPAC requests

[ Automatically email requests list at start of day

Close

By default, a list of expired due dates, if any, and statistics are displayed.

[RH start of Day =
Monday, 16 April, 2018

The following due dates have expired...

Borrower type due dates:
2 - Primary Stage 2 final due date 12122017

ltem due date categories:
2- End of year 12122017

Latest backup: 16/04/2018
24 219 items
288 borrowers
896 items on loan
896 overdue items
9 reserved items on hold List
3 reviews not yet approved

On some installations, it can take a bit of time to accumulate the statistics displayed at the bottom
of this dialog. If this is a problem, choose either of the other options.
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System

—*% Settings

Site details Backups Display Cataloguing Borrowers Messages PRC Email Startofday System

Printer dialog Upload / Download

® Use Simple printer dialog Test file download

- . Test file upload
O Use default printer, no dialog
Proxy for uploading and http requests:
Test printer dialog | | ‘ Suggest

Printer info

0 Use standard Windows printer dialog

Internet
Bookmark website URL: | http://bookmark.central.sa.edu.au |
Update Download URL: | http://bookmark.central sa.edu.au/ |
CPAC URL: | http://bookmark.central sa.edu.au |
System checks Registration

Display database errors This Bookmark installation is registered.

[ Auto check for update in progress

Printer dialog
Bookmark offers three entries to printing.

The Simple printer dialog is a Bookmark custom dialog which can appear whenever a printout
begins.

Printer

Printer

& Send To OneMote 16

&5 OneMote (Desktop)

S Microsoft XPS Document Writer
&EhMicrosoft Print to PDF

& Fax

&) Canon TS6300 series

&5 Canon TS3100 series

Wedugla14NEdPnint-Corp

¥ Preview

Preferences

Print I | Cancel
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Highlight the printer to use and click on Print or press Enter.

The Preview printout option is only available with this printer dialog. It generates a PDF.

The Preferences button can be used to open a printer setup dialog. It can appear different for each

printer.

Bookmark highlights the last printer used.

The Standard Windows printer dialog displays the normal printer dialog offered by Windows itself.

B HP Laserlet 2100 PCLE on decs0005545

4

Status:
Location:
Comment:

Ready

Page Range
@ Al
1 Selection Cument Page

Pages:

=0 5end To OneMote 2010

i

[T]Printtofile | Prefersnces
Find Printer...

Mumber of copies:

= Print @
General
Select Printer
e Canon BJC-43005P hp psc 1200 series on DEI
=i Fax = Microsoft XP5 Documen

1

3

| Print

]l Cancel I

The only two parts of this window Bookmark uses are the list of printers at the top and the
Preferences button. Page Range and Number of Copies are ignored. The Preview printout to PDF

is not available.

The Use default printer, no dialog option tells Bookmark to print straight to the default printer (as
set in Windows) without opening a dialog. Only use this option if you are certain a printer is

available and know which one itis.
Test Printer shows the current style selected.

Printer Info shows settings for printers. See Utilities.
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Preview Printer

In the Simple printer dialog a Preview printer is listed. This is special to Bookmark. It is not actually
a printer. Instead, output is sent to a temporary PDF document. This allows the printout to be
displayed on-screen. The entire printout is shown and can even be printed.

For the Preview printer to work, a PDF viewer (or "reader") program must be installed on the
computer or device. On some systems, the Internet browser can do this. The Adobe Acrobat
Reader, IceCream ebook reader (which also displays epub and mobi formats as well as PDF) and
SlimPDF reader can be downloaded and installed from the Internet.

The Microsoft Print to PDF option can also be used.
o Note: if a reader is not available, nothing is displayed.

e For technical reasons the preview printer is not available in all print jobs in Bookmark — e.g.
printing barcode labels.

e The temporary PDF is saved to the Notices folder within Bookmark's folder. The file is
called Temp.pdf. It is automatically overwritten each time. If you wish to save it, manually
copy to another folder and rename the file.

e The appearance of the Preview might be slightly different to an actual printout.

System Checks

Display database errors causes Bookmark to show any system error that may occur related to the
database. It is recommended to have this on.

Automatic check for update in progress is recommended. If ticked, all parts of Bookmark check
roughly every 3 seconds to see if an update is happening and, if so, shuts down. Bookmark cannot
update successfully unless fully closed. This is a limitation imposed by the Windows operating
system itself, which does not allow open files to be over-written.

Testing
The test buttons can be used to see if Bookmark is able to upload data to the Internet and

download files from it.

Internet
The Proxy checkbox can be ticked of proxy checking is required for downloading and uploading
files.
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Passwords

A4+  Passwords

A Passwords — b

Passwords

Main menu Circulation Search

Master password

Master Password: [PD

Main Menu passwords

Enter Cataloguing:

Enter Borrowers:

Enter Reports:

Enter Stocktaking:

|
|
Enter Overdues: |
|
|
|

Enter Controls:

Enter Utilities: |

Exit Bookmark: |

Open Bookmark: |

Clear Default Barcode Operators

Close

Bookmark uses a "two level" password system.

The Master Password is intended for use by library staff only. It can be entered for any password
request. Due to its high security clearance, it should not be given out to others.

All other passwords are intended for others to use on a "need to know" basis.

Master Password

The Master Password is the librarian's secret super password. It can be entered anywhere
Bookmark asks for a password, regardless of which one is requested.

By default, this word is "password". Change it as soon as possible to your own.

The Master Password should only be known to as few people as possible.
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Passwords can be any word, phrase, number or set of symbols. Some famous examples include:
PASSWORD, MAGIC, HOLIDAYS, CAT, OBERON, VODKA, DAGGIT, DRAOBYEK, 085225623,
even ??%@!!' Spaces can even be used in passwords, although this is not recommended.

Note: If the Master password is blank, then all passwords are automatically disabled even if filled
in. A Master Password is required to enable all other passwords. No master password = no
security anywhere.

Cataloguing, Borrowers, Overdues, Reports, Stocktaking, Controls, Utilities passwords
These are the passwords requested when trying to open a module.

They can be used to restrict who is allowed to use any given module. Assign passwords to each
module that needs to be restricted. Leave blank any module anyone may access.

While each module can have its own unique password, it is recommended that the same code or
password be used for many. Module-entry passwords should be different to the Master Password
and can be given out on a need-to-know basis. They are often the first and last characters of the
master password, but that is not a fixed rule.

Exit Bookmark
The Exit Bookmark password can be requested when users attempt to close the Main Menu.

Its use not recommended as users should always be able to close an application.
Open Bookmark

This password can be used when Bookmark opens to restrict who can access the Main Menu. It is
rarely used.

Blank passwords
If a password is blank, it is inactive. Bookmark will not ask for a password when it reaches that
point, but instead simply continue.

Barcode

—#% Print Password Barcodes b

Enter password

Cancel

Text can be printed out as a scannable barcode!
Enter a password (or other word or phrase, it isn’t limited to passwords) and click OK.

The resulting barcode can be scanned instead of typed. The actual word is not printed near the
barcode.
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Operators

The Operators function is used to set up logins for users. This can be used in addition or instead of
the password system. It is completely optional.

Every person using the Main Menu can have an operator login. The login consists of a short use
ID, their name, and which modules they are allowed to open.

Operators
UserlD MName Can access
DEAN Dean Hodgson 0
NACMI Naomi Nagata 129

MName: | Dean Hodgson |

Can access: | Module |
All modules
[T Circulation
[ Search

[ Cataloguing
[ Borrowers
[1 Overdues
[ Reports

[ Stocktake
1 Controls

[ utilities

Update Remove MNew

View log Close

It is a good idea to create a universal user first who can open everything. Then add other
operators.

To create an operator, click on New, then enter the User ID and the name. Tick the checkoxes of
all the modules the user is allowed to open. Click on Update.

To change an existing operator, click on their row | the list and alter the checkboxes and/or name
then Update.

Changing the User ID and Update is like creating a new operator.

The “Can access” numbers indicate which module can be opened. Zero means all modules. It is
the same as 123456789.
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If there is at least one operator in the list, Bookmark will request a User ID when it is opened.

UserlD: ||

QK Cancel

In addition to restricting the modules an operator can open, Bookmark also keeps a log of all of the
operator logins.

Click on the “View Log” button to see the list of logins.

B Log.txt - Notepad

File Edit Format View Help
P921—86—29 13:22 JESS Jess a
2021-86-29 13:24 CARLY Carly 123
2021-86-29 13:26 Master Master a
2021-86-29 13:48 JESS Jess a
2021-86-29 14:82 JESS Jess a
2821-86-29 14:85 Master Master a8
2821-86-30 B8:50 DEAN Dean Hodgson
2821-86-38 11:39 SAM Sammy Seagull 2
2021-07-81 18:44 MA master 12
2821-87-81 11:25 DEAN Dean Hodgson 357
2021-87-16 12:18 DEAN dean 126789
2821-18-14 11:43 DAGGIT Backdoor password a
2821-18-14 11:44 DAGGIT Backdoor password a
20823-87-26 B8:10 DEAN Dean Hodgson 129
2823-87-26 B88:19 DEAN Dean Hodgson 129
2823-87-26 @8:44 DAGGIT Backdoor password a
2023-87-26 08:46 NAOMI Maomi Nagata 129
2023-87-26 88:46 DEAN Dean Hodgson a

Ln 1, Cel 1 100%  Windows (CRLF) UTF-2

The list always grows. It is a simple text file called “Log.txt” that can be edited in this Notepad
window. Just highlight rows to be removed and delete. Save the file. The entire list can be cleared.

To disable the Operator system, remove all operators.
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Barcode Settings

m"m Barcodes

This window is used to tell Bookmark about the barcode labels being used.

Barcode settings must be configured before using barcodes.

E Barcode Settings — >

Barcode Label Settings

Borrower Barcodes

Identifier: Mumber position: E
Label length: Number length:
Barcode type: |T5555 NNMNNN C ~

Item Barcodes

Site ID: | 1413 Number position: E

Label length: Mumber length:

—
=y

Barcode type: |T5555 NNNNN C

Special Item Barcodss

Combined Site D1: || Breakpoint1: [ |
Combined Offset1: [ | offset1:[ |
Combined Site ID 2: l:l Breakpoint 2: l:l
Combined ofsctz: [ e —
Altidentifier 1: [ ] Alt. Identifier: ||
AltOffset1: [ | At Offset [ |
Altidentifier2: [ |  Oasis/Alice Identifier: | |
AltOffset2: | |

Close

Barcode label configurations
Bookmark is designed to work with different configurations of barcodes.
Each library management system has its own configuration of barcode labels. Many Bookmark

users have migrated from other systems and continue to use the original configuration. Some
users have mixed types.
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The most common configurations are:
11-character "Bookmark" type
12-character type

14-character type

11-character "Oasis" type
10-character "Alice/Oliver" type
6-character type.

There are other types. These basic types share common elements.
Standard Bookmark type:
A “Bookmark” type label is structurally identical to type of barcodes used by South Australian public

libraries. It is 11 characters in length (excluding blank spaces) which are organised in a specific
manner.

[Label header j\

Joplee Primary School

IR
| 0255 00058 6 —

Record
number

Label Header
Above the "stripes" is the label header. This is usually the name of the school. For user labels, it
may be the name of a borrower. The header is not part of the stripes.

Label Identifier
The first character indicates whether the barcode is for a borrower or an item. For Bookmark type

labels, the letter B is normally used for borrower labels and I for item labels. The label identifier
can be either a letter or numeral. All borrower labels must begin with the same character, whether
it is B or a 2 or anything else. Labels beginning with any other character are considered items,
although ideally all item labels should begin with the same identifier. Using different identifiers for
different types of media is not recommended as it is difficult to manage.

Site ID

The next four characters — 0255 in the example — identifies where the barcode originates. It can be
either 4 digits or 4 letters. The site id is normally the school number. The site ID is tested for item
labels but is ignored for borrower labels. Multiple site IDs are allowed, however, it is best to use
only one.

Record Number

Every borrower and every item in the database is stored using a unique record number. The next
five numerals comprise the record number. These values begin at 00001 and can go up to a
maximum of 999999. (5 digits on this type of label limits the range to 99999.)

Checksum
The final digit is known as a checksum digit. It is used to ensure the label has been read properly
by the reader. The checksum is not part of the record number. It must be ignored.
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12-character type label:
12-character long barcode labels are structured exactly the same as the Bookmark type but begin
with a numeral instead of a letter and have 6 digits in the record value. Item labels start with 3 and
borrowers with 2, although this is not a hard rule. It can be | and B, too. This type of label is useful
if item record numbers need to be 100,000 or more.

Parnoona School

31234 000036 7

14-character type:

This type of library barcode is 14-digits long. It is also structured the same as the Bookmark type
but it begins with a numeral and has 8 digits in the record value. Item labels begin with a 3 and
borrowers with 2. It is an international standard library barcode.

Parnoona School

31234 00000032 1

11-character Oasis type:

This is an 11-character long label but structured differently. Item labels began with the letter R
(sometimes another letter) and borrowers a B. The record number follows the initial identifier. A
checksum character is after, always a letter, and the site ID is at the end.

Parnoona School

RO0040N1234

10-character Alice type:
This variation is the same as the above but does not have the checksum character in the middle.

Parnoona Schoaol

R 00032 1234
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6-digit type:
Some labels only have 6 characters. They begin with an identifier, often the numeral 1 but
sometimes a letter, and then end with a 5-digit record value. There is no site ID or checksum.

Parnoona School

1 00036

Other types:
Bookmark can be configured for many other types of labels. The Help Desk can assist.

For consistency, it is strongly recommended all item labels begin with the same character and not
different letters. All borrower labels must begin with the same letter or number.

Borrower Bacodes

Bormower Barcodes

Identifier: B Number pogition: 6
Label length: 11 Mumber length: 5
Template: |T 5555 NNNNN C -

The top section specifies borrower barcode label parameters. Choose the type of label you use for
these with the dropdown list. The Identifier and other values are automatically filled out. If your
labels are different to any of the standard ones, appropriate values need to be filled out.

Identifier is the initial character of the borrower barcodes.

Label length is the total number of characters in the label, not including blank spaces.

Number position is where the record number begins. For the 11, 12 and 14 character labels, this is

always 6, which is the 6th character spot from the start. For Oasis and Alice and 6-digit labels, it is
2.

Number length is the number of digits in the record value part. For 11 length labels and for Oasis
and Alice labels, it is 5. For 12 length the value is 6, and for 14, 8.
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Item Barcodes

tem Barcodes

Site ID: 1413 Mumber position: ©
Label length: 11 Mumber length: 5
Template: [T 5555 NNNMMC -

Item barcode labels are set out the same as borrower labels except the site ID is specified and not
the Identifier. Labels with any identifier which is not the borrower one is considered an item.

The Site ID is a unique 4-digit or 4-letter code. Even if your barcode labels do not include this, a
site ID should be entered. It is often a school number but can be 4 letters as well, such as PPRS.

Site ID must be specified or Bookmark will not be able to use any barcodes.

Technical info oo ———————————====

Special Item Barcodes

Special kem Barcodes

Combined Site ID 1: Breakpoint 1:
Combined Offset 1: Offset 1:
Combined Site ID 2: Breakpoint 2:
Combined Offset 2; Offset 2:
Combined Site 1D 3: Alt. Identifier:
Combined Offset 3; Alt. Offset:
Combined Site ID 4; OasisfAlice ldentifier:

Combined Offset 4;

Some libraries have inherited other collections which have different site ID's. Others have
somewhat unusual barcode label requirements. The Special Iltem Barcode settings are used to
deal with these situations.

Combined Site IDs

The ‘combined site ID’ feature is only used where two, three, four or five collections have been
combined and each collection has barcodes with different site IDs. Under normal use all item
barcode labels have the one site ID, these options can be ignored. If your school will be inheriting

items with different site ID's, it is necessary for the Bookmark Help Desk to combine the data and
instruct you as to the correct settings.

When collections are combined there can be overlapping record numbers. Example:

1 1234 00017 6 and | 5678 00017 3
both have the record number 17 but their site ID's are different.
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When the Bookmark Help Desk combines data, the second collection with a different site ID is
given record numbers beginning at a certain point — e.g. 30,000 or 100,000. This effectively splits
the item database into two parts — items having the "base" site ID are below the offset value and
items with the combined site ID are above. Barcodes must not overlap — e.g. record numbers on
the base set should never be greater than the offset. This strategy deals with overlapping record
numbers.

Each site ID is given an offset, identifying where that collection begins in the record numbering
scheme. When scanned, the offset value is automatically added to the barcode's number.

Breakpoints

Some schools have barcodes with very large values. One lot may be less than 20,000 but another
may be from 150,000 upwards. Previous versions of Bookmark could only cope with values up to
65,000, therefore a "breakpoint” system was introduced. If a barcode with a record number larger
than the "breakpoint” is spotted, its value is changed based on the offset. This scheme continues in
version 10, although items can be stored with huge record numbers and therefore is not needed.
Bookmark 10 contains a special adjustment which can change the storage numbers of items to the
proper number as shown on the barcodes. If you have this situation — barcodes with large values —
contact the Help Desk for assistance.

Alt Identifier

This is rarely used. Some barcodes may have the same site ID and overlapping numbers but have
a different Identifier at the start of the label. This setting allows for an offset situation similar to a
combined site ID.

Oasis/Alice Identifier
If Oasis, Alice or Oliver type barcodes are used for items, their initial Identifier must be specified
here.
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% Borrower Lists

Borrower Lists are used to set up:
¢ borrower loan categories (these control loan limits, due dates, etc)

e alist of classes
o alist of year levels.

These three lists should be set up before entering any borrower data.

—% Borrower lists

Borrower Lists Menu

[ 1 - Borrower Types j

[ 2 - Classes J

{ 3 -Year levels J

Go back
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Borrower Types

Each borrower has a "Borrower Type". Borrower Type categories determine loan restrictions and
conditions allocated to the borrower and may also be used in other functions.

Bookmark allows up to 99 Borrower Types. Each is numbered.

Borrower Types must be set up before entering any borrowers as every borrower must have a
type.

Z¥. Borrower Type Categories =
Click on a row to edit

No | Description | Loan iimt | Resvimit | Ovdblock | Year levels | Duration/date | Due date | Restriction | count | -

1 Infants Student 10 10 noblock P12 7 08/03/2016 Restricted 135

2 Primary Stage 2 10 10 blocked 34 7 08/03/2016 Restricted 73 e

3 Primary Stage 3 10 10 blocked 5 7 08/03/2016 Restricted 29

4 Primary Stage 3b 10 10 blocked 6,7 7 08/03/2016 Restricted 5

5 ExLVS Students 4 2 blocked 30 31/03/2016 7

6 Parents 30 5 blocked 30 31/03/2016 3

7 Teacher 200 10 no block Fixed date 01/07/2016 17

8 Ancillary Staff 300 5 blocked Fixed date 20/11/2016 12

9 Library Staff 300 5 blocked 30 31/03/2016 7

10 10 5 blocked 14 15/03/2016

11 10 G blocked 14 15/03/2016

12 10 6] blocked 14 15/03/2016

13 10 3 blocked 14 15/03/2016

14 10 Gl blocked 14 15/03/2016

15 10 5 blocked 14 15/03/2016

16 10 5 blocked 14 15/03/2016

17 10 5 blocked 14 15/03/2016

18 10 5 blocked 14 15/03/2016

19 10 G blocked 14 15/03/2016 >

~ prnt | | Close |

Each Type requires six things:

1. A description of the borrower type category.

2. The loan limit for all borrowers in that category.

3. The reservation limit for all borrowers in the category.
4. The overdue block condition.

5. The year levels associated with each type.

6. The normal due date for each borrower category.

7. An optional restriction to the types of items the category of borrower may borrow.
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It is best to group all the levels which have the same loan limit and due date into one Borrower
Type. In the example above Types 1 and 2 could be combined as they both have a loan limit of 2
and due date of 14 days e.g. junior primary Types 3, 4, 5, 6 and 7 could be combined as well e.g.
upper primary. This would leave only 4 types instead of 9.

Adding and Editing Borrower Types
To either add a new borrower type or edit an existing type, simply click on the row.

The data from the row is copied into a popup editing window.

(;5 Edit Borrower Type @
Edit Borrower Type 2
Description: | |Primary Stage 2
Loan limit- 10
Resv limit: 10
Overdue block: blocked -
Overdue limit:
Year levels: 3 4 Year levels
Due date” 7 days (16/05/2018) Edt
Final due date: Edit
Restriction: Restricted Restriction
ltem type due dates: | |-, Description Due date Edit
Item type loan limits: | .o, Description Loan limit Edit
History cut-off date: Edit
Close

Fill out each part. Some are optional.

e Press the Up/Down arrow keys or Tab key to jump down to the next row. Do not press
Enter to go to the next line.

e Press Esc or Enter or click on Close to close the window. Data is automatically saved.
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Description
This describes the borrower type category. Required.

The following are examples of borrower types created by Bookmark users:

1 STUDENTS JP R-2 JUNIOR PRIMARY STUDENTS

2 STUDENTS MP 3-5 UPPER PRIMARY STAFF

3 STUDENTS UP 6-7 STAFF A (YR LOAN) PARENTS

4 STAFF STAFF B (10 WEEKS) REFERENCE
5 PARENT PARENTS/COMMUNITY RESTRICTED
6 VISITING TEACHERS FACULTY

7 HIGH SCHOOL STUDENTS

8 HIGH SCHOOL STAFF

9 EX-TEACHERS

Upper case letters are optional! Mixed case is allowed.

Loan Limit

This is the maximum number of items any borrower of this Type is permitted to have on loan. The
value here can be from 0 to 10000. If a value already exists and you wish to change it, click on the
cell, use the Delete key to rub it out and type in the new value. All borrowers of that Type having
the previous value will have their loan limit revised to the new value.

e Each borrower also has their own individual loan limit, which can be assigned. It overrides
the value specified for their type. This individual loan limit is set in Borrowers Add/Edit.

Reservation Limit
This is the maximum number of reservations a borrower of this type may make. This value can be
any number between 0 and 255.

Overdue Block
This checkbox tells Bookmark whether or not to stop loans if a borrower of this category has
overdue items. Remove the tick to allow borrowers to borrow even if they have overdue items.

Year levels

List the year (grade) levels associated with the borrower type. Separate multiple entries with a
comma. Numbers can go from 1 to 12. It may be useful to include both 3 and 03. Use R for
Reception, P for Preprimary, K for Kindy. Staff and others can be left blank or a term entered.

The Year Levels button at the bottom can be used to pop up a dialog for entering levels.
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Fe =

=3 Year Levels @
Mark year levels assodated with borrower type 3

Year level Count
m | 5

[ 1 39

[l 39

[ 3 38

4 36

5 32

g 24

CE 7

[ 38

Cle 4

s 4

ks 36

I K J I Cancel

Tick the levels which need to be entered then click OK.

You can also manually add year levels on the line itself, separated by commas. Different school
administration systems use different designators for some levels — e.g. R, P, PP, 00, K, Prep.
Duration/date and Due Date

The borrower type due date is the primary due date used for loans.

The value for Duration/Date specifies the due date used for this category of borrower when items
are issued. This is the default due date assigned when borrowing.

Bookmark has two types of due dates: Fixed and Duration.

A fixed date is one that never changes from day to day. This can be a staff due date, which might
be set to the end of term or end of year.

A duration date changes every day. It is a "loan period" — a number of days value. This value is
added to the current date to determine the due date. It changes daily.

To set a due date, click on the Edit button.

To specify a due date, enter either the number-of-days loan period or the desired fixed date.
Alternately click on the Calendar button.
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=4 Set a due date @
Set due date

7
| One day || Two days ||Three days |
| One week | | Two weeks | | Four weeks |
Mext Friday
14 May 2018 3

Mon Tue Wed Thu Fri Sat Sun

7 8[9]1w0 11 12 13
21 2 3 M4 B 8/ T

4 5 6 7 8 9 10

/| Display loan period in days

| OK || Cancel |

With the calendar, click on the desired due date relative to today. This is marked in grey. (The
current date remains outlined in blue.) Tick the "Fixed date" checkbox if the date is to be fixed
instead of floating. Click on OK to set.

Please refer to the next section “Date Entry Standards” for rules about how to manually enter
dates.

Final due date

This is an end-of-year cut-off date for loans to this type of borrower. It is the latest due date that is
issued, and is usually close to a holiday or end of year. It only affects the duration type due dates
(number of days). If the borrower's due date is "fixed", the final due date is ignored at the time of
loan. Leave this field blank to not impose a cut-off date.

Loan Restriction
This feature controls the types of items that a certain Type of borrower can borrow.

Click on the right-column button which says Unrestricted.
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-

Z3 Loan Restrictions @

Mark item types which this borrower type is not allowed to borrow

Item Type

AF Adult Fiction

ARCH Archive Collection

BAGK Kit in small bag

BB Big Book

BF Bridging Fiction

BOX Boxed Special Collection
CFC Classic Fiction Collection
COMP Computer Hardware

Cs Class Sets

FIC Fiction

GF Graphic Fiction

JF Junior Fiction

INF Junior Mon-Fiction

KIT Kit

KITP Picture Kit

MAG Magazine e
1 3

m

*OEEOO000REEEEOREE

[ Set all ] [Clear aII] [ Ok ] [ Cancel ]

Tick the Item Types which a borrower is not allowed to borrow. Leave blank the ones which can be
issued.

To unrestrict all, click on Clear all.
¢ Items can be individually restricted to different types of borrowers, too. That is the regular
way to set up a loan restriction. This method is global.
Item Type Due Dates

In addition to the normal due date, different types of items may have special due dates for each
borrower type. These are based on the Item Types list discussed further in this document.

Junior Primary students, for example, may be allowed to borrow a Big Book for 2 days but Middle
Primary can be set to 4 days. The normal due date can be different — e.g. 7 days, 14 days, etc.

Click on Edit to bring up the Item Type Due Date dialog.
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i’ﬁ‘ Edit item type due date @
Edit ltem Type Due Date

Icon  Code Description Due date i
0 31 Website .
7] AF  Adult Fiction

¥  ARCH Archive Collection

) BE Big Book 2

® BF Bridging Fiction

) BGKT Kit in small bag

4] BOXS Boxed Special Collection

@ CDRM  Audio CD ROM

& CLF Classic Fiction Collection -

Enter either a value for a loan period in days or a fixed due date such as
end of term or end of year.

tz Calendar J I Clear I

I OK I [ Cancel

Click on the item type to highlight.

In the editbox next to the "Calendar" button, either enter the loan period or the fixed due date. Or
use the Calender button to set.

Clear removes all item type due dates.

Click OK to save.

History cut-off date

This is a date that instructs Bookmark to display borrower loan history beginning at a certain date
onwards. All records prior to this date are hidden. Setting this date does not remove the older
records, it only causes them to be invisible.

Loan Alerts

Loan alerts: []Pop up alert in loans if borrower has previously loaned the item
[1Do not allow borrower to reborrow same item 2 times in a row
L] Allow one loan extension even if item is on hold to a diff borrower

These tell Bookmark when to show an alert during borrowing.
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Cataloguing Lists

E§ Cataloguing Lists

—*€ Cataloguing lists

Cataloguing Lists Menu

1 - Status Types

2 - Item Types

3 - Locations

4 - Due Date Categories

R

Go back

Every item catalogued has a Status Type, a Location, an Item Type and a Due Date Category.

Each of these is presented as a List. This section can be used to modify the lists. Popup dialogs
also appear throughout Bookmark permitting this, too.

The first three lists here can also be worked on in Cataloguing > Authority Lists.
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Status Types
Each item has an assigned status number from 1 to 100.

The Status is the condition of an item. Status is not a location and a status is not normally used to
block an item being borrowed, although this is possible.

P o

= Status Types @
Mo. Status type Can borrow? Canreturn? Count *
1 Available Yes Yes 22487 |z
2 On loan Na Yes 895
3 UNLOGGED (Dec 12) MNo Yes 13
4 Repairs No Yes 11
5 Lost/Damaged Mo Yes
] OM ORDER MNo Yes 4
7 ACQUIRED MNo Yes
a Processing No Yes 625
9 Covering No Yes 173
10 Website No Yes
11 MNo Yes
12 MNo Yes
13 MNo Yes
14 Mo Yes
15 MNo Yes -
1 Available Update
[+ Can be borrowed?
[v Can be returned?
| Print | | Move | | Barcode | | Close |

Status 1 indicates an item that is currently in stock and available for loan. Items with a status of 1
can always be borrowed.

Status 2 means the item is on loan. It is automatically assigned to an item when it is borrowed.
(When an item is returned, its status changes back to 1.)

Status numbers 1 and 2 are fixed in meaning. The words for the status can be changed but the
meaning must remain the same -- the message Available for status 1 could be altered to In library
or In stock.

To enter or change a Status, click on the line and beneath the list type in the text. The text is case
sensitive and appears exactly as entered. Bookmark does not adjust the case for Status Types.
Use the tickboxes to indicate whether items with this status can or cannot be borrowed or returned
in Circulation.

To transfer information from the editing area to the list, click on Update or press Enter or the Up or
Down arrow keys.
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Examples of Status messages:

Status 0. Unused

1. Available

2. 0On loan

3. Lost not paid

4. Lost paid

5. In repair

6. New

7. Stocktake 2015 missing
8. Display

9. Missing

10. Awaiting repairs

11. In stock — damaged
12. New item — not for loan
13. Website

14. Electronic resource

Status Types are often used to denote items found missing in stocktake. A different status for each
year’s missing items is common.

Special status types can be se tup for items which are not normally borrowed, such as websites,
electronic resources, etc.

The Move button allows changing the status value stored against items from one value to another.
For example, all items with a status of 16 can be changed to 32.

Move

The Move function can be used to mass change the status types of items.

r 53 Global Status Change == ﬁ
Change all items having a status of:
& - Missing v
to:-
|4 - Weeded "|
| ok || cancel |

In the example above, all items with a status of 8 would have their status changed to 4.
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Locations

Add a new location
Location | Count | Change list order.
Library 18596 - -
Library Admin 3624
Staffroom 1999
Library Add
Print Remowve [tems Cloze

Every item should have a location included in the cataloguing data, although not longer mandatory.
Locations are useful for stocktaking, also appear in Search, and can be used for search limiting.

Instead of a location called "Library", it is recommended to have many locations, each identifying
an area within the Library. This can make locating items and stocktaking in sections easier.

Locations can also refer to areas where items are stored outside the library -- such as remote
resource centres, reading rooms, sheds, classrooms, etc.

To add a location, type in its description then click on Add.

The order in which locations are added is the order in which they are displayed. This order can be
changed, however.

See the Cataloguing module, Authority Lists / Locations for more information and more functions
related to managing locations and sublocations.
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Item types

& ltem Types

lcon Code | Description lcon name Count | »
L 3 Fiction bookZ.bmp Change list order
& JF  Junior Fiction book3_bmp 1919
& JMNF  Junior Mon-Fiction bookd_bmp 2548 hd =
& MF  MNon-Fiction bookd_bmp 5960
1§ REF Reference books.bmp 108
= TR Teacher Reference tchref bmp 1068
= KIT Kit multi item/types Ad kit bmp 474
e ] MAP  Map/Chart map.bmp 54
FE BB Big Book bigbook.bmp 100
T PIC  Picture picture bmp 693
VID  Video Tape/DVD videocassette bmp 37
= HWRE Computer Hardware hardware_bmp 3
L] MAG Magazine newspaper. bmp 49
B BOX Boxed Special Collection game1.bmp 2
B TUBE Kit in a Tube kit.bmp 4 "
Edit Mew Defaults Rebuild
Print Close

Every Item Type has a code, a description and an optional icon.

Every item must have an item type assigned. In older versions of Bookmark, the item type codes
were numbers, but in later versions they can be either a number or up to 5 letters or a combination.

Bookmark starts with a default set of item types. These can be changed or removed on this
window. Other types can be added.

See the Cataloguing manual, Authority Lists / Item Types for more information.
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Due Date Categories

ri? Due Date Categories @1
Click on a row to edit the due date category
M.. Description Loan pe... Date Count
1 Overnight 1 day 25/01/2018 1,443
2 End of year Fixed date 15/12/2018 0
3 One month 28 days  21/02/2018 0
4 Fixed date 0
a] Fixed date 0
6 Fixed date 0
7 Fixed date 0
8 Fixed date 0
g8 Fixed date 0
10 Fixed date 0
11 Fixed date 0
12 Fixed date 0
13 Fixed date 0
14 Fixed date 0
15 Fixed date 0
16 Fixed date 0
17 Fixed date 0
18 Fixed date 0
19 Fixed date 0
20 Fixed date 0
| Print | | Mave | Close

In normal operation, the due date assigned to an item comes from the Borrower's Due Date which
is based on their Borrower Type. See the next section "Due Dates".

However, sometimes it is hecessary to have a special type of due date which overrides this. For
example, an item may only be allowed on overnight loan or three day loan or only until the end of
term, regardless of who borrows it.

Item Due Date Categories (DDC) are used to provide this.

The DDC is entered when cataloguing an item and it can be changed at a later time.

If an item has a DDC of 0 then the borrower's due date is used when that item is issued. This is the
normal, default situation. But if the DDC from 1 to 20 then that due date — based on the DDC List —

is assigned instead of the borrower's.

This dialog allows placing a description against a DDC number and also setting the actual loan
period or fixed due date.

To enter a loan period (number of days), type in the value and press Enter. Or use the Calendar
control.

To enter a fixed loan date, type the date or use the Calendar control.
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Set Temporary Due Date

l8/01/2020

One day Two days Three days
One week Two weeks Four weeks
NextFriday = Endofterm | | End of year

Spedal 1 Spedial 2 Spedial 3

1 January 2020 4

Mon Tue Wed Thu Fri  Sat Sun
EVE| 1 2 3 4 3
7T 8 9 10 N 12

13 14 15 16 17 18 19
20 21 2 23 24 35 26
27 228 29 30 3N 1 2
3 4 3 6 7 8 9

oK Cancel

A few unique DDCs are available:
End of term

End of year

Special 1

Special 2

Special 3

If these exact phrases are used for the DDC descriptions, they can then appear on the Temporary
Due Date popup dialog in Loans.
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Due Dates

@ Due Dates

Due dates in Bookmark are based on both the Borrower's type and an item's Due Date Category.
Borrower due dates are the default.

This means the borrower due date is normally assigned to items on loan.

However, if an item is catalogued with a due date category other than 0, the item is issued with that
date instead of the borrower date. The value indicates which due date from the DDC is used

instead of the borrower type due date. Item due dates take precedence over the borrower due
dates, but they are exceptions to the rule.

Edit Due Dates
Borrower Due Dates Item Due Dates
Borrower type Days Due date Count ™ Item due date category Days Date Count
1 - Junior primary 14 16/03/2020 242 1 - Inter Library Loan 30 01/04/2020 0
2 - Primary 14 16/03/2020 249 2 - End of Year 2020 338 03/02/2021 0
3 - Senior Primary 14 16/03/2020 163 3- Fixed date 0
4 - Staff Fixed date 22/11/2019 96 4- Fixed date 0
5 - Student teacher 14 16/03/2020 9 5- Fixed date ]
6 - Bulk loan Fixed date 29/11/2019 17 6- Fixed date 0
7 - Japanese room Fixed date 22/11/2019 1 7- Fixed date 0
8 - Library Fixed date 22/11/2019 3 8- Fixed date 0
9 - Qut of hours care Fixed date 22/11/2019 2 9- Fixed date 0
10 - Music student Fixed date 22/11/2019 4 10- Fixed date 0
11 - Contracts, TRT 14 16/03/2020 1 11 - Fixed date 0
12 - Music room Fixed date 22/11/2019 0 12 - Fixed date 0
13 - Music Fixed date 22/11/2019 1 13- Fixed date 0
14 - Left 0 02/03/2020 1 14 - Fixed date 0
15 - Restricted Borrowing 14 16/03/2020 5 15- Fixed date 0
16 - 14 16/03/2020 0 16 - Fixed date 0
17 - 14 16/03/2020 0 17 - Fixed date 0
18 - 14 16/03/2020 0 18 - Fixed date 0
19 - 14 16/03/2020 0 19 - Fixed date 0
20 - 14 16/03/2020 0 «| |20- Fixed date 0
Holiday dates Final due dates
Close

To change a borrower due date, single-click on the row in the chart.
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g8 Edit due date =

Edit Due Date
3 - Primary Stage 3

Enter either a value for a loan period in days or a fixed due date
such as end of term or end of year.

7 Calendar

ltem type due dates

lcon Description Due date Edit

I OK H Cancel J

Due dates follow the same rules as presented in Borrower Types above. Enter a number for a loan
period, or a date for a fixed due date.

For every borrower type, special due dates can be set up based on item types. This allows
different types of items to have a different due date for a specific category of borrower.

Click on Edit to change the dates.

:?i' Edit itern type due date @
Edit ltem Type Due Date

Icon  Code Description Due date i
=) MKIT Multi item/types Ad

Y ME Mon-Fiction 12/12/2017

Q ORDR Item on Order

@ FER Periodical

PF  Picture Fiction
FIC Picture
PKIT Picture Kit
QF Quarto Fiction
REF Reference -

m

CHEB

Enter either a value for a loan period in days or a fixed due date.

|1 201212017 I Calendar J I Clear

I oK H Cancel ‘

Click on an item type to select then enter the loan period or fixed date. Click OK to save.
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Item Due Dates are used to change Due Date Categories. These dates are "exceptions to the
rule”. The rule are the borrower due dates. Exceptions can be a musical instrument to be borrowed
until the end of the year. These due dates take precedence over the borrower due dates.

To change an item due date, click on the line.

=)

;@ Edit due date category
Edit Due Date Category

1 Owvernight <- Description

Enter either a value for a loan period in days or a fixed due date
such as end of term or end of year.

1

Remave

Calendar

ok ||

Cancel

If the description line is blank, a description can be entered here.

A description creates an Iltem Due Date Category which can then be assigned to specific items as
they are catalogued.

The remove button removes the entry from the DDC list. It does not remove it from items.
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Holiday Dates

These are dates when the library is closed. Start and finish covers the holiday time.

Library Holiday Dates

Dates when the library is closed. Enter a description for each holiday and the
beginning and end of the holiday - e.g. April holidays. Do not enter weekends.

Description Starting date Finishing date

Easter 10/04/2020 13/04/2020

Term 1 Holidays 2020 10/04/2020 28/04/2020

Anzac Day 27/04/2020 28/04/2020

Queens Bithday 08/06/2020 09/06/2020

Term 2 Holidays 2020 04/07/2020 19/07/2020

Term 3 Holidays 2020 26/09/2020 111072020

Labour Day 05/10/2020 06/10/2020

Term 4 Holidays 2020 12112/2020 26/01/2021

AddEdit Delete Close

By default, no holiday dates are listed.

If the list is blank, Bookmark does not check for holiday dates when issuing loans.

If dates are listed, Bookmark tests to see if the due date falls within a specified holiday date range.
If it does, it calculates the next date one week further on. If that is within a holiday it repeats
automatically until a due date outside a holiday is found.

For schools, holiday dates normally cover the time between terms.

Holiday dates, if used, must be manually updated at the start of every year.

Holiday dates can be left blank.
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Final Due Dates

23 Edit final due dates ==

Enter the final due date for each term.
The last date acts as the final due date for the year.
These dates only apply to number-of-days loan periods.

1 06/04/2018 Calendar

2 29/06/2018 Calendar
3 28/0972018 Calendar
4 30M11/2018 Calendar

| Close |

Final Due Dates indicate end-of-term and end-of-year due dates.

If a borrower has a number-of-days loan period, the due date assigned will not go past the
indicated date. Fixed due dates are unaffected.

Example: a borrower has a due date of 14 days. The current date is June 25. The due date would
normally be July 9. But the final due date of June 29 acts as a block, so that date is stamped
against items instead. Once the current date goes past, the due date reverts to normal until it is
again blocked by the next date. The last date listed acts as an end-of-year date. Borrowing is not
permitted after the last date.

If left blank, no final dates apply.

If only one date is entered at the top, it acts as an end-of-year block.

This form can be used to set up end-of-term dates for the entire year.

Exceptions: borrowers or items with "fixed dates" ignore the final due dates.

The final dates apply to all borrowers and items with number-of-days loan periods only.

Final due dates can be left blank.

As a general rule if holiday dates are used, final due dates are not used, or vice versa.

Controls 57



Circulation Controls

['ﬁ@ Circulation Controls J

These controls are discussed in the Circulation documentation.

Search Controls

;L: Search Controls J

Search controls are discussed in the Search document.

WebOPAC Controls

[ {5 WebOPAC Controls ]

Webopac controls are discussed in the Webopac document.
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Edit News

News

Edit News can be used to write notices that people can view in Circulation and Search.
These notices can be simple text, or an image or a link to a webpage or a book cover + text.

Format
Four formats are available:
e Textonly
e Image only
o Webpage (Webopac only)
o Cover + text

Use the dropdown list to select

Text only format

This format presents a simple text editor. Whatever is typed in is displayed in News in Circulation,
Search or Webopac. Images cannot be embedded within the text. The font size is fixed and cannot
be changed.

4 Edit News 26/07/2023

Edit News

Format: |Text >

A two-headed creature and a large redfurred carnivore are among the members of a party
which arrives to explore a mysterious world fabricated in the shape of a ring.

Winner of both the Hugo and Nebula Awards for Best Novel, RINGWORLD remains a
favorite among science fiction readers.

Louis Wu, accompanied by a young woman with genes for luck, and a captured kzin—a
warlike species resembling 8-foot-tall cats -- are taken on a space ship run by a brilliant 2-
headed alien called Nessus. Their destination is the Ringworld, an artificially constructed
ring with high walls that hold 3 million times the area of Earth. Its origins are shrouded in
mystery.

The adventures of Louis and his companions on the Ringworld are unforgettable . . .

Print Close
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Image only format

4 Edit News 05/12/2016 =y

Edit News

Format:

Image file: D:\BMV10IMAGES\aSlide1.JPG

Use the browse button to locate the image file to be displayed. It is automatically resized to fit

within a 640 pixel wide by 300 pixel high area. The file can be located anywhere the computers on
your network can access.

Exception: Webopac is unable to access images stored outside the Bookmark folder. Images need
to exist within a folder inside the Bookmark folder.

Text + cover image format
This format combines the textbox with a book cover-size image.

Use the Image format to select the image or cover to display.

Then use either the Text or Text + cover format to write (or copy/paste) the text to be displayed
along side.

% Edit News 26/07/2023

Edit News

Format: |Text + cover image i

Barcode [ ]

I two-headed creature and a large redfurred carnivore are among
IWLEAE N (the members of a party which arrives to explore a mysterious world
&N (fabricated in the shape of a ring.

Winner of both the Hugo and Nebula Awards for Best Novel,
RINGWORLD remains a favorite among science fiction readers.

Louis Wu, accompanied by a young woman with genes for luck, and

a captured kzin — a warlike species resembling 8-foot-tall cats -- are
taken on a space ship run by a brilliant 2-headed alien called

~ |Nessus. Their destination is the Ringworld, an artificially constructed

ring with high walls that hold 3 million times the area of Earth. Its

& origins are shrouded in mystery.

The adventures of Louis and his companions on the Ringworld are
unforgettable . . .

Print Close
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Book Reviews Controls

A

Reviews

Users can write reviews about items in the catalogue. These reviews can be made public.

Reviews Controls is used to manage the reviews and to restrict who can write them.

¢ Book Reviews Manger EI' =] '@
Book Reviews Manger
View Edit ] [ New ] [ Delete ] [ ] [ Import ] [ Restrict ] [ Stop words ] [

Review  Iltem Title Approved? Reviewer Name Date
1 14919 Oakleaf bearers Yes 1 Jane WEBBER 12/03/2008
2 156059 Layla, Queen of Hearts Yes 1 Jane WEBBER 12/03/2008
3 13029 Share Said the Rooster Yes 1 Jane WEBBER 12/03/2008
4 15058 Pagan's Daughter Yes 1 Jane WEBBER 12/03/2008
5 10894  Zathura : A Space Adventure Yes 1 Jane WEBBER 12/03/2008
6 14883 Leaper Lane Yes 1 Jane WEBBER 12/03/2008
T 14876 A Fox called Sorrow Yes 1 Jane WEBBER 12/03/2008
] 10108 Hover Car Racer Yes 99 WORKROOM 12/03/2008
9 3408  Board Shorts Yes 99 WORKROOM 12/03/2008
10 1110 Harry Potter and the Chamber of Secrets Yes 99 WORKROOM 12/03/2008
il 20791 You Ate That? Mo 393 Jack FOUNTAIN 02/09/2009
12 20791 You Ate That? Mo 393 Jack FOUNTAIN 02/09/2009
13 20791 You Ate That? Mo 393 Jack FOUNTAIN 02/09/2009

Click on a column heading to change the sorted order of the list.
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To view or edit a review, double click on it or click once to highlight and click on the View/Edit
button.

=4 Edit Review =n =R
Edit Review
Review number: 5
Reviewer: 1 Jane WEBBER
Ttem: 10894 Zathura : A Space Adventure

Review date: 12/03/2008

Review status: ¢ Not approved
= Approved

Chris van Allsburg is the author illustrator of such classics as The Polar
Express and The Mysteries of Harris Burdick.

Walter and Danny, the two brothers in the story are left together when their
parents go out for the day. What happens when they go to play in the

garden and find a game in a box called Jumanji? Zathura is now a motion
picture.

Clear ] l Print ] l Close

The review can be edited and/or approved.

By default reviews may not necessarily be approved, meaning they cannot be viewed until
approved. Use this screen to approve them.

To write a new review, click on the New button.

P

-

=4 Find item ==
Enter item number, barcode, or words from the title

Ok I I Cancel

Controls 62



Locate the item to be reviewed.

S Find borrower @

500 Waolfie

Enter borrower number, barcode, or part of their name

Ok ] [ Cancel

Enter the borrower's number. Click OK.

To delete reviews, highlight the reviews to be deleted (multiple entries can be highlighted in the
normal manner) then click on Delete.

Reviews 3
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Limits

=3 Reviews Settings @
Reviews Settings
Maximum reviews per title 100 =
Show reviewer's name * Yes
" No
Reviews automatically approved ” Yes
* No
| OK | | Cancel |

The maximum number of reviews permitted per title is 250 but can be set to anything down to 1.

If "Reviews automatically approved" is set to No (the default) then each review must be vetted and
approved before it becomes public.

| Stop words

Stop words are words that are automatically detected in reviews. These might be inapproprirate
words or phrases. Any review containing a review stop word is automatically not approved
regardless of other settings. The review can be examined here and either corrected or deleted.

Initially, no stop words are registered so they have to be entered manually. List the words or terms
separating each with commas. They are not case sensitive. Click on OK to save the list.

=43 Reviews Stop Words =23
Reviews Stop Word List

The words below are automatically deleted when a review is
saved.

Separate each word with a comma. Do not put a comma at
the start or end.

, ENTERTERMSYOURSELF ,HAVEFUN!,

oK | | Cancel ‘ | Clear
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Note: changing the list does not alter the words already saved in reviews.

Restrict is used to set restrictions based on classes. Borrowers in restricted classes are not

permitted to write reviews.

53 Restrict Reviews (==
Restrict Classes
Click on a class to restrict or unrestrict borrowers.
Class Members  Restricted it
STAF 25 7
158 20 1
6MB 24 7
4CR 19 2
2BG 21 1
SRT 17 17
4RC 20 1 E
3EC 21 21
KGL 19 1
2HN 20 20
TLC 18 18
TSM 20 2
3FD 19 2
1ST 20 1
2 2
ELVS 10 1
LAYS 17 1
First, select a class by clicking on it.
S Restrict Reviews (=]
Restrict Class 4CR
Tick names of those who can write reviews.
Can review  Borrower it
[[s Cathy READ
140 Tia HARRISON
159 Thomas COLLITON
202 Gisele HORSFALL
241 Caleb CUTMORE
[C] 266 Hamish JOLLOW
204 Ruby FRYER
314 Ben WILSON
317 Elke BLACK E
407 Mali JENKINS
412 Serenna DI BELLO
415 Gina LO CERTO
419 Indigo YELDHAM
438 Luca DAVISON
439 Alexander SKRAEM
441 Paris HARDWICK
458 Jordan ATHIS
460 Charlie DOWLING
477 Harry LAMBLE THOMAS -
[ Restrict all ] [ Urrestrict all ] [ OK ] [ Cancel ]

Then tick each borrower who is allowed to write reviews. Those who cannot, leave blank.

If no borrowers are ticked, then none in the class can write.
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This function sets or clears the "Can write reviews?" checkbox found in Add/Edit Borrowers.

Import

Reviews can also be written using Word or Notepad or a text editor.

If written in Word, they need to be saved in text file format as Bookmark is unable to import
document formats.

Many reviews can be put into a single file.
Each review requires a particular order.

1. The first line must be the reviewer's barcode or borrower number.
A space can follow with their name but this is optional.

2. The second line must be the item's barcode or number.
A space can follow with the actual title, although this is ignored during import.

3. The review can follow with as many lines as needed.

4. The last line of a review is ### (three hash symbols). This is required to denote the end of
that review.

The next review can follow immediately after the ###.
Example:

12 Melinda Stark

14919 Oakleaf Bearers

The Fourth in the Ranger's Apprentice series. Will and Evanlyn are about to escape
from Skandia, when Evanlyn is kidnapped by six Temujai Warriors. Will sets out to
rescue her, with the help of Halt and Horace. After Evanlyn has been rescued, Will
realises that the Temujai warriors are only the advance guard for a massive invasion.
Can the Araluans work with their sworn enemies the Skandians to defeat the
invaders?

HiH
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Reservations Controls

Reservations

Reservation controls are discussed in the Circulation documentation.

tions and Holds
Reservations and Holds
Display entry Remove entry Age list Print notice Batch print notices Print entire list Print holds only Print for a title
Clear list Export list Email hold notices Borrower types Swap reserve status | | Uncollected holds Realign List holds
Order | tem I Link I BN I Date Time: Title I Status I Name I Class I “rear I Type || ~
1 29590 29590 435 12/05/2015  09:39:36 The 13-Storey Treehouze n‘a NOVAK, Siena 2NMB 2 1
2 34580 34560 457 12032015 13:50:45 The adventures of a goblin called garbag... onhold COATES, James 35T 3 2
3 8803 2503 32 25/04/2015  10:08:28 Anzac on hold  VALLENDER, Leesa STAF S k]
4 34780 34780 336 14052015 13:42:30 Colour illusicns : visual tricks, fantastic fa.. onhold SIMPSON, Samuel 3sT 3 2
5 12000 12000 T 15082017 11:55:22 The Ghost in Abigail Terrace nia DALLEYWATER, Keith ‘Gor.. S 8
i1 28102 28102 230 10032015 11:08:35 Guinness World Records 2011 on hold  HADDAD, Damon 158 1 1
T 28717 28717 310 190052015 111722 Guinness World Records 2011 : Gamer's ... n/a SIMPSON, Thomas 158 1 1
8 34210 34210 200 07/05/2015 13:48:49 Guinnezs world records 2014 nia HADDAD, Charlotte 35T 3 2
9 28322 29322 399 05052015 10:10:23 Kangaroe and Crocedile : my big book of ... onhold  WORKROOM STAF S 9
10 34887 34857 450 1052015 11:23:08 Laff-o-tronic monster jokes! nla ROBINSON, Ella SRT 5 3
1 35240 35240 238 07/0s2015 142221 Mind muddlers : what you see is not wha... onhold JENKINS, Laila 41 4 2
12 32620 32620 201 07/05/2015  14:20:52 Optical llusions nia EDIS, Oliver 41 4 2
13 38130 38130 105 14/05/2015 142719 Pearlie goes to Rio : Pearlie - Book 16 nia ATHIS, Eliza 41 4 2
14 9031 9031 442 02/03/2015  12:23:31 Where's Wally Now ? on hold POLLARD, Tate GSR [ 4 ©
18 reservations and holds Change list a d
Natice setup :
Maximum reservations per Maximurmn reservations per person per
Reserve message| This itemn is not yet available. Do you wish to keep the reservation? |
Hold message | This item is now available, |
Settings Include phone number on noticel] Print notices in SLIP format [ Automatically email hold notice
Include cover image on printout [] Include site name on top when reserveis returned
Collect within l:l days
Font Arial e Custem
Font size 0 ~
Close
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New Iltems

New ltems

New Items is an option available in Search and Webopac.

There are two styles: Automatic and Manual.

Automatic

Use the droplist at the top to choose the number of days from which the items were accessioned —
e.g. last fortnight, last month, last year. Use the lists below to select which areas are to be
included. Removing a tick hides items in that area.

The List Items button at the bottom displays all items based on the configuration.

{7, New ltems Automatic *

Display items received within this time | 30 days (3 months ~ Oitems
ltem Types which can be dis.__ | A | | Locations which can be displ... | Status Types which can be d... | ~
FIC - Fiction Library 1 - Available
JF - Juniar Fiction Library Admin 2 -0n loan
JNF - Junior Non-Fiction Staffroom 3 - UNLOGGED (Dec 12)
NF - Mon-Fiction 4 - Repairs
REF - Reference 5 - Lost/Damaged
TR - Teacher Reference B - ON ORDER
KIT - Kit multi item/types Ad 7 -ACQUIRED
MAP - Map/Chart 8 - Processing
BB - Big Book 9 - Cavering
PIC - Picture 10 - Website
VID - Video Tape/DVD 1-
HWRE - Computer Hardware 12 -
MAG - Magazine 13 -
BOX - Boxed Special Colle. .. 14 -
TUBE - Kit in a Tube 15 -
PKIT - Picture Kit 16 -
CDREM - Audio CD ROM v 7 - v
Set all Clear all Set all Clear all Set all Clear all
* These settings apply to all Setups.
List iterns Save Cancel

Set all and Clear all cancels any previous settings. Press save to exit to the Controls screen.
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3 New items list
MNew Ttems List
Item  Title Call number  ISBN Item type Location  Status i
Toys and games: then and now  1688.72 Hop 9781742033501 3 1 2 |
35249 Stories 701.1 Bro 9780753437421 4 1 9 1
35250 Meet Banjo Paterson : Book 7 ... JF Pat 9780857980083 2 1 9
35251 Any questions? JF Gay * 9781760113179 2 1 9
35252 The skin 1612.79 Hen 9781742033600 3 1 9
35253 The greatest Gatsby : a visual ... 1425 Rid 9780670078684 4 1 9
35254 Do you love dogs? 636.7 Hum 0780143308355 4 1 2
35255 Alice's food A-Z : edible adven... 641.3 Zas 0781922179388 1 1 1
35256 Home PF Ell 9781406359428 21 1 9
35257 The king and the sea JF Jan 9781877579943 2 1 1
35258 Have you met Scribble? PF Dic 9780980671193 21 1 9
35259 A river PF Mar 9780670077441 21 1 9
35260 Thunderstorm dancing PF Ger = 0781743314593 21 1 1
35261 That's what wings are for JF Gue 0781742978291 2 1 9
35262 Idon't like Koala PF Fer * 0781742761497 21 1 9
35263 Run, Fip, run FJon * 9781743319222 1 1 9
35264 The four-fingered man : Book ... Flon 9781760120283 1 1 9
35265 Flying high BF Mor * 9781742990705 23 1 9 il

Manual Items to be displayed as New Items are scanned in via their barcodes or item numbers.
Scan a barcode or type a number and click on Barcode or press Enter to add it to the list.

Number |Tit|e |
24991 The Book of Time: Book 1 - Book of Time
1438 The Elves and the Shoemaker
26124 Australia's Water Resources [chart]
28903 You Are My Special Baby
22003 Wazim the Wanderer
|| Barcode Remove Clear
Import Export Save Cancel

Remove allows the highlighted item to be erased.
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Clear wipes out all items on the screen.

Import allows a text file generated elsewhere within Bookmark or via Notepad to be imported. This
file contains a list of barcodes or item numbers. (Scan the items into Notepad and save the file.)

Export will generate a text file in Tab delimited format containing item number, call number, author,
title, and publishing information.

Save stores the list.

Changing to Automatic will delete this list, so if the list is to be kept, it is best to export the
information before the change.
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Resource Lists Controls

M Resource Lists

Resource lists are special lists of items. They are created in Search and Webopac by users and
can be made available to others to view and even amend.

This section is used to control the Lists.

You can choose which Borrower Type can create resource lists, and how many there are and other
things.

[TN Resource Lists Controls EI =] @
Resource Lists Manager
List name Date Entries  List owner List type it
3D WITH SOUNDS 14/02/2018 2 15 - Walker, Lynn Private
ABORIGINAL RESOURCES 09/02/2015 19 15 - Walker, Lynn Private E
ANZAC 24/04/2017 22 15 - Walker, Lynn Private
AUSTRALIA 29/01/2016 19 15 - Walker, Lynn Private
AUSTRALIA FICTION 29/01/2016 16 15 - Walker, Lynn Private
BODY - JUNIOR 07/02/2017 14 15 - Walker, Lynn Private
CD PLAYERS 25/08/2015 44 15 - Walker, Lynn Private
CHARACTER COMPARISONS  23M10/2015 1 15 - Walker, Lynn Private
DISABILITY 24/03/2016 2 15 - Walker, Lynn Private
EASTER 17/03/2016 16 15 - Walker, Lynn Private
ENDANGERED ANIMALS 12/03/2018 5 15 - Walker, Lynn Private
FAMILY JUNIOR 02/08/2017 19 15 - Walker, Lynn Private -
Selectentry | [ Deleteonelist | [ Create | [ Printists | [ Deketeallists

Borrower types allowed to make resource lists

mf »

[C] 1 - Student (don't use any more)

2 - Teacher

3 - Non-Teaching

[C] 4 - Relief Teacher

5 - Student Teacher

[T 6 - Parent

7 - Library

[C] 8 - Blocks

[[19-Left

[71 10 - Student Y1 -

Print list will print a list of all resource lists.
Delete all lists removes all resource lists.
Delete one list removes a highlighted list from the database.

Select entry is used to examine and manage one list. Highlight first. Double-clicking also selects
the list.

Create can be used to make up a new resource list without having to go through Search.
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Viewing and editing a resource list

m Rezource list @

List name: AUSTRALIA FICTION
Date: 29/01/2016
Owner: 15 Walker, Lynn
Display title:
Password: KIBBLE|

List type:

[tem Title - 16 entries

4493 Are We There Yet? - A Journey Around Australia
26009 Chook Shed Snake

26006 Crooked Mick

30585 AFriend For Grace Mo: 2

31328 Grace And Glory Mo: 3

26007  How To Talk To A Frill-Meck Lizard
31628 The Hunt For Ned Kelly

30588 Letty And The Stranger's Lace Mo: 2
31329 Letty On The Land MNo: 3

29318  Meet Grace Mo: 1

29319 Meet Letty No: 1

29317 Meet Rose Mo: 1

31621 The Melting Pot

20249  The Monster Who Ate Australia
45970 My life as an alphabet

45970 My life as an alphabet

[ Print ][ Add item ][ Remove ][ Import ][ Download ]

The name of the list's owner is shown first along with the date the list was created and their
borrower number.

Lists have both a private name (used to file the list in the database) and a "Pubilic title" (displayed
for selection with Public and Open lists).

There are three types of lists: Private, Public and Open.
e A private list can only be used by the list's owner.
e A public list can be viewed by others by only modified by the owner.
e An open list can be added to by others.

The type of list is determined by the owner.
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Private and Public lists require a password. Open lists do not.

Add item can be used to individually add titles.

=3 Find item

Enter item number, barcode, or words from the title

=

| oK

J

Cancel ]

-

Remove item deletes highlighted titles from the list.

Print prints out the contents of a list. Location and Status can be optionally included.

Import reads a file of item numbers or barcodes directly into the list.

Download reads barcodes from a portable reader and fills the list.

List Restrictions

Tick the Borrower Types allowed to make resource lists.

List settings

Borrower types allowed to make resource lists:

[ 1 - Infants Student
2 - Primary Stage 2
3 - Primary Stage 3
4 - Primary Stage 3b
[] 5 - Ex LS Students
& - Parents

7 - Teacher

& - Andillary Staff
g - Library Staff
] 10-

] 11-

m

If no borrower types are marked, then all borrowers can make lists.
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