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Version Changes 
 

Changes between Version 7.0 and Version 7.2 

 

2.4.5 Facets updated v. 7.02.06 

2.6.2 Performing a Graphical Search updated v. 7.02.06 

removed 4.2.1 Global Cap on Checkouts (deprecated) 

removed 4.11.2.7 Paging for Holds Display (deprecated) 

4.12 Call Slips, Document Delivery, and other RFI Forms updated v. 7.02.x 

4.2.2 Getting a Supervisor Override updated v. 7.02.06 

4.5 Checking In updated v. 7.02.13 

5.2 Creating a Patron updated v. 7.02.11 

5.12.4 Patron Delete Tool updated v. 7.02.17 

5.13.8.3 Checking Out Lost Items to Another User new in v. 7.02.10 

6.3 Assigning Roles in the Individual Patron Record updated v. 7.02.06 

9.3.9.1 Searching, Exporting, Removing Attributes updated v. 7.02.22 

9.5.4 Item Session Defaults updated v. 7.02.06 

13.1.6 Acquisitions System Preferences updated v. 7.02.06 

14.10 Deleting Subscriptions new in v. 7.02.05 

14.11 Deleting Publication Records added section v. 7.02.05 

17.4 Results List updated v. 7.02.06 

17.14 Call Slips and Document Delivery updated v. 7.02.x 

17.6 Authority Browse updated v. 7.02.13 

 

 

 



Bibliovation User Manual Copyright © 2023- by   Page 21 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

Purpose 
 

The Bibliovation Library Services Platform application is a feature-rich, scalable, web-based application 

used by organizations to place valued collections under intellectual control, while providing a means for 

the inventorying, cataloging, describing, indexing, searching, and requesting of any type of materials.  The 

full Bibliovation system includes the digital object component; the ILS-only production version is LibLime 

Academic Koha. 

This User Manual covers each module of the application and offers step by step instructions for how to 

configure key features and provides instructions for feature use. The User Manual is updated on a regular 

basis as features or screens change. 

There are two interfaces to the application, the staff client (for staff) and the Discovery Layer (for patrons). 

The main focus of this User Manual document is the staff client, but Discovery Layer functions are covered 

as well.  Two additional manuals, the Discovery Layer Customization Guide and the Superlibrarian 

Training Guide are intended for system administrators, not general staff users. 

Note that some of the underlying code libraries have been updated in previous versions. This will 

result in slightly altered screen displays; not all screenshots have been updated. Some local 

customizations may need to be redone. Also note that as a general rule, any configuration change will 

require users to refresh the browser. Some may also require a cache clear before the change shows 

up. If you aren’t seeing a change, refresh your browser and/or clear your cache. Some settings are 

cached on the server end; it may take up to 3-5 minutes before those changes are reflected in a 

browser refresh. 

 

1. Log in to Staff Mode 
 

When staff users first log into the system, the opening screen has information and menu options; these 

options vary based on the user’s permissions. Unlike earlier versions, the same URL is used for both staff 

and patron logins.  The user greeting page clearly shows which user is logged in and provides links only to 

areas the user is permitted to access. NOTE: a user can log in either with the defined userid (DL Login 

field) or the cardnumber – if the value entered does not match the DL Login, it will try to match 

against a cardnumber. 

The first user greeting page, shown below, is for a user with full access to the entire system.  This person 

can access any staff module, including the full administrative suite.  This user can also initiate a 

bibliographic search from this page via the Search Catalog option.  
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The second user greeting page, shown below, is for a public user with limited access to the system.  Note 

that no links to any staff functions are provided. This user can initiate a search against the database from 

the masthead search box which defaults to Library Catalog (keyword), or by going to the Advanced Search 

link. 

 

The third user greeting page, shown below, is for a junior circulation librarian.   This person has access to 

circulation, lists, and patron functions, but no other functions. 
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For all staff users, the top menu bar is available throughout the staff client screens – the “More” menu has 

links to most of the functions listed on the main page.  The staff masthead has tabs for searching the catalog 

and for starting a checkout (options vary depending on what screen you are on).   

 

1.1 Toggle Between Staff or Public Masthead 

 

Staff users can toggle between the staff and Discovery Layer masthead for more functionality as needed.  

Under More, click Show Public Masthead: 

 

The top bar and main menu options remain the same, but the masthead changes to the public view: 

 

Click More, Show Staff Masthead to toggle back to the staff view.  Staff can also minimize the staff 

masthead with the Hide Masthead toggle (next to the More pulldown). You can bring it back with the Show 

Masthead toggle: 

 

Note that the masthead can be hidden automatically by certain functions, including the Cataloging Editor. 

You can always bring it back with the Show Masthead button if needed. 

 



Bibliovation User Manual Copyright © 2023- by   Page 24 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

1.2 Navigation 

 

As you navigate through menus and submenus, you will see a sidebar menu relevant to the module you’re 

in. Click any of those links to move to a different area of the module. 

 

You can always click the Staff Home link in the masthead to return to the main page, or click More to move 

to a different module. 

 

1.3 News Items 

 

If you have permissions, (see the Creating a Staff Patron and Setting Granular Permissions section) you can 

create News items to display messages and notes for staff.   
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To access News items display messages and notes for staff, go to Tools, News.  You can edit existing news 

items, delete items, or create a new one.  To edit, click the ‘Edit’ link in the last column of the display.  To 

delete, check the selection box and then click the ‘Delete selected’ button. 

 

To create a new news item, click the New Entry button.  First choose whether the item Display Location 

should display in Librarian interface (staff mode) or OPAC (Discovery Layer). 

 

Then fill in the rest of the fields.  Publication date will default to the date of creation.  You can specify an 

expiration date, after which the item will no longer display.  If it’s an item that should display indefinitely, 

you can leave the expiration field blank. (This is a change from earlier versions.) 

Position is meant to determine the order in which items display; you can leave it blank if you only have one 

item.  The News field is the text for your message. 

 

Click the Submit button to save your message, or Cancel to cancel it.  To check staff messages, go to the 

staff client home page (first screenshot in this section). NOTE: You will need to refresh your browser to 

see changes.  For DL messages, go to your Discovery Layer interface: 
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If you have any main page text configured for your Discovery Layer (such as the “Welcome” message 

above), it will display before the news items. See the Discovery Layer Configuration Guide for how to 

change that if desired. 

 

1.4 Custom Menu Configuration 

 

If your system administrator allows it (in Discovery Layer configuration editor, under 

Performance/Authentication, Configurable staff home), staff users may configure their own menu layouts.  

You will see a Configure button in the upper left corner of the main staff menu. Click it, and you will get 

three columns of options: 

 

The available options are at left, based on the user’s permissions. Users can drag widgets in and out of the 

three right-hand columns to design a menu that suits their needs. Some widgets are search boxes such as 

patrons or bib searches: 
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Others are links to specific menus or actions, such as Lists, Reports, etc. 

You can save your settings by clicking the Save button at upper left, or cancel. If you haven’t made any 

changes, clicking the Configure button will turn off the configuration display. You can also reset the 

interface to the default if you change your mind later. 

 

Here’s an example of a change, to remove certain links and move others around.  The default staff interface 

for someone with full rights looks like this: 

 

This user has chosen to remove some links and move others around on the screen: 
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Only users with individual logins should configure a custom menu. If a login is shared (for example, a 

generic circdesk login), anyone changing the menu will affect everyone who uses that login. In those 

situations, all users should agree on a change first. 

 

1.5 Hotkeys 

 

Previously, hotkeys were available only in the Cataloging Editor. Now, certain key strokes or hotkeys are 

configured to for system-wide actions. You can see available hotkeys from anywhere in the application. Go 

to More, Show Hotkeys, or use the hotkey forward slash ( / ). (Press the Escape key or click somewhere 

outside the data entry fields so that no field has focus. Then type a forward slash.) 

 

 

A popup window will show available shortcuts: 
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The top section shows hotkeys that work throughout the application. The next section shows hotkeys that 

are specific to the Cataloging Editor. If a hotkey is not functional in your current location, it will be grayed 

out. 

 

 

2. Searching 
 

You can search for bibliographic records in a number of ways.  The search areas offered will vary slightly 

in appearance and display, based on user permissions, but all searches are conducted in a similar manner. 

If a user is logged in when a search is performed, the search query and results are cleared when the 

user logs out. 

 

2.1 Basic Search 

 

Users with public access can perform basic searches via the Discovery Layer masthead.  Search terms can 

be entered into the box provided.  Searches can be narrowed using the dropdown choices provided by 

choosing one of the choices within the pulldown list. The default is a keyword search of the entire Library 
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Catalog. Sites can configure which indexes are available for search in the Discovery Layer Configuration 

Editor (see the Discovery Layer Configuration Guide for more information).  

 

Search terms and facet selections are persistent but may be cleared from the box by using the circled X in 

the upper right of the search box (previous versions had a separate Clear button). The search results will 

remain on the screen. For example, a results set might look like this: 

 

Staff users will see a persistent search bar atop each screen.  This search bar includes a search box for search 

terms and three tabs, labeled Checkout, Check In, and Search the Catalog, respectively.  The tabs active or 

available may change depending on what module is currently on screen. As with the public search box, 

search terms are persistent but may be cleared by clicking the Clear All button 
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The staff search box is a keyword search of the entire catalog; more targeted searches are available on the 

Advanced Search page. 

As mentioned above, staff users can toggle between the staff search bar (masthead) and the public version.  

Each has different options. Certain screens and functions may hide the masthead; it can be restored by 

clicking the Show Masthead link in the top menu bar. 

 

2.2 Advanced Search 
 

The Advanced Search screen allows for more search options and increased precision within the search 

results set.  Users can select multiple search options, such as Title and Author, and limiters as desired. 

Depending on system configuration, users may limit a search by: 

• Library: (common in a multi-branch system) 

• Item Type: (book, manuscript, DVD, Video) 

• Collection Type: (Fiction, Non Fiction, History, Reference) 

• Shelving Location: (Upstairs, Downstairs, Basement, Storage) 

 

Other limiters are possible, and additional indexes can be added to the search box pulldowns if desired.  See 

the Discovery Layer Customization Guide for setup information. 

Be aware that both staff and patrons use the same Advanced Search page, so any customizations will affect 

both sets of users. 

Users can do combined searches (e.g., title and author) by adding search fields at the top. Users can also 

limit searches to particular branches, item types, or other selectors as desired. 

Two options (Limit by Loaded Date and Limit by Creation Date) allow searching against digital object file 

dates on full Bibliovation systems.  These also search bibliographic data (Creation Date comes from the 

260$c and Loaded Date from the 260$g) so they can be used for systems without the digital object module 

as well. 

Search entries are persistent – they will remain if the user comes back to the Advanced Search screen later. 

Click the Clear link to clear previous settings. 
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2.3 Truncation, Wildcard, and Direct Index Searching  

 

See Appendix 2 of this manual or http://lucene.apache.org/core/2_9_4/queryparsersyntax.html for more 

details on searching; here are some tips. 

For all searching (basic and advanced), stemming happens automatically (and is mutually exclusive with 

wildcard searching).  The exception to stemming is call number searching. An earlier problem with using 

the call number index has been fixed, and full call numbers can be searched as entered. However, to search 

a partial call number against that index, use an asterisk. For example: 

JK3516 S73 2006 or JK3516 S73* but not JK3516 S73 without the asterisk. 

Note that stemming will also include related words in the search – “launderer” will also find “laundering” 

unless you use an asterisk as below. 

For example: 

• All searches will stem, but records that match the search term exactly will be ranked with higher 

relevance and be higher in search results. Further, stemming is based on terms, so the words offered 

in a search result match are going to be related to the search terms; for example: 

o "test" will not match "tester", but it will match "tests" and "testing"   

• Using an asterisk (*) will expand stemming and will remove the dictionary logic from the search 

http://lucene.apache.org/core/2_9_4/queryparsersyntax.html
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o "test*" will match "test", "tests", "testing", "tester", "testitudinal". 

• Adding a question mark (?) to the search term will return results with the search term plus one 

character, but no more than one character. 

o “test?" will match "tests" but not "test" or "tester" 

• To use a wildcard to substitute for one character, put a question mark in the string: 

o “wom?n” will find woman or women 

• Putting parentheses around terms will search the words in any order.  To search an exact phrase, 

enclose it in double quotation marks: 

o “united states” 

• You can also use an asterisk as an open-ended truncation symbol at the beginning, end, or both of 

a search term: 

o title:unite* 

 

2.3.1 Other search tips 

 

• What’s the syntax for single character right-hand truncation – nap or naps?  

o nap? 

• What’s the syntax for multiple character right-hand truncation – nap or naps or napping?    

o nap* 

• What’s the syntax for single character internal truncation – woman or women?   

o wom?n – single character truncation  

• What’s the syntax for multiple character internal truncation – woman or woken?   

o wo*n – multiple character truncation 

• Is there syntax for left-hand, single or multiple truncation? – stub or tub – ecology or 

biology?  

o No left-hand truncation. 

• What’s the syntax for phrase searching?  

o Place the phrase in quotes, i.e.: "roman empire" 

 

2.3.2 Index Searches 
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You can search against an index not configured in the pull-down, if you know the index name.  For example, 

to do a manual title search (rather than using the pull-down), you could type title:(united AND states) in a 

search box. The “title:” portion is the index name. The search term follows; you can use Boolean operators 

such as AND, OR, NOT (in all caps).  You can also combine indexes in a manual search: title:united AND 

author:smith.  See Appendix 1 with a list of Solr index names to identify a particular index. 

 

2.3.3 Digital Object Searching 

 

If your site is configured as a full Bibliovation system with associated digital objects, any search will 

automatically include searching against digital object metadata or full text of documents.  Therefore, if you 

search for a string that might be in an attached .pdf file, the title record for the .pdf file will show in your 

search results.  This may be confusing to users, since there is no immediately obvious reason for that title 

to be in the results list.  Always check the title for associated digital objects and their content. 

 

2.3.4 Did You Mean 

 

The system will check your search term against an internal dictionary and offer suggestions for alternate 

terms. The number of suggested terms is controlled by the system preference 

OPACSearchSuggestionsCount. For example, a search term with a typo (“strte”) offers alternate 

suggestions: 

 

Clicking one of the suggested terms will redo the search. 

 

2.3.5 ISBN-10 and ISBN-13 Searching 

 

A conversion routine now allows searching against both ISBN-10 and ISBN-13 field entries, even if one or 

the other is not present in the record. For example, searching the ISBN-13 entry 9781558219342 will find 

a record with only the ISBN-10 entry 155821934X. 

 

2.3.6 Partial Item Barcode Searching 
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If your site has configured item barcode prefixes for each branch (in the branchcode policy), you can now 

search for items with just a partial barcode. For example, if your item prefix is 39178, and the item’s full 

barcode is 39178022248523, you can enter a search string of just 022248523. The system will apply the 

prefix for the branch to which you belong, so this will only work for your own items. You will need to enter 

the full barcode to find items from other branches. 

The barcode has been added to the keyword index to make this work. If entering a partial string produces 

too many hits, you can isolate to just the barcode by searching barcode:022248523 (limiting the search to 

that index). 

 

2.3.7 Barcode Search Goes to Item Status Tab 

 

If a staff person searches on a barcode, the system will take the user directly to the Item Status tab for that 

item, with other items hidden. This will only work for search strings exactly matching the system-defined 

item barcode length. NOTE: The Discovery Layer setting Single Result Shortcut must be enabled or this 

feature will not work. See the Discovery Layer Configuration Guide. 

 

2.3.8 Searching in Date Field Indexes 

 

These Solr fields can now be searched with partial date strings: action-datetime, modified-datetime, load-

date, create-date, timestamp, catdate, acqdate. Previous to this users would have to search on these fields 

with a full Solr index value like catdate:[2019-08-26T00:00:00Z TO 2019-08-26T23:59:59Z] to find 

records cataloged at any time on 2019/08/26. Now you just have to search on catdate:2019-08-26, or 

catdate:2019-08 for the entire month of August, or catdate:2019 for the whole year.  If desired, sites can 

add catdate as a searchable index in the DL masthead or advanced search dropdowns. 

The load and create date indexes are primarily used for digital objects. For the others, acquisition date is 

the most recent date from the combination of the 856$x, the 952$d, 260$c and biblio.datecreated. The 

catdate index is just biblio.datecreated (the date the record was created in the system). See the list of indexes 

in the Appendix. 

 

2.3.9 Slashes and Hyphens 

 

For many sites with technical report bibs, report or other identifying numbers may have been entered 

inconsistently in the 035, with either hyphens or slashes, such as AB-2020-123-01 or AB/2020/123/01. 

Searching has been configured to substitute hyphens or slashes, so that searching either variant will find 

the correct record. 

 

2.4 Search Results 
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After searching, the user is given a search results set. Both staff and public users see the same results screen. 

 

If the system is configured to use dust jackets from an external source (Google is the most common), images 

will show where available. If no image is available, a box with title/author will display. 

If the system is configured for it (see Discovery Layer Configuration Guide), and there is only one result, 

the display may go directly into the title display. 

  

2.4.1 Statement of Search Terms 

 

At the top of the results list, you’ll see your search terms restated with any facet limiters applied: 

 

If a searcher wants to expand the search beyond the results found in this example, remove the limit on item 

type of “Book” by clicking the X next to it; the search will be rerun and the result set would, logically, be 

larger. 

  

2.4.2 Search Results Paging 

 

Beneath the statement of the search terms are the search results; at the bottom, a pagination bar allows you 

to move to the next page of results. In earlier versions, this only showed four page options at a time. Now 
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an option in the Discovery Layer Configuration Editor allows sites to specify the number of pages to show 

in the pager bar. 

 

By default, 20 search results will display per page; this can be adjusted in the administrative settings (the 

OPACnumSearchResults syspref) if desired. Users can adjust the number of results per page by clicking 

the down arrow next to the count: 

 

This opens a dropdown; the user can choose another count: 

 

This is persistent for the current session or until the browser is refreshed.  If a user refreshes, log outs, or 

closes and reopens the interface, it will reset to the system default. 

 

2.4.3 Search Results Screen 

 

The standard results display shows key bibliographic and descriptive information as well as the current 

availability and location (call number) of items on the list. NOTE: For titles with a lot of items attached, 

the results list will now display only the first three items/call numbers, with a note of how many others 

there are (e.g., "and 7 other locations"). The first three are displayed on separate lines for better readability. 
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The titles and item information show in the main part of the screen.  The title and author are presented as 

hyperlinks.  

• Clicking on the title will display the single title, with further descriptive details 

• Clicking on the author will result in a new search being run, for all records with that author 

The results list also shows number of copies and availability status. If there are no physical copies attached 

to the title, the results list will omit that section rather than saying zero copies. The previous display was 

confusing for electronic resources. 

NOTE: Availability in this section means that the item is available for checkout or hold. If items are 

marked as not for loan or otherwise not eligible for checkout, they won’t be included in the 

“available” count. 

From this page, a hold can be placed on a title by clicking on the Place hold link. 

From this page, a title can be copied to a searcher’s Cart by clicking on Add to cart. 

 

2.4.3.1 View Digital Objects 

 

If the system is a full DLS, the results list will show thumbnails of attached digital objects. Clicking on the 

thumbnail will open the object in the viewer, as a popup window on top of the results list.  See section 3.2 

Viewing Digital Objects for more information about the viewer. 
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2.4.4 Display Results as List or Images 

 

At the top of the results list buttons and links offer several options; most are discussed below. Users can 

switch views of the search results. The standard view is List. 

 

If you switch to Images, this will display the search results with available images (either dust jackets or 

thumbnails from digital objects): 

 

A user’s choice is persistent – if you have images selected and log out, then log back in and do another 

search, images will still be the default view. If a user is not logged in, the choice does not carry over to the 

next anonymous session. 

 

2.4.5 Facets 
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To the left of the search results are search facets.  These are drawn from various fields in the title and item 

record, and apply to the entire search results set.  Sites can control what facets are used and the display 

order through the syspref SearchFacets. 

 

A help button (question mark icon) will produce a popup with some basic tips for faceting: 

 

Note that there are two indexes you can use for the Availability display. The original one (“on-shelf-at”) 

includes materials that are at the library but marked as not for loan. A new one (“for-loan-at”) excludes not-

for-loan items, checked-out items, items in transit, and items with waiting holds. Check your library’s setup 

to see which is being used. 

You can use facets to filter down results to a smaller group.  For example, clicking the Item Type link for 

Book will limit the search to titles with that item type: 
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Facets are used to narrow further a search result set.  Each facet offered is displayed as a hyperlink followed 

by a number, which indicates how many records in the current search results set are linked to that facet.  

Clicking on a facet will re-run the search and return only items with that facet.   

 

Clicking the X, either at the top or next to the facet in the sidebar, will remove the facet and redo the search. 

For large sets of facets, clicking the More link will show more options: 

 

In the popup window, a “Sort by” pulldown allow you to sort the list by number of times the term is used 

(the default) or alphabetically. 

Note that if your results list returns only one or no matches for a facet, that facet will not display. For 

example, if only one of your records had a subject field, no subject/topic facet would show at left. 

NOTE: There is an upper limit of 200 for the number of entries displayed for any facet group. If you 

do a search with a large results set, facets with few entries may not be displayed. For example, if an 

author or subject is only used once in the results set, it may not show if the number of more 

frequently-used terms is large. 
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2.4.5.1 Publication Date Facet 

 

The publication date facet has a decade date range (e.g., 1990-2000) list instead of individual years. (This 

also eliminates a problem with faceting on incomplete dates (19uu) in fixed field data.) The available ranges 

are based on the publication dates in the search results.  

 

Users can either select the target decade by clicking the checkbox, or they can enter a custom date range. 

For a custom range, enter a starting and/or ending year in the YY fields, then click the Refine button. The 

search results will update based on the year(s) entered. For example, entering a starting year of 1945 and 

no ending year will result in results limited to publication year of 1945 on: 

 

There are some subtle differences in the range, reflected in the appearance of a bracket or curly brace in the 

above line. A square bracket means an inclusive end, and a curly brace means an exclusive end. With the 

square brackets, the above example will search everything from 1945 to the present. This example 

 

will include all years starting at 1914, up to and including 1945. If you select a year range from the facet, 

the line would show like: 
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Note the curly brace ending mark. In this case, the search will include all years starting at 2000, up to but 

excluding 2010. This is basically equivalent to [2010 TO 2019]. 

 

2.4.5.2 Authority Term Facets 

 

Facet indexes have been created which use the authority RCN value (not the policy code). The new RCN-

aware topic index also includes all 650 subfields (the existing topic index only includes the 650$a). These 

new facets are redundant with the existing facets of similar name, like topic_facet and genre_facet. The 

RCN-based facets are more detailed and more precise, but there are possibly circumstances where library 

patrons would prefer the looser matching of the existing string-based facets. The new faceting indexes are 

• author_rcn_facet 

• series-title_rcn_facet 

• uniform-title_rcn_facet 

• topic_rcn_facet 

• geo_rcn_facet 

• era_rcn_facet 

• genre_rcn_facet 

Syntax in the SearchFacets syspref should be like this:  

topic_rcn_facet:Topic:rcn-heading 

 

2.4.6 Enhanced Facets for Boolean Operators 

 

If desired, an individual or Role patron can be configured to use enhanced facet operations. These will allow 

using facets as Boolean filters (AND, OR, NOT) within a particular facet group. NOTE: This feature only 

allows Boolean operations within a facet group. Multiple facet categories will always be ANDed together, 

regardless of whether selections within that category are ANDed or ORed. In other words, you could do 

multiple selections within one facet group, but you can’t search for THIS facet group setting not THAT 

facet group setting (you can’t do location X or Y but not item type X). 

In the patron or Role record, under user preferences, both checkboxes must be checked for the preference 

advanced_facets: 
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Then, the facet display on search results screens will have additional options: 

 

As with basic faceting, the help icon at the top will show a popup, this one with tips for advanced faceting: 

 

For most facet groups, you can use the check box next to an entry to select that facet. You can check 

multiple boxes: 
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As soon as you check one or more, a green search icon appears at the top of the group. Click that to apply 

your selections to the present search results: 

 

The default operation is the Boolean OR. To do an AND query, clear the existing group facet selection (the 

X in the above screenshot). You can leave other selections if you have made any, such as owning library. 

Then, at the top of the facet group, click the blue Any button. That is a toggle; clicking it changes it to All: 

 

Click the green search button, and your search results will update: 

 

If you already have a limit applied, clicking any/all won't change the existing limit. It applies to future 

searches that go on top of the previous ones. You need to remove the old limit and start over if you want to 

change the logic of a previously applied search. 
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To do a NOT search, again clear any current group facets from your results list. Then, in the facet group, 

click the checkboxes for the entries you want, and the X next to the checkbox for the entries you don’t want. 

The X icon changes to a smaller, circled X: 

 

Select the All or Any button as desired and click the green search button to apply: 

 

The system will apply any AND or OR terms before the NOT terms. For example, the screen shows a string 

of 

("BOOK" AND "PERIODICAL" NOT "REFBOOK" NOT "RSBOOK") 

The system will process that as 

("BOOK" AND "PERIODICAL") (NOT "REFBOOK" NOT "RSBOOK") 

Another example with an OR statement: 

("BOOK" OR "PERIODICAL" NOT "REFBOOK") 

Is processed as 

("BOOK" OR "PERIODICAL") NOT "REFBOOK" 

The same faceting options are available in the More popup: 
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NOTE: There is optional CSS to change the buttons from ALL/ANY to AND/NOT. See the Discovery 

Layer Customization Manual. 

 

2.4.7 Sort Order and Relevance Ranking 

 

The default sort order is relevance ranking, and that’s the best option to use.  The Solr search engine is 

configured to give more weight to records with the search term in specified fields (such as title, author, and 

subject).  Entries with the search terms adjacent to each other will be ranked higher as well. The weighting 

for keyword goes title - subject - author - isbn - fulltext.  

In previous versions, results list sort options have been hard-coded -- sites could not hide unwanted options 

or add new ones. Now a section in the Discovery Layer Configuration Editor allows sites to specify the sort 

options they want.  Users can sort on the configured options by clicking on the word Relevance in the top 

line.  

 

That opens a pulldown with the configured options: 
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2.4.8 Solr Rank Display 

 

The Solr ranking (the number used by Solr to determine display order in search results pages) is visible by 

default on the search results page. Sites which do not want to display that can hide it by placing the code 

below in the CSS Inline Styles section of the Discovery Layer editor (see the Discovery Layer customization 

guide for more information). NOTE: This is a change from earlier versions, where the score was hidden 

by default. 

.score-data { display: none; } 

 

 

2.4.9 User Rankings 
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Users with the granular permission catalogue: bib_ratings will have the ability to rank a bibliographic 

record (on a scale of 1-5) by marking stars on the display.  Users with the permission catalogue: 

bib_ratings-view will be able to view bib ratings but not create or modify them.  Users lacking these 

permissions will not see bib rankings at all.  These permissions can be assigned to patrons through Role 

records (see that section for details). 

 

See the Discovery Layer section for details on how records are ranked and displayed. Note that staff users 

logged in as superlibrarians will always see the bib rankings unless they are hidden by a CSS command. 

 

2.4.10 Default Cover Images 

 

If there is no available image from your content service provider (Google, Syndetics, etc.), the user will see 

a text block with title/author: 

 

Sites can set a default image if desired (see the Discovery Layer Configuration Guide).  This image will 

show on the individual title display along with the title/author text. 

 

2.5 Manage Search Results 

 

All search results are available for emailing or saving, as the user desires. This is controlled via the Actions 

dropdown at the top of the search results.  If the user is not logged in, possible actions are limited. 
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You must be logged in to email results or save a search: 

 

Each item on the search results list has checkbox next to its main entry. These boxes can be checked 

individually. If all or a large part of search results set is to be emailed or saved, users can click the All link 

at the top the search results list. NOTE: This will only select records from the current results display 

screen, not every record in the entire results set. You will need to page through the results set, adding 

each page’s entries. 

Once items are selected (and there is a check mark in the box next to the main entry) they can be added to 

a list or cart under the Actions dropdown. Again, users must be logged in to see certain options, such as 

adding to a list/shelf or emailing: 

 

Search terms within the search result set can also be highlighted for quick visibility. For example, if the 

Highlight option is selected, the search term is shown in a different-colored font in the search results set.  
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2.5.1 Saved Searches 

 

If you are logged in, search results can be saved for future use.  Click on “Save this Search” under the 

Actions pulldown. A popup window will prompt you to name the saved search: 

 

When a public user has searches saved, and is logged in, an option “Saved Searches” will display in the 

masthead. 

 

Users with staff permission can see their own Saved Searches via the More option from the staff masthead: 
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When either option is chosen, the list of searches saved is offered. 

 

Clicking on the name of a saved search will run it. You can delete a saved search by clicking the X at the 

end of the line. 

Note that you can opt to have the search run once a day and send you any newly-added results (not the 

entire search set).  If you enable the messaging preference New results from scheduled search the results of 

the updated search will be sent to you.  (This requires running the saved_searches.pl cronjob.)  See the 

section on messaging for more details on messaging preferences. 

 

2.5.2 Cart 
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The cart is a holding place for a collection of records.  You can add records either from the search results 

page or from an individual title display.   

 

The masthead no longer shows a permanently visible cart button.  When you add items to the cart from a 

results list, a cart button will show next to the login option, with a count: 

 

Clicking on the Cart button will open a popup window with the contents of your cart. 

 

In the example above, the user is not logged in, so certain options are not available. You must be logged in 

to email the group of records (MARC format), add to a list, or place holds. To email, your patron account 

record must have an email address for validation. More advanced staff permissions may allow deleting the 

group of titles, or the creation of a batch for editing.  
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The cart is not persistent – if you create a cart during one session, it will not remain in place the next time 

you log in.  It’s meant as a temporary holding bin for a collection of records during a catalog session.  The 

cart display does not include item data, but the print or download output does: 

 

The titles in the cart are hyperlinked – if you click on one of the links, the underlying screen will go to that 

record: 

 

For Bibliovation sites with digital objects, you can add the objects themselves to the cart from the title 

display: 
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From the cart, you can ftp the digital object files to your site or download directly to your computer: 

 

When you are finished with this group of records, you can empty the cart and close the window. 

 

2.5.3 Downloading Full MARC or Digital Objects 

 

Using the cart for downloading records will produce a text output with limited fields (print/download output 

is controlled by the message template send_bib_batch). If for some reason you need a complete download 

of the full MARC record from a search results list, you can do so in XML format. From the search results 

screen, click All Results and select Export: 
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This brings up a tool which will allow you to select individual records from the results list. Pick the records 

you want and click Export Selected as XML: 

 

On a full Bibliovation system, this tool can be used to download the digital objects from a results list. 

Instead of clicking the title, you would click the digital object under a title entry – see the first title in the 

screenshot above. Then you would click the Checked DLSOs button to export. 

 

2.5.4 Search Filters and User Preferences 

 

Staff may configure default preferences in a Role patron or an individual patron record. From the main 

patron display page, click the Edit link under the Patron User Preferences section. 
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There are several options in this area. The ones relevant to searching are at the top. Be sure to click the 

Enabled checkbox as well as changing the setting: 

 

Staff can specify some Solr index defaults to be applied to searching for this patron or group of patrons. In 

most circumstances the defaults are fine. One use for the default filter would be to limit search results for 

the patron. For example, in a large multi-library system, you might want to limit searches to the patron’s 

home branch by default. You could enter code like this: 

owned-by:EAST 

(Use the appropriate branchcode.) In the Discovery Layer, the filter is applied automatically, but the patron 

can turn it off on a search results set by clicking the Default Filter Off button: 

 

The search re-executes, and the button toggles to Default Filter On. 

You must be familiar with the Solr index names and search syntax to set these up properly. Use these 

options with caution – invalid settings could disable searching altogether. Test on your sandbox first. 

If the site has created masthead filters, you can specify the default masthead appearance. See the Discovery 

Layer Configuration Guide for more information on filters. 
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The Popup Duration setting controls how long a popup message remains on the screen in the Discovery 

Layer.  The default is 10 seconds; users can set that to any duration (in seconds) desired.  Setting this to 

zero will make all popups persist until the user actively closes them. 

 

The Advance Days’ Due Notice is the number of days in advance that Advance Notices should be sent.  If 

the patron opts to receive Advance Notices, this is what controls the timing. 

Patrons can also set these options in the Discovery Layer under the dashboard General Preferences tab; see 

that section for more details. 

 

2.5.5 Control of Facets 

 

The search results screen is configured with a default set of facets which users can use to limit results.  Sites 

can control which facets appear (and in what order), and can add new ones as desired. Edit the system 

preference SearchFacets: 

 

The syntax is the Solr index name (exactly as configured, including upper/lowercase) followed by a colon 

and the display name you want: 

 pubyear:Publication date 

Entries are separated by commas.  For fields which are controlled by authorized values, such as shelving 

location and collection code, you can add a third parameter with a colon after the display name – the word 

“authval” and name of the authorized value in parentheses: 

 location:Location:authval(LOC) 
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In this example, the shelving location is controlled by the authorized value LOC.  Using this parameter 

means that the facets will show the display text (e.g., Main Video Collection) rather than the actual code 

(VIDEO): 

 

To configure facets, the data point you want must have its own Solr index, and you must know the exact 

name of the index.  (See Appendix 1 on Solr index names for help.) 

 

2.5.6 Multi-Language Searching 

 

If you search against the index "text-fl"(All-Language Keyword in the default search options) your term 

will be matched against a set of English synonym translations of various foreign languages.  These terms 

are in a system file. For example, "text-fl:cheese" will match French records that contain the word 

"fromage" and Spanish ones that have "queso.”  French, Italian, Spanish, and German are presently 

supported. 

 

 

2.5.7 Concept (Synonym) Searching 

 

Similarly, you can search for certain terms and the system will look up possible synonyms (Concept in the 

default search options). For example, searches for "concept:school" will match the word "school" as well 

as synonyms for school. The concept field contains all of the record's metadata text as well as the full-text 

content of the attached digital object if available. 
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2.6 Geospatial Map Display 

 

Bibliographic records with key data in the 034 field (Coded Cartographic Mathematical Data) will display 

in a map if the GeoSpatial options are configured upon install. For example, the bibliographic record for 

the title “Temple Stairs at Yaxha” has coordinates in the 034 field; if users click the Map button to toggle 

map display, those coordinates show as a yellow dot on the map. 

  

 

2.6.1 Map Display 

 

By default, Esri World Imagery is used for the base map display.  To change the base map, click the pull-

down in the top right of the map and select another option, such as Google – Satellite. 

 

Other menu items on the map menu bar are: 

• Map Controls –Turn controls on and off using the checkbox.  Available controls are Grid display, 

Overview Map display, Disable Record Pan and Disable Record info.   (Record Pan and Record 

info are enabled after query results are returned.) 

• Spatial Tools – Uses geospatial coordinates to identify a map area; does not do a catalog search. 

If you have a set of geospatial coordinates but are not sure what they cover, you can enter the 
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coordinates and click Find.  The display will show the map area covered; you can then use another 

tool to search within that area. To change the type of coordinate system format used to search 

simply select the desired format from the coordinate list.  Available coordinate system formats are 

DDD, DMS, UTM, MGRS. 

 

2.6.2 Performing a Graphical Search 

 

NOTE: if staff had performed a search and gotten a results list before turning on the Map search, the system 

will automatically clear the search term when opening the map controls. 

The following operations make heavy use of the A.O.I.  (Area of Interest) GUI control at the top left of the 

map. This control, used for graphical and manual geographical search and locate functions, comprises three 

rows of buttons. Each image has a geographic extent. The middle row defines the supported shapes for the 

A.O.I. and activates the drawing of the shape on the map. The top row describes the relationship of the 

image extent to the drawn A.O.I. The bottom row provides a button permitting the manual entry of the 

A.O.I. and another button to locate country/city/landmarks by name. Note that the entire GUI control can 

be minimized to an A.O.I. button to reveal the portion of the map obscured by the control. Simply click the 

“_” icon at the top right of the control. 

 

When first accessing the map display, the A.O.I GUI control should be visible.  The first step to creating 

the A.O.I is to select the type of A.O.I. The default setting is the Within Geospatial Search Method.   

• Within means the A.O.I. is completely within the image extent  

• Intersects means any part of the image extent touches the A.O.I.  

• Contains means the image extent is completely contained within the A.O.I,   

• DisjointTo means that the image extent is outside of the A.O.I. 

After selecting a type of A.O.I. select the shape; 

• Rectangle – To draw a rectangular shape, click on the map with the mouse, holding down the 

mouse button, drag your mouse until you have the desired A.O.I.  

• Polygon – To draw a polygon, select Polygon from the A.O.I control, click on the map at your 

starting point, then click at other points until you have selected your area, double click on the last 

point to close the polygon. 
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• Point – Select Point from the A.O.I control, click a point on the map, a small red circle will appear 

marking the selected point. 

• Circle – To draw a circle, select Circle from the A.O.I control, click on the map and drag until you 

have the desired A.O.I. 

• Manual Entry – to create an A.O.I using coordinates, select the Manual Entry button. The A.O.I 

Manual Input dropdown window will appear which allows you to select either a rectangle or circle 

and the geospatial coordinate system to use.  Enter your coordinates; click Update or Update and 

Search. 

• Locate – Locate will allow you to find an A.O.I by typing in an address or other location.  Select 

the Locate button and enter an address or other location.  A list of related locations will appear, 

select a location from the list.  To search using that A.O.I click the Search button.  To go to that 

location on the map, click Pan To.  Or select Close to close the Locate screen. 

To delete the A.O.I, click Clear A.O.I on the A.O.I controls.  To center the A.O.I on the map display, click 

Center A.O.I.   

When an A.O.I is drawn on the map a search will be automatically initiated and the results will display as 

a list below the map and as “pins” on the map.  Multiple results in close geographic proximity will display 

as a circle with the total number of results.  To see individual records zoom in on the map. 

 

 

2.6.3 Viewing Records 

 

To view record information from the map, hover over the pin and a small window will appear over the map 

displaying the title, created date and loaded date.   
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• To view the record in the record info panel to the left of the map, click on the pin (see image below). 

• The record info panel shows the record title of the first document in the results list, a thumbnail of 

that document and shows a list of the digital documents that are attached to the record.   

• Note that while the first record is shown in the window, a list of the other records in the list can be 

viewed by clicking on the tab above the thumbnail. 

• Three icons are at the bottom right of the record info panel, select the first to go to the record on 

the map.  Select the second to zoom to the extent on the map and select the third to toggle the extent 

on and off. 

 

 

To view the record and all related information and options, click on the record title in the results list.  

 

2.6.4 Chipping 

 

In the Document Viewer window, click the Chip tab.  Note: only certain file types (NITF, GeoTIFF) 

support chipping.  Unless the document selected supports chipping the Chip tab will not be visible.   

Click in the drawing icon just below the map zoom/pan control.  Draw the desired area (rectangle) to chip. 

Note that the longitude/latitude values are populated automatically. Also note that the format of these values 

can be converted using the DDD, DMS, UTM, and MGRS buttons.  

The chip area can also be specified manually. Enter in appropriate long/lat values and click the Update 

Map button. 

Specify any desired file Format conversion using the pull-down selector.  Click the Save button. The chip 

will be created and made available for download. 
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2.6.5 Setting Circle Radius 

 

To specify a search radius around a point, first click the Buffer option. Then click a single point on the map: 

 

A popup box allows you to specify a radius around that point, in several different measurements. Pick the 

radius and setting you want, and click the Buffer button in that popup. The map search will look for records 

within that radius: 

 

 

2.7 Other Discovery Layer Options 

 

Other Discovery Layer options such as Lists, New Titles, and user account settings will be covered in a 

later section of this manual. 

 

 

3. Viewing Individual Record 
 

3.1 Discovery Layer View of Individual Bibliographic Record 
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Individual titles are displayed by clicking on the title link from the results page. In public (Discovery Layer) 

view, a user will see a display like this: 

 

If the user is not logged in, certain actions such as Place Hold will be inactive; clicking them will pop up a 

login window.  

Certain fields within the bibliographic record will show as hyperlinks. If you click on them, the system will 

do a new search against that term (such as author and subject headings). 

Item data is shown beneath the bibliographic display.  This data gives information about shelving location 

and availability for loaning. 

 

If an item is on hold or in transit, or has some other special status, that will also show: 

 

Item records are usually associated with physical items; title records for online resources or digital objects 

may not have individual item entries. Note that it is possible for sites to customize both the fields and the 

order in which item data is shown; your site may be different than the screenshots.  This is documented in 

the Superlibrarian Training Guide. 

If available, an image of the item’s dust jacket may display.  Other content may be available on the screen 

or in tabs (reviews, extracts, etc.) if a site has subscribed to a service like Syndetics or Baker & Taylor. 
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To the righthand side of the bibliographic display are additional options for navigating through the search 

result set and for acting further on the bibliographic record displayed.  Users can also move back to the full 

result list or view the next/previous record in the list 

 

Also displayed to the right of the bibliographic record are further features available related to the title.  Each 

action is used by clicking on the description. 

 

The available actions depend on your site’s configuration.  You may be able to place a hold, create a Call 

Slip (Request) or Document Delivery request, search for the title in external sites such as Google Scholar, 

and view any associated digital objects.  If the Cart feature is enabled, you can add the title to your cart. 

You may also want to view the underlying MARC record.  More information on most of those features is 

found elsewhere in the manual. 
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3.2 Viewing Digital Objects 

 

If the site is configured for the full Bibliovation system (with digital object functionality), and the title has 

associated digital objects, links will show at the right-hand side with certain information (object type, size, 

etc.): 

 

(If the user has the appropriate permissions, an Upload and/or a Delete link will also appear, allowing a 

new digital object to be uploaded to this title, or removal of the selected digital object.) 

Digital objects show the file type or file name. If there are multiple objects attached, and the names are 

lengthy, the truncated display makes it hard to tell them apart. A display name can be entered in the 856$y. 

The display will show that as a tooltip-style popup if the cursor hovers over a name: 

 

That same entry is used as alt text for screenreader software. 

You can add any of the digital objects to your Cart by clicking the checkbox.  

Clicking on any of the file links will open the digital object in a popup viewer window: 
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You will see the object along with certain information about it. Other tabs give you options for downloading 

or printing the object, or focusing in on particular geographic boundaries. 

1. Clicking on the Save/Print tab displays number of print, save, save as, and delivery options.  

2. Under Print Options, the Print Document and Print Metadata buttons output the image 

overview graphic and the metadata text, respectively. 

3. Under the Save Options, four “Download” links are provided to save the specified data in its 

original format. Download File, Download DLSO Metadata, Download MARC XML, 

Download Overview, Download Export Info, and Download All (zip file). 

4. Under the Save As Options the user can once again save the file alone or a package containing the 

file together with its metadata. However, here you can also convert the file format and choose the 

package container. (See above for instructions on chipping).  Selecting File Only provides a pull 

down list of available conversion types.  (Conversions available will vary dependent upon the 

original file type). The top entry shown in the File Output Type pull-down is the original file 

format, by default.  Selecting File & Metadata displays two pull downs, Package Type (note: 

Bundle is a .zip file) and File Conversion Type.  With all of default settings, click the Save button. 

A "zip" file containing the source file, a thumbnail, an overview, and the metadata is downloaded.  

Clicking the Detach button in the upper right opens the document viewer in another window. 

Click Close to close the Document Viewer window and return to the previous view. 

 

3.3 Other Online Resources 

 

Titles with URLs in the 856 field that are not associated with digital objects will show those links in the 

search results and in the main title display. (856 links for digital objects are hidden in the main title display 

but will show in the MARC record – be sure not to delete those fields.) 
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Users can click on the link text to go to the online resource. 

 

3.4 Staff View of Individual Bibliographic Record 

 

Staff users are taken into the staff-side display of a title record, with options for editing the record, managing 

holds, viewing the checkout history, and more. Buttons for Prev, Next, and Back to Results will let you 

move between title displays without having to return to the results list. NOTE: The legacy staff display 

has been replaced by a customizable display similar to the Discovery Layer view; not all screenshots 

have been updated throughout the manual. 

 

From this display, staff can click the Discovery Layer View button to see how the title would appear in 

public mode.  From the Discovery Layer display, you will see an additional link on the title display to 

switch back into staff view: 
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Clicking that link takes you back into the staff interface. What you can do at this screen depends on the 

permissions assigned to your staff login account. For more information about working with bibliographic 

records, see the section on creating and editing records later in this manual. 

Item data is shown beneath the bibliographic display.  This data gives information about availability, item 

type, shelving location, availability for loaning, and other data points.  If an item is on hold or in transit, 

that will also show: 

 

 

3.5 Records with Large Number of Items 

 

To improve response time, records with more than 30 items attached will break the item display into 

multiple pages. In Discovery Layer, staff Details, and staff Items screens, users will see screens of 20 items 

with a pager at the bottom: 

 

For all screens, if your system is set for simple item display, sorting by any column will sort all items. If 

the display is grouped by branch, sorting will only sort the items belonging to that branch. You can click 

the arrow under the branch name to collapse that branch’s holdings, so that you can see other branches. 
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4. Circulation and Material Management 
 

The system has alert sounds for circulation actions. If the system preference soundon is set, actions such as 

checkout, checkin, screen alerts, etc. will generate an audible sound. This is to alert circulation desk staff 

to needed action or to provide assurance that the transaction has been completed. A button on the Checkouts 

tab will allow staff to mute the sounds, if desired at that moment. 

 

4.1 Checking Out 

 

The most frequent circulation activity is checking materials out to a user.  In a standard library scenario, a 

patron will bring an item to the circulation desk.  It’s assumed that library staff have the item in hand but 

will need to look up the patron record.  Therefore, a patron search is the first step in a checkout. 

A checkout can be started from many places in the staff client.  On the home landing screen, a search box 

allows staff to search for a patron record: 
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Searches can also be done from the main Circulation menu, or by clicking the Check Out tab at the top of 

most staff client screens: 

 

Scan or enter a name, partial name, or patron cardnumber (barcode) in the search box and click Submit. If 

the CircAutocompl syspref is turned off, you can truncate the search using an asterisk (*) – for example, 

Smit* to find all names beginning with that string, or *smith to find all names ending with that string. 

If the CircAutocompl syspref is turned on (the preferred setting), the system will show possible matches as 

you type, and you can select one. NOTE: The feature has been reworked to wait for at least three characters 

to be typed before trying to find results. Search results are also limited to 25, and you can use a comma to 

distinguish first and last names (lastname, firstname). 

 

Click on the right patron and you’ll be taken into the patron record, on the Checkout tab. Enter or scan the 

item’s barcode into the Checkout box. 
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If that syspref is not turned on, or you don’t see the desired user, just click the arrow button rather than 

pressing the return key.  If there is only one match you’ll be taken directly into the patron record. If there 

are multiple matches, you’ll get a results list of patron records: 

 

Click on the desired patron and you’ll be taken into the patron record, on the Details tab. Move to the 

Checkout tab and enter or scan the item’s barcode into the Checkout box: 

 

When you’ve entered all needed data, click the Check Out button to complete the transaction.  The item is 

marked as checked out, and the system remains on that screen so that another item could be processed. 

You can continue checking items out to that user, use the Checkout tab at the top of the screen to search for 

another patron record, or use one of the menus to navigate somewhere else in the staff client. 

NOTE: Users with the backdated_checkouts permission will see an additional option to specify the 

checkout date. This should only be used for testing; never under normal conditions. See the Superlibrarian 

Guide for more information. 
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If the syspref CheckoutTimeout has a value, the system will pop up a warning after the specified inactivity 

period: 

 

If you do nothing, the timeout will eventually return the screen to the Circulation menu.  Click the Continue 

with this patron button to remain on the patron screen.  This is a privacy feature for environments where 

the staff screen might be visible to users. 

NOTE: A feature called Search To Hold allows staff to place holds for the current patron from the 

Checkouts tab. This is covered in detail in section 4.11.12 Search To Hold below. 

 

NOTE: Patron records with a large number of checkouts will take a noticeably long time to load. For the 

Checkout tab only (not the patron Display tab), the list of checkouts at the bottom of the screen is limited 

to 30. There is a View All link if you need to see the complete list. 

 

 

 

4.1.1 Remembering Alternate Due Date 

 



Bibliovation User Manual Copyright © 2023- by   Page 75 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

For most checkouts, you will want the checkout period specified in the circulation rule to automatically 

take effect.  However, at times you may want to check the item out for a shorter or longer period of time.  

If the option is turned on for staff (with the SpecifyDueDate syspref), you can use the calendar gadget to 

pick a due date: 

 

If the system has at least one hourly loan circ policy defined, an extra box will show next to the Specify 

Due Date. This will allow staff to specify an alternative time due for hourly loans. For example, if the circ 

policy would normally set a time due two hours from checkout, staff can opt to extend that: 

 

Normally, you would only want the alternate due date to apply to this particular checkout. There are two 

options which will let you apply it to multiple checkouts. The Remember for Session checkbox will retain 

the alternate due date you pick for all checkouts while you are on this screen/patron.  It will clear when you 

move to another screen. 

The Or Login checkbox will retain the alternate due date for the whole time the staff person is logged in. 

 

When you move to another patron’s Checkout tab, you will see the due date and the checkbox retaining 

those settings. 
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This option is intended for sites who need to check out materials to multiple users, all with the same duedate, 

such as textbooks. It may not be appropriate (or needed) for most sites. If you no longer want the settings 

to apply, use the Clear button next to the checkbox to remove them, or log out and back in. 

 

 

4.2 Checkout Messages, Warnings, and Blocks 

 

Before you take any action, look at the Patron Checkout screen.  It may display various messages, ranging 

from a simple alert about a waiting hold 

 

to warnings about overdue items and fines 

 

to a block on checking out for various reasons.  In the example below, there are two problems.  The first is 

that the patron’s card has expired – a Renew link allows the staff person to quickly renew the card.  The 

second problem is outstanding fines over the amount specified by the “Circ block fine threshold” setting in 

the patron category policy or in other system configuration settings.  In this example, the staff person can 

accept a payment but does not have permission to override that block and continue with a checkout.  Either 

the patron must make a payment, or a more senior staff person with override permissions would have to log 

in and process the checkout. 

 

If you are using family groups, and there are group thresholds for fines, holds, or checkouts (see the section 

Guarantor or Family Group Records), you may see messages specific to that configuration: 
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A patron’s record may be marked as debarred, either manually (by editing the record) or automatically by 

an overdue notice.  In that case, the checkout screen message would reflect that: 

 

In this example, the staff person can lift the restriction, but is not allowed to proceed with the checkout 

without lifting it. 

Other screen messages may appear in other situations, especially if the item is on hold for someone else or 

is already marked as checked out; read the message for information about how to resolve the problem. 

There are several manual flags which may be set in the patron record that will show as warnings and block 

checkouts. 

 

On the checkout tab you may see any/all of these messages: 

 

On the patron Details page, you may see any/all of these messages: 
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Gone no Address: if you need the patron to provide correct information before allowing them to place more 

holds or check out items, choose this account flag. In the patron Details screen, this phrase will appear 

under the patron’s name. 

• Patron's address is in doubt. 

 

A message will also appear to the patron at login in the Discovery Layer: 

 

Lost Card: if the patron has called you to tell you their library card is lost, or a card is found and brought to 

your library, set this account flag.  In the patron Details screen, this phrase will appear under the patron’s 

name. 

• Patron's card has been reported lost 

 A message will also appear to the patron on login in the Discovery Layer: 

 

Debarred: if you wish to manually block a patron from placing holds or checking out items, set this flag in 

the patron’s account.  In the patron Details screen, this phrase and button will appear under the patron’s 

name. 

  

 A message will also appear to the patron on login in the Discovery Layer:  

 

 

4.2.1 Limit Number of Current Checkouts Visible 

 

Your site may choose to limit the number of currently checked-out items visible on the patron Checkouts 

tab. This is done for sites where patrons may have large numbers of items checked out at once, to speed up 

loading and refreshing of the Checkouts tab.  
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The syspref ShowCheckoutsRange will specify a date range (such as 1 day or 2 day). The full list of 

checkouts can be toggled to display with View All/Limit View links (and is always visible on the patron 

Details tab). 

 

 

4.2.2 Getting a Supervisor Override 

 

If the system is configured for it, staff without permissions to perform certain actions may obtain a 

temporary supervisor override. In this example, staff are not allowed to check out a Not For Loan item, but 

may ask for an override: 

 

Clicking on the “obtain override” button will open a popup, where a supervisor may enter a login: 

 

 

After the supervisor enters login information, a screen message shows that the override was granted: 
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The transaction is then completed. Note that the override is only valid while on this patron record; if staff 

move to another record and encounter the same block, the supervisor override must be obtained again. 

 

 

4.3 Receipt Printing 

 

After completing all checkouts, if desired you can print a receipt for the user.  (The syspref 

printcirculationslips must be turned on.)  On the Checkouts tab click the Print button.  This has four options, 

Print Page, Print Slip, Quick Slip, and Email Slip: 

 

Print Page opens a new browser window with a simplified display; use the browser’s print function to print 

it. 
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Print Slip will show all items presently checked out to the user; Print Quick Slip will only show those items 

checked out today.  Both will open a browser window and immediately try to print that screen: 

 

Note: if the receipt printed is too long, try unchecking the “header and footer” box in the printer settings.   

Email slip uses the same message template as Print Slip, but will send it to the patron’s email address. Select 

that option and you’ll get a popup asking you to confirm: 

 

Each branch can specify custom text for these slips; see the Superlibrarian Guide for more information. 

You can also print or email receipts from the main patron details page (see Patrons section of the manual). 

 

4.4 Renewing Items for a Patron 

 

The number of renewals allowed is determined by the circulation policy controlling that particular item 

type/patron category checkout.  Patrons have the ability to renew their own materials from their Discovery 

Layer account, but staff members can also do renewals if needed.  On either the patron Checkout tab or the 

patron Details tab, the screen shows a list of items currently checked out. 
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NOTE: column order has been arranged to put due date first, and a column for the library where 

the item was checked out has been added. All columns are sortable using the up/down arrows in the 

column header. Not all screenshots have been updated to reflect the change: 

 

One column shows renewal status; a note will indicate number of renewals left.  In this example, two items 

are on hold for someone else and thus should not be renewed.  Staff cannot override this block.  One item 

is marked as Not Renewable because it has reached the limit on renewals, but another one can be renewed 

by staff. 

Staff can opt to override the renewal limits; click the Override blocked renewals box, and the screen changes 

to show a renewal link: 

 

Note that the Renew box for that item is not automatically checked; you would need to check it. 

When a patron owes more than the threshold in OPACFineNoRenewals syspref, the item shows as not 

renewable. A screen message of "Not Renewable Excess fines" has been added to alert staff to the reason 

for the block. This block can also be overridden by staff if desired. 
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If a user has multiple items out, you can click the Renew All button to renew everything.  Otherwise, check 

the Renew box for the desired item and click the Renew Checked Items.  The renewal will be done and the 

number of renewals will show in that column.  The renewal status for the problem item reverts to Not 

Renewable.  

Renewal loan periods are the same amount of days as the original loan period (controlled by syspref 

RenewalPeriodBase).  When an item is renewed, the system bases the new loan period on the date the item 

is renewed.  The new loan period is NOT an extension of the old loan period, unless the patron renewed the 

item on the due date. 

You could also renew the item by checking it out again to the same patron, on the Checkout tab, although 

that is usually more difficult.  In that case, you would get a warning message, and your system may or may 

not allow you to override and continue: 

 

 

4.5 Checking In 

 

In the system, items are checked in not only to return them from a checkout but also to trigger holds, clear 

transits, and mark lost items as found. Check in items through Circulation, Checkin. You can get to that 

menu either from the Circulation links on the staff client home page, or from the Circulation menu link at 

the top of each screen: 
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Under Circulation, Check In, scan or type the item’s barcode into the box: 

 

Depending on the granular permissions assigned to your staff user account, you may also see options to 

Forgive Overdue Charges, or use Dropbox Mode.   

Forgive Overdue Charges prevents overdue fines from being assessed on the items you are checking it. To 

exit the Forgive Overdue Charges mode you must un-check the box and then click on the submit button OR 

un-check the box and check in an item before leaving the checkin screen. If you don't do this, when you 

leave the check in screen and come back to it later, it will still be in the Forgive Overdue Charges mode.  

Dropbox Mode is used to check in items from the overnight book drop.  Click the DB button. 

7 

Items will be checked in (return date) using the last date, before today, that your library was open. The 

system automatically sets the last date as determined by your library’s calendar, so it is important that your 

calendar is accurate. NOTE: If your library’s hours run past midnight, Dropbox Mode will NOT reset 

the return date to the previous day. In other words, if your library closes at 1:00 AM on June 2, any 

item checked in during the day on June 2 with Dropbox Mode will have a return date of June 2. 

When Dropbox is on, the option bar changes appearance: 
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In any case, click Submit to perform the checkin.  If there are outstanding holds, or if the item is being 

checked in at another branch than the owning library, you will be alerted by screen messages: 

 

At this point, you can confirm the hold and place the item in transit (optionally printing a slip to put in the 

item), or ignore the hold and keep the item at this location. 

If there are no holds, and the item is being checked in at its home location, you will just see a confirmation 

screen: 

 

The screen shows the patron who returned the item, staff and public notes, and policy codes for item type, 

branchcode, and shelving location. Staff can click on the title/barcode or patron links to go to those records. 

Other screen messages may appear in other circumstances.  For example, if an item was marked lost, then 

checked in, the system will alert you with a popup: 

 

See lost item handling for more information. 



Bibliovation User Manual Copyright © 2023- by   Page 86 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

If an item has been marked as withdrawn, it cannot be checked in. You must clear the withdrawn status 

first. 

 

 

If you try to check in a barcode which is not in the system, you’ll get a warning message. 

 

 

4.5.1 Backdate Checkins 

 

The dropbox mode by itself will only set the checkin date one day in the past. Under certain circumstances, 

libraries may want to mark all checkins for an earlier date. An example of this is when a library has 

unexpectedly been closed for several days due to bad weather – the library staff do not want to penalize 

patrons with fines for those days.  If a staff user has the circulation permission change_circ_date_and_time, 

you can use the calendar button on the dropbox feature to set an earlier checkin date: 
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Use the calendar widget to select a date in the past. When you scan an item barcode, the checkin date will 

be set to that date, and any accruing fines will be recalculated accordingly.  The date will remain in place 

for all checkins while you are on that screen; it will clear when you move to another screen. 

 

4.5.2 Clearing On Order Status at Checkin 

 

Items on order through acquisitions are created with a notforloan status of -1 (usually labeled as “Ordered” 

or “On Order”). When an item is received and run through checkin, this feature automatically clears that 

status, and sets the item to normal availability (a zero setting): 

 

Note that the system will clear the status for any negative Not For Loan authorized value, not just the -1 

used for On Order. 

 

4.5.3 Shelving Cart Display 

 

If configured in the branchcode policy (see the Superlibrarian Guide), a checked-in item will display as 

being on the shelving cart.  The display is automatic and will revert to just “Available” after the specified 

amount of time. In staff mode: 

 

In the Discovery Layer: 
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4.5.4 Checkin Notes 

 

With the appropriate granular permissions (circulate.item_checkin_notes.view, 

circulate.item_checkin_notes.modify, circulate.item_checkin_notes.delete), staff can create notes on items 

to be displayed at checkin   In the staff title display, click the icon next to a particular item’s barcode in the 

list of items: 

 

This opens a popup screen, where you can enter a new note (or delete an existing one): 

 

When a note is present, the color and appearance of the icon changes: 

 

When the item is checked in, the note will show: 
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At that point you will have the option to delete the note or retain it for future use. Staff members who only 

have the View permission will see notes at checkin but will not be able to edit or remove them. Staff 

members without any permissions can still check in items, but will not see any of the notes. 

 

4.6 Fast Add at Checkout 

 

In certain circumstances, you may need to check out an item that is not in your database.  This can happen 

with ILL items or with old items that may have been missed when the collection was first cataloged online.  

If a patron has an item to check out and it either has no barcode or that barcode isn’t in the database, you 

will get an error message.  You can also trigger this by entering a nonsense or nonexistent barcode: 

 

If you have permission to create one, you can click the Fast Bib Add link in this error screen. That brings 

up an edit screen where you can enter brief information about the item.  At minimum, you should enter a 

title, home and current branches, and item type. Check Brief Circulation Record under Item Status – that 

custom item status should be configured on your system to clear at checkin (see Superlibrarian Guide).  

Your site may set policies about creating and using Fast Add records, such as always using a call number 

of “FAST ADD” or some other identifier.  Be sure your library is selected if you have multiple branches.  

The form picks up and uses the barcode you entered at checkout. 
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Enter any other information available and click the Confirm Add button at the bottom of the form.  The 

brief title/item records are created, and the item is checked out to the user.  When the item is checked in, 

the Brief Circulation Record setting is cleared, but it triggers a screen warning. The text may vary, 

depending on your local setup. 

 

Staff should then put the item aside for cataloging staff to handle.  Any other attributes will also prompt 

staff to send the item for special processing. 

 

 

4.7 Handling Transits 

 

Any multi-library system that allows borrowing between branches will have to deal with transfers between 

branches.  Items that belong to one branch may be returned at another, or a patron may place a hold on 

something with a pickup location at another branch.  Items may be placed in transit either automatically 

(by confirming a transfer from a checkin message) or manually.  If an item is on hold for pickup at another 

branch, the popup message will specify that: 
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When you click to confirm the hold, the item is put in transit status: 

 

If the item is not on hold, a basic transfer message will appear at checkin, and the item will be put in transit: 

 

To put something in transit manually, go to Circulation, Transfer.  Select the destination library from the 

pull-down, and enter the barcode: 



Bibliovation User Manual Copyright © 2023- by   Page 92 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

If there are blocks (Administration, Library Transfer Limits), you will see a message at right. If there are 

no blocks, the item is put in transit. 

 

Library staff can always see what items are in transit under Circulation, Transfers to Receive: 

 

When the item physically arrives at the destination, staff must run it through a checkin to clear the transit 

and trigger any pending holds: 
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If no holds are pending, the item may be shelved.  The checkin will give a “not checked out” message: 

 

You may also see messages about brief records, or other types of checkin messages.  Deal appropriately 

with them, as with any checkin. 

 

If an item is in transit, the Discovery Layer display will show the status: 
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4.8 Tracking In-House Use 

 

Some libraries need to keep statistics on items that are used in the library but not checked out.  This usage 

can be done in two ways; the approach is controlled by a new syspref BrowseIncrementOnCheckin. 

The older approach which is usually preferred is to use a special patron (turn the syspref OFF for this 

approach).  Create a patron category of type Statistical (see Administration, Patron Categories).  Then create 

a patron record with that category; name it something like INHOUSE USER.  Each day, collect materials 

that have been used and left out on tables in the library.  In the system, go to that patron record and check 

those items out to that user.  Instead of doing an actual checkout, this will create an entry in the statistics 

table for “localuse” (in-house use).   

 

The newer approach allows sites to bypass this setup and record in-house use directly through Circulation, 

Checkin (turn the syspref ON for this approach). When an item’s barcode is run through checkin, the system 

looks for a number of things – is there a pending hold, has the item been marked as lost, etc. If the item 

doesn’t meet any of those conditions, an entry will be created in the statistics table for “localuse” (as above) 

and the screen will say so: 
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The statistics table entry is identical for either approach. You can later run reports to get counts for these 

entries. 

 

4.9 Inventory 

 

Inventory means taking stock of your collection and identifying what is actually present.  There are two 

ways to use the Tools, Inventory/Stocktaking feature: 

• Use the guided form to define the items you want to take inventory OR 

• Upload a barcode file and assign a last seen date to items in bulk (To obtain a barcode file, 

you will need to scan the barcodes using a handheld scanner, laptop, tablet, or smartphone 

with the ability to read barcodes and output a text or .csv file) 

Alternatively, if your collection is small enough and you can manage it technically, go through your stacks 

with a laptop logged into the staff client and a barcode scanner, and check in every item.  This will update 

the “last seen” date and will also alert you to any other problems (lost, wrong branch, etc.).  You can also 

use this method for just a portion of your collection, if that’s all you need to check at the time. 

 

4.9.1 Uploading a File of Barcodes 

 

Loading a file of barcodes into the tool has the merit of being an actual representation of what is in your 

stacks, but requires more up-front effort to go and scan everything.  You can use a laptop with barcode 

scanner, and scan everything into a text file, or use a specially-designed scanner which can store and output 

a file of barcodes.  To load a barcode file, open the inventory tool and go to the right-hand side of the screen.  

Use the Browse button to choose a barcode file to upload (this file is produced from your inventory scanner).  

Then set the Date Last Seen using the calendar popup. 
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Click Submit and that file of barcodes will be processed. 

 

You can do this as an incremental process – scan a section, upload that file and process, then scan another 

section. 

 

4.9.2 Using the Inventory Tool 

 

This part of the tool can be used if you want to manage a section at a time (defined by call number, item 

type, shelving location).  An easy way to work with this part of the tool would be to take a laptop out into 

the stacks, and compare the screen results to the shelf.  In this example, it will check a particular call number 

range at one branch. 

 

 Make your desired selections on the left-hand side of the screen; you don’t have to make a selection on all 

fields, just the ones you want: 

• Library -- Choose which branch you want to take inventory on; Choose All Locations to 

take inventory on all branches. 
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• Item type -- Choose an item type to take inventory on. 

• Item location between ... and -- Choose a range of item call numbers to take inventory on.  

The format here is the call number found in the items.itemscallnumber field (for instance, 

937.23).  You can be very generic; A to Z or 000 to 999 are acceptable ranges. 

• Item location – The labeling is somewhat misleading; the above field refers to call number; 

this field searches the shelving location. 

• Not seen since -- Choose a date from the calendar popup. 

• Show -- Define how many results you want to view on a page. 

• Beginning at offset -- Tells the system where in the list of results to start display. For 

instance, if this field is set to '0', the results set will start displaying at the beginning of the 

range defined. However, if the field is set to something like '50' then the results set will 

start displaying at the 50th item defined by the range you have set. This field MUST be a 

numeric value. 

When you have made all your selections, click Submit.  The system then displays screens of the matching 

items.  To mark items as seen, check the box next to each item you want to add and click the Mark Seen or 

Mark Seen and Continue button at the bottom of the screen.  You can also use the Select All or Clear All 

links at the bottom to affect everything on the screen. 

  

Scroll to the bottom for the action buttons: 

 

Mark Seen will flag only the records on this particular screen.  Mark Seen and Continue will flag these 

records and continue to the next screen.  In the initial setup screen, you can set the Show field to a high 

number (like 200) if you want to minimize the number of times you must click Mark Seen and Continue. 
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4.9.3 Cleaning Up Inventory Problems 

 

Once finished with either form of inventory, you can run the inventory tool again to see what items were 

not seen during the first pass.  You can also create a SQL report to select items whose last seen date is either 

NULL or less than the date you selected to start inventory.  This list is your “cleanup” list.  Here’s a sample 

SQL report with a limiter on item’s homebranch – change as needed (note that syntax has changed from 

earlier releases, due to table structure changes): 

select biblio.title, biblio.author, items.barcode, items.itemcallnumber, items.location, 

items.homebranch, items.holdingbranch, mutation_time from items JOIN biblio on 

(items.biblionumber = biblio.biblionumber) left join mutation_times on (record_id = 

CONCAT(items.itemnumber,'') and record_type = 'item.seen') where items.homebranch = 

'MAIN' AND (mutation_time IS NULL or mutation_time < '2018-01-01')  order by 

items.cn_sort 

The items.cn_sort field is the internal sorting field used for call numbers – it’s more reliable than the actual 

call number for report sorting. 

 

4.10 Overdue Report 

 

The overdue report is one of several delivered reports that may be useful in monitoring circulation.  From 

the main Circulation menu, click Overdues.  There is a screen warning; the report can require a lot of system 

resources on large systems.  If your site has the FilterBeforeOverdueReport syspref turned on, you will be 

required to select one or more filters (branch, patron category, etc.) before you can run the report. 

 

These options are also available after the report is run, if you need to redo your selections. 
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This report can be useful to track outstanding overdue items and their accrued fines.  You can also download 

the list as a .csv file.  Although obscured in this screen shot, there are links to the patron’s patron record 

and display of the patron’s phone number. 

 

4.11 Holds 

 

Placing a hold on a title or an item allows staff and patrons to reserve materials that are currently checked 

out, on the shelf at another location or otherwise temporarily unavailable for immediate checkout.   

Depending on how your system is configured, holds may not be allowed for materials presently on the shelf 

at the patron’s location. In most multi-library systems all resources are shared, and a title-level hold at any 

library may be filled by any available copy in the system.  Some libraries restrict holds to only their own 

items/patrons; this can be done through the circulation rules. Some sites may set hold rules in the title record 

(see cataloging section on Individual Record Holds Control below). 

When more than one patron places a hold on the same title, the name of each patron is placed in a hold 

queue (waiting list) in the date order of request. When an item that can fill holds is checked in at any eligible 

library, the system will trap that item for the first active hold with that check-in location selected as the 

pickup location. If there is no active hold at that check-in location, the item will be trapped for the first 

active hold in the queue, regardless of pickup location.   

Patrons may place a hold from the Discovery Layer (if syspref RequestOnOpac is on), or staff can place a 

hold for a patron.  If your system is configured to allow on-shelf holds (syspref AllowOnShelfHolds), then 

holds can be placed for items which are currently available. In that case, the request would show on the 

Holds Queue report; staff would need to locate the item, run it through checkin to trigger the hold, and place 

it on the holds shelf for pickup.  The syspref ReservesMaxPickUpDelay sets how long a patron has to come 

and get the item – seven days is a common setting, but it depends on library policies.  After that time, the 

hold can be canceled and the item is available for the next user. 

Holds can also be suspended (by staff or the patron) either for an indefinite period or to resume on a specific 

date. 

 

4.11.1 Item-Level versus Title-Level Holds 
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A title-level hold means that any copy of a particular title can fill the hold.  An item-level hold means that 

only that particular copy can fill the hold – even if other copies are available, the patron’s hold will wait for 

that copy to become available.  A site may disable item-level holds in the Discovery Layer with the syspref 

OPACItemHolds. This will force patrons to always place title-level holds.  Staff can always place item-

level holds if needed.  For most titles with multiple identical copies, a title-level hold is preferred.  Only 

use item-level holds when a particular copy is needed, such as a specified volume of a magazine or DVD 

set. 

A new feature allows sites to control whether holds on a particular title are restricted to title-level or item-

level – see the section Individual Record Holds Control under cataloging. 

 

4.11.2 Placing a Hold for a Patron 

 

If staff need to place a hold for a patron, the first step is to search for the title.  In the staff client, bring the 

title record to the screen.  You can either click the Place Hold button at the top, or the Holds tab at the left. 

 

Either brings you into the Holds tab, where you’ll see any existing holds. To place a new one, the first step 

is to search for the patron record. 

 

Click the Select Patron button and enter a name or cardnumber in the popup. 
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The next step uses the Discovery Layer holds interface. Note that there are some changes on this screen 

from previous versions. The patron’s name now shows, rather than the cardnumber. 

 

The pickup location defaults to the patron’s home library; change it if needed. There is a toggle link for 

Add Notes, which will open an optional note field for additional information (see screenshot below).  The 

default setting is to place a title-level hold (pulldown set to Next Available).  However, you could change 

that to Choose a Copy and then select a particular item for an item-level hold: 
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If there is only one item attached, that choice is irrelevant.  If configured, there may be an option to trigger 

a recall if appropriate – see that section for more details on recalls. 

After making your selections, click the Place Hold button next to the specific copy or the one on the top 

line for a title-level hold. The holds screen changes to show current status: 

 

The View Patron Holds link will take you to the staff display of that patron’s record, so that you can check 

holds and other information. Click Done to close the holds popup; the screen now automatically refreshes 

to show the latest hold placed. 

 

You can then place holds on the title for other patrons, or move on to another screen. 

Note that if you’re placing a hold on a serials title with enumchron data, that data now shows on the holds 

screen: 
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4.11.2.1 Search and Sort Options 

 

The list of holds on a title now has sorting and searching options. Each column can be sorted by clicking 

the up/down arrows in the column header. 

 

In addition, a search box above the table allows staff to search for a particular text string – patron name, 

library name, etc. This can be useful for titles with many holds. 
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Click the Clear button next to the search box or the Refresh View button to restore the original display. 

 

4.11.2.2 Placing Holds on Multiple Items on the Same Title 

 

If permitted in the item type policy (see Superlibrarian Guide), you may place holds on more than one item 

on the same title. The intended use is for titles like periodicals or DVD sets, where the title has items for 

different issues or parts – a user might want to place a hold on issues 33 and 35 of a magazine, for example. 

Staff can place multiple holds for a patron, or a patron can do it (see the Discovery Layer section on placing 

holds).   

After searching for the patron record (as above) and getting the Place Hold popup, first set the Pickup 

Location if needed. That will then be in place for all holds.  Then, select Choose Any Item: 

 

This will show the items attached. Click the Place Hold button next to each item for which you want to 

place a hold. The screen will update with the status of each hold as you do. 
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When finished, click Done to see all the holds: 

 

 

4.11.2.3 Placing Holds and Other Actions from the Results List 

 

NOTE: By default, these buttons are hidden. If a site wants to use them, this CSS will make them 

show:  

 

div.search-action-btns { display: block; } 

If configured to show, when more than one title is selected from the results list a set of buttons will show 

at the top of the results list screen: 
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These replicate options under the Actions dropdown, but are pulled out here for greater visibility. You can 

place holds on multiple items, save the search, or add to the cart or a list. 

With regard to holds, you can place a hold for a patron on a single title in the results list by clicking the 

Place Hold link at the bottom of each title entry. You can also place holds on multiple titles from the results 

list. To do so, check off entries. When you do, the buttons will appear at the top of the results list: 

 

Click the Place Holds button, and after searching for the patron’s name, you’ll be placed into a holds popup 

with all the selected titles: 

 

If desired, you can choose a specific copy rather than Next Available. Be sure to click the Place Hold button 

on each title. Click Done when finished. 
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4.11.2.4 Hold Date in the Future 

 

If the syspref AllowHoldDateInFuture is on (rarely used), you will have an option of specifying a start date 

when placing a hold: 

 

Click the Add Delay toggle and you can enter a start date (a calendar widget will come up). 

 

The hold will become active on that date. This option is not recommended for general use. 

 

4.11.2.5 Overriding a Hold Block for a Patron 

 

If a patron is blocked from placing a hold for some reason, such as a limit on number of concurrent holds, 

staff with the circulation.OR_hold_policy_block permission will be able to override the block: 
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4.11.3 Reordering the Priority Queue 

 

If there are multiple holds on a title, staff can change the priority or delete a hold altogether.  Priority is 

based on the order in which holds were placed, and under normal circumstances you will leave it alone.  

However, occasionally you may want to allow a patron to get an item out of order.  On the Holds tab, if 

you click the pull-down in the Priority column, you can change the order by changing the number for each 

entry. 

 

You can also delete a hold or change the pickup library.   
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When you’ve changed all the entries, click the Update Holds button to record the changes.  You cannot 

change priority on a hold that is in transit. If a hold is waiting (“triggered”) and you try to reprioritize it, 

you will get a warning: 

 

Clicking OK will remove the “waiting” status and suspend that hold. You must click Update Holds to finish 

your priority changes. 

If you delete a hold, the others will reorder priority automatically – no need to manually change priority. 

 

4.11.4 Suspending Holds 

 

Holds that have not been triggered can be suspended either by the user through the Discovery Layer (see 

that section) or by staff members.  A hold can be suspended indefinitely, until the patron chooses to resume 

it, or it can be suspended with a “resume on” date.  A cron job 

(misc/cronjobs/holds/resume_suspended_reserves.pl) runs nightly to reactivate any suspended holds for the 

current date. 

To suspend a hold in staff mode, go to either the patron record or the title record.  In the patron record, 

scroll to the bottom of the Details screen and click the On Hold tab. You will see all holds for that patron: 



Bibliovation User Manual Copyright © 2023- by   Page 110 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

In the column header, you can click the All checkbox in the Suspend column to suspend all (except Waiting 

holds) at once. This does not allow you to enter a “resume on” date.  You can also use the checkbox on 

each line to select Yes for the hold(s) you want to suspend. If you want to specify a resume date, click the 

calendar button to open the gadget. Move to the desired date and click it: 

 

Entering a date will automatically check the Suspend box. 

Click the Save Changes button at the bottom when you are finished, and the hold will show as suspended. 

If a date was selected, it will display: 
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4.11.5 Recalls 

 

A recall can be placed on an item that is loaned to another patron, if your system is configured to allow it 

(see system administration). Recalls are more active than regular hold requests. Regular hold requests wait 

for the item to be returned, while recall requests actively notify the borrower that the item is required and 

shortens the due date.  A recall can only be placed if the item is currently checked out.  Depending on your 

system configuration, recalls can be placed in staff mode, by the patron in the Discovery Layer, or both. 

Recalling the item will: 

• Shorten the loan period for the borrower, although the borrower will always be able to keep 

the book for a specified length of time (the “guarantee period” in the circulation policy). 

The loan period will be shortened according to the recall return interval setting in the 

circulation policy. 

• Send a notice to the borrower to inform him/her that the loan period has changed, and that 

the item must be returned to the library, usually with a shortened due date. (NOTE that 

the individual patron or the Role record must have the messaging option for recall 

notices enabled.) 

In staff mode, you can opt to issue a recall when you place a hold for a patron, if a recall policy applies to 

the existing checkout and your staff login has permission to do so.  On the Place Hold popup, first select 

Choose A Copy in the top bar for a specific copy, then click Place Hold next to the checked-out item that 

you want to recall.   

 

Once you click Place Hold, if the item is eligible for recall, a Recall button will appear next to the item: 
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You must click the Recall button to initiate the recall. NOTE: This is a change from earlier versions, 

where the hold and recall were done in one step. You’ll get a popup message if the recall was successful, 

but the main holds screen won’t change. 

 

The system will then generate a Recall notice to the current user.  The default text will read something like 

this: 

 

The notice text can be modified as desired (see Notices).  When an item has been recalled, the patron will 

no longer be able to renew it through the Discovery Layer. 

NOTE:  Placing a hold with a recall will NOT move that patron to the head of the priority queue.  

The recall is issued, prompting the original borrower to return the item, but the first entry in the holds 

priority list will be the hold that’s triggered.  If you are placing a recall for a particular patron and want to 

make sure that patron gets the item first, you must manually reorder the holds priority list to make that 

patron first. 
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4.11.6 Triggering a Hold 

 

As mentioned in the Circulation, Checkin section, when an item is checked in the system will see if there 

is a hold.  If so, a screen message will alert staff. 

 

Usually you will confirm the hold (with or without printing a hold slip to place in the item).  Under rare 

circumstances you might want to ignore the hold so that you can give the item to someone else.   

If you click Print Slip and Confirm, the system will open a popup window with information about the hold: 

 

Print the page and put it in the item on the hold shelf. 

Any item arriving from transit or whose status is otherwise in doubt should always be run through 

checkin.  If there are no alerts, the item can be shelved. 

As soon as a hold is triggered, an email message is sent to the patron saying the item is available.  The text 

of this message can be customized by an administrator under Tools, Notices.  (Note: The patron must have 

the Hold Filled messaging option turned on.) 
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4.11.6.1 Triggering Holds When Waiting Holds are Cancelled  

 

When a hold has already been triggered and is waiting, a staff person may cancel that hold for various 

reasons. In the title record’s hold screen, change Waiting to Delete and click Update Holds. 

 

If there is another hold on the title/item, a popup screen will alert staff that another hold has been triggered, 

and offer an option to print a hold slip: 

 

If the hold is deleted from the patron’s record: 

 

A similar popup will alert staff: 
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In either case, the next hold has already been triggered and is waiting. The staff person should print the hold 

slip and put the item back on the holds shelf for pickup, or put it in transit if needed. 

Note that patrons cannot cancel holds that are waiting in the Discovery Layer interface, unless the patron 

(or Role) has been given the granular permission cancel_waiting_holds. 

 

4.11.7 Hold Handling for Lost or Withdrawn Items 

 

An item with existing holds (item-level hold, or title-level for the only item) may need to be marked as lost 

or withdrawn. If that happens, the system will cancel the holds and (if configured) send a hold cancellation 

notice to the patron. For example, an item with an item-level hold was marked as withdrawn: 

 

In this screenshot, the last available item has been marked as lost (Missing). All holds will be cancelled: 
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4.11.8 Holds Queue Report 

 

If your library allows on-shelf holds, staff will need to know which items to pull from the shelves to fill 

those holds.  Under Circulation, run the Holds Queue report (selecting a branch from the pulldown if 

needed) to see what items are needed. NOTE: Author and Copy Number fields have been added. Copy 

Number is part of the Call Number field. (Not all screenshots have been updated.) 

 

Note that the holds queue report has been redone from earlier versions, with interactive headers. You can 

see a screen similar to the old version by clicking the blue View Table button at the top: 
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This interface does not have the expanded functionality of the new one. You can print the list – use the Print 

Table button at the top of this screen (see below for how to print the grid interface): 

 

Click View Grid to return to the new interface. You can filter the report by typing a value in one of the 

header columns, or sort by clicking on a header’s down-arrow symbol: 
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You can hide columns or export data (to .csv or .pdf for printing) using the grid icon in the upper right. To 

hide a column, click it in the dropdown. If you have set filters, you can clear them with the Clear Filters 

option in the dropdown.  

To see the full content of a particular entry, doubleclick it. That brings up a popup window with all the data: 

 

Note that for exporting, you can either choose to export only the data currently visible, based on filters, or 

all data in the holds queue. Open your export file (.csv or .pdf) and manipulate or print the data as desired. 
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If you always want to hide certain columns, you can do so in your account user preference settings. Click 

your user name in the “Hello Name” link at top right of the screen, then go to My General Preferences. 

 

After a browser refresh, those columns are hidden in your holds queue display: 

 

Note that they are not available in the option pulldown – to see those columns again you’ll need to change 

your user preferences. 

You can also set the preferred columns in any staff or Role record, under the User Preferences section: 
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The holds queue report is built by a cron job (build_holds_queue.pl).  Administrators can control the timing 

of the job with the HoldsQueueSchedule syspref, or it can be left at the default setup.  The timing depends 

on your library’s needs.  It could be run once a day or every couple of hours.  That script completely rebuilds 

the queue each time it runs.  Staff can use this list to pull items from the shelf, or identify items needed 

from other branches. 

The script identifies an item to fill a hold (the “selected copy” entry). In large multi-library or consortia 

sites, this is based on an algorithm derived from the settings in several system preferences. Most sites will 

be OK with the default settings. 

 

When an item is checked in and can fill a hold, the system looks for the first active hold in the queue for 

that title. If that item is unavailable, the hold request needs to be passed on to the next item in the sequence 

that can fill the hold.   

As items are pulled from the shelves, check them in to trap that item for the hold request. (See below; items 

can be checked in directly from the holds queue screen.)  Once you have trapped your library’s item for a 

hold request, that request for that patron will be removed from the holds queue after the next run of the cron 

job. 

There is a button for canceling selected holds. To select a record, click on it and it becomes highlighted. 

Click the Cancel Hold button and you’ll get a popup asking you to confirm the cancellation. 

 

If the patron has Cancel Hold notifications turned on, a message of the appropriate type (email, list, popup) 

will be generated and sent to the patron. 



Bibliovation User Manual Copyright © 2023- by   Page 121 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

Note that this does not automatically trigger the next hold on the title, or alert staff that there is another 

hold. 

If your library does not allow on-shelf holds, the report does not need to be run regularly.  However, staff 

should check it occasionally to make sure something hasn’t slipped into the queue.  For example, a staff 

person might have placed an on-shelf hold for a patron, but neglected to retrieve the item and trigger the 

hold. 

 

4.11.8.1 Checkin/Pass/Trace Options 

 

NOTE: New options in the holds queue are primarily designed for multi-library or consortia sites, but 

the checkin and trace options can be used by single-library sites if desired. 

Three buttons at the top of the holds queue add extra functionality. 

 

The Check In button allows staff to run an item through checkin directly from the holds queue, triggering 

the waiting hold without leaving the overall list. Click on the entry to select it, and then click the Check In 

button: 

 

This opens a new browser window, with the selected barcode being checked in: 
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After confirming the hold and printing the slip, close this browser window. The holds queue will still be 

open in the original window, but that item will have been removed.  

If staff do not use the holds queue checkin button, but rather trigger a hold through Circulation, Checkin, 

the item will be removed from the underlying table. If the holds queue screen is still open in another 

window, though, staff will need to refresh the screen before that item disappears. 

If for some reason the library does not want to use the selected copy to fill the hold, staff can Pass the 

request to the next library in the holds sequence that has an available copy, after the next time the cron job 

updates the data. Click on the entry to select it, then click the Pass button: 

 

A popup will confirm that the item has been passed: 

 

The hold request will show on the holds queue of the next library in the holds sequence that has an Available 

copy, after the next time the cron job updates the data. 

If staff are unable to find the selected copy on the shelf, marking the item as Trace will remove it from the 

holds queue report and send the request to the next library in the holds sequence that has an available copy, 

after the next time the cron job updates the data. 

Click on the entry to select it, and then click the Trace button. 
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That will change the lost status and availability in the item record to Trace. The item record has the status 

set: 

 

The Trace status does NOT cancel the hold; if available, another item will be selected in the next run of the 

cron job. Library staff should search for the item (a report to search for Trace lost statuses may be helpful). 

If it is not found after a thorough scan of the shelves, the item’s Lost status can be updated to Missing. That 

indicates that the item has been searched for but remains unfound. 

 

Changing an item’s lost status to Missing will automatically cancel all holds on the item and (if messaging 

options are enabled) notify the patron(s). 
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4.11.9 Clearing the Holds Shelf 

 

Once a hold has been triggered, and the email notice has been sent, the patron has a certain number of days 

to come and pick up the item.  This time period is specified in the syspref ReservesMaxPickUpDelay.  

When setting this preference, keep in mind that the checkin date will count as day 1.  When that time period 

has expired, staff will need to identify items which were not picked up and clear that hold.  Under 

Circulation, use the Holds Awaiting Pickup report to see what is on your holds shelf. 

 

The default view is All holds, including current and expired. Use the pulldown at the top to limit display to 

expired or active: 

 

The report will identify holds which have expired in the “Reshelve After” column.  You can use the column 

headers to sort the report (e.g., by Location) or you have the option to print it. 
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If a waiting hold is cancelled for some reason, the title will remain on this report for seven days, but a note 

will be added: 

 

Staff can then pull the title from the holds shelf and process normally. 

You can use this report in two ways. If you print it and take it to the holds shelf to pull expired holds, you 

can then just run those items through checkin. That will automatically clear them from this report and will 

check for any new holds or transit needs. If none are found, the item may be reshelved. 

Alternatively, you can click the button under the Action column to cancel the hold. If the item needs to be 

put into transit, the button will say so.  If there is another hold on the item, the system will give a screen 

message. 

 

NOTE: This option triggers the next hold and sends a notice to the patron, but does NOT give you 

the option to print a hold slip. You can run the item through checkin, and it will trigger the same 

hold for the same patron, and give you the option to print a slip. However, doing it this way will 

generate two hold pickup notices to the patron. 

You could also create a custom SQL report to identify expired holds and patrons; here is some sample SQL: 

SELECT reserves.reservedate, reserves.waitingdate, reserves.reservenotes, 

borrowers.cardnumber, borrowers.surname, borrowers.firstname, borrowers.branchcode, 

biblio.title FROM reserves JOIN borrowers on (reserves.borrowernumber = 

borrowers.borrowernumber) JOIN biblio on (reserves.biblionumber = 

biblio.biblionumber) WHERE reserves.waitingdate  < date(NOW() - interval 7 day) AND 

priority = 0 ORDER BY reserves.waitingdate 
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You could add a branchcode limiter or change the number of days as needed.  The report output can be 

downloaded to Excel. 

 

4.11.10 Cancelled Holds 

 

Waiting holds expire after a given time; a report under Circulation (Cancelled Holds) lists items to be pulled 

from the holds shelf. Those items should then be run through checkin to trigger any new holds, and 

reshelved. 

 

 

4.11.11 Hold Fees 

 

If configured in the item type policy, the patron category policy, or both, users can be charged a fee to place 

a hold. The fee is charged when the hold is triggered. If there are fees in both policies, the user is charged 

the higher of the two: 

 

 

4.11.12 Search To Hold 
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A feature on the patron’s Checkouts tab will allow staff to place a hold for that patron starting from the 

patron record: 

 

Click the Search to Hold button, and it opens the Advanced Search page, with a header line indicating that 

you are searching to place a hold for that patron: 

 

Enter your search criteria and click the Search button. The results list will still show the header line, and 

each entry in the results list will have an option to place the hold for that patron: 

 

You can click on a title from the results list to confirm it is the desired title, but you will need to return to 

the results list to place the hold. From the results list, click on the “Place hold for patron ####” to select 

that title.  The standard Holds popup will appear: 
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When you click the Place Hold button and then the Done button in that popup, you will be returned to the 

patron’s Checkouts tab. If you then look at the Holds tab at the bottom, you’ll see the new hold. 

This procedure is somewhat less flexible than the normal procedure to place a hold for a patron; it’s intended 

for situations where the patron record is already displayed (usually at the Circulation desk while checking 

out other items) and the patron asks staff to place a hold at that point. 

 

4.12 Call Slips, Document Delivery, and other RFI Forms 
 

Call Slip and Document Delivery functionality allows patrons to place requests on items in closed stacks 

or remote storage for retrieval by the staff. 

Call slip allows an item to be requested for quick retrieval from closed stacks or storage for the patron to 

borrow. How quickly this is turned around is determined by local policies but very little time is needed to 

fill call slip requests, as the call slip queue is updated continuously. Once the item is received it can be 

checked out to the patron. 

Document Delivery handles requests for copies of articles. In this case the patron requests the item by title 

of the publication and provides the article citation information. The work cited is copied and given to the 

patron; it is not loaned.  

Other forms have been added to allow patrons to open informational tickets; see below. 

There are several system preferences and steps needed to set up call slips and/or document delivery; see 

that section under in the Superlibrarian Training and Configuration Guide.  The policies are applied in the 

circulation rules, so the option may not be visible or available on all items.   

 

4.12.1 Placing a Request for a Patron 

 

Most requests are placed from the Discovery Layer (see that section), but staff can also place a request for 

a patron.  To do so, search for a title and click the Place Request button. 
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At the New Request Screen for call slip, search for the name of the patron making the request and the type 

of request desired: 

 

After clicking Continue, you must provide item and request details. These include: 

• Request Type (call slip or document delivery); 

• Request Status (Requested, In Process, In Transit, Waiting for Pickup); 

• Request on: (date, i.e. “now”); 

• Pickup location (defaults to local branch); 

• Not Needed After (date): this is the expiration date; 

• Document Delivery Details: (article title, authors, pages, vol/issue/date, chapter); 

• Request Note 
 

When the form is completed, click Create new request to proceed: 

 

Note that you can specify a specific item to fill the request; patrons can also do so through the Discovery 

Layer. 
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A Document Delivery request screen is similar but contains additional fields for specifying pages, journal 

title, etc. 

 

4.12.2 Managing Requests 

 

To retrieve and manage the submitted requests go to Circulation, Call Slip requests. 

 

From here, you can choose the type and status of request that you want to process.  For request type, you 

can select Call Slip, Document Delivery, or Any to see all requests. Select the request status, request type, 

and date (if applicable) and click Update view.  The list of current requests for that status is displayed: 
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If a particular item was specified when the request was created, this screen will reflect that: 

 

You can sort any of the columns using the arrows in the header fields. 

The actions available here include: 

• Print Slip—this will open a new browser window so you can print a slip. It should be 

done after you’ve checked the stacks and done the Edit/Fill Request step, to update 

the request. 

 

 
 

• Edit/Fill request—this allows you to comment on the status of the request and/or fill 

it. If you are going to fill/edit the request you are taken to this screen where you can 

add a note for the patron and then Update, Fill, Refuse or Cancel the request: 
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If a specific item was specified in the request, this screen will show that item already selected: 

 

Staff can select a different item if necessary before continuing to update and fill the request. 

The Discovery Layer My Requests tab will show the current status of all patron requests: 

 

• Cancel request—selecting the Cancel request link allows you cancel the request 

directly, with no option to provide an explanation for the action to the patron. The 

request will simply appear as “cancelled.” 
 

4.12.3 Other Request Forms 

 

Three informational forms have been added; these are Comments and Suggestions, Technical Support, and 

Enhancement/New Feature.  These forms can be relabeled under Administration, Authorized Values, 

CALLSLIP_TYPES: 
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Changing the description will change what displays in the RFI pulldown in the Discovery Layer masthead: 

 

You can hide an informational form by editing it and leaving the Description field blank, or remove its 

entry from the authorized value altogether (do NOT remove the callslip or doc_del entries).  You can also 

hide the whole RFI section with this entry in the Inline Styles block of the Discovery Layer Configuration 

Editor (see that manual) 

nav li.rfi { display: none; } 

However, you cannot add a new form. You are limited to the three delivered forms. All three types produce 

a request form: 

 

When a user places one of these requests, those requests show in the staff Process Call Slips interface; staff 

can respond and close requests there. 
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4.13 Interlibrary Loan 

 

If the syspref ILLRequests is on, users can place Interlibrary Loan requests through the Discovery Layer 

(see that section). Staff users can monitor ILL requests under the Circulation module main page: 



Bibliovation User Manual Copyright © 2023- by   Page 135 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

On that screen, staff will see tabs for pending, approved, rejected, on-order, or available requests.  To update 

status on a request, use the pulldown to select a predefined reason. If you click “others” you can type a 

reason into the field.  Then click the relevant button (Approve, Reject, etc.) and click the Change Status 

button at the bottom of the page.  You can select one reason and apply it to all requests on the tab if desired: 

 

 

 

Once a pending request has been updated, it moves to the appropriate tab (Rejected, etc.). 

The patron will always see the current status of a request in the Discovery Layer along with the reason; 

depending on messaging preferences the patron may receive a notice of some kind as well. 
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4.14 Course Reserves 

 

Course Reserves functionality allows staff to group together materials tied to specified courses so they can 

be checked out for short periods of time (two hours, overnight, etc.).  If enabled (syspref CourseReserves), 

courses and reserve items are visible in staff mode and in the Discovery Layer. 

 

4.14.1 Creating Courses 

 

Courses are created under Circulation, Course Reserves: 

   

Click the New Course button to add a course: 
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All of the fields are optional except for Course Name.  

If the course is taught by instructors, click the Submit button to save the course and you will be 

automatically prompted to enter an Instructor’s name. Instructors must have patron records in the system. 

Begin typing the instructor’s last name and a list of matches will appear: 

 

Click the Submit button again to link the Instructor to the Course. (NOTE: Course Reserves requires the 

CircAutocompl syspref to be on to add instructors.) 

 

4.14.2 Adding Items to Courses 

 

Once a course has been created, it will display under Circulation, Course Reserves: 

 

From the list of Courses, clicking on any course name will open the Course.  You can then add items to the 

Course: 

 

A bibliographic record and item (holdings) record must already exist in the database before it can be put on 

Reserve.  Search for the item to be added by entering its barcode at this screen. 
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You can choose to leave the item type, collection code, shelving location, or branch at the original settings, 

or change them to new settings appropriate for course reserves. This would be especially important for item 

types, so that items on reserve can have different circulation rules. 

 

Click Submit to save the record.  From the list of courses, if you click on a course name, you will see the 

items that have been linked to that course: 
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The staff bib display shows a link to the course reserves information: 

 

Click the Show link and the information displays: 

 

 

4.14.3 Suspending or Deleting Courses 

 

Materials designated for Course Reserve will retain any temporary item type, collection code and shelving 

location settings for as long as their corresponding course is Enabled (and will display those settings in the 

Discovery Layer).   

If a course will not be repeated, it can be deleted.  NOTE:  any items currently checked out will need to 

be checked in, and all items removed from the course list, before a course can be deleted.  To delete a 

course, click the Delete link from the main course display page (Circulation, Course Reserves). 



Bibliovation User Manual Copyright © 2023- by   Page 140 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

If a course is not taught every semester, you may want to keep the course itself, but suspend it.  From the 

main course display page, click the Edit link and scroll down to the bottom of the course setup page.  Use 

the Course Status pull-down to select Disabled: 

 

When the course is created or edited, you can also enter specific start and end dates, which will suspend or 

unsuspend the course automatically. The course should be set as disabled for a future start date. This 

requires the manage_coursereserves.pl cron job; your system administrator should make sure it is running. 

 

The course and its materials still exist, but are inactive and won’t show in the Discovery Layer. If you had 

assigned a temporary item type or other fields, the item reverts to its permanent setting as long as the course 

is deactivated. If you reactivate the course, those temporary settings are put back into place. 

 

4.14.4 Removing an Item From a Course 

 

You can remove an individual item from a course. From the course page, click the Remove link next to the 

item: 

 

If temporary settings (item type, collection code, etc.) were assigned when the item was added to the course, 

those will be removed and the item will revert to its original settings. 
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4.14.5 Searching Course Reserves 

 

In staff mode, you can search for particular courses by name, department, course number, terms, notes, 

instructor name or an item barcode. On the main course reserves screen, the Course Reserves search option 

is the default in the top search bar. Enter a search term, and the display will filter to show only matching 

courses: 

 

 

4.15 Kiosk Selfcheck 

 

Bibliovation offers a URL-based kiosk shelfcheck option. Note this is completely separate from selfcheck 

machines.  There are three relevant system preferences (CheckoutKiosk, CheckoutKioskConfig, and 

CheckoutKioskAuth – see the system preference section of the superlibrarian guide for details on 

configuration).  The kiosk is browser-based but it is restricted by IP address, so only computers in the 

specified range (usually the library itself) are allowed to use it. 

Once configured, patrons at allowed workstations would go to a URL formed like 

https://my.site.url/app/checkout-kiosk 

 

Header and footer text can be configured in one of the system preferences.  The patron would type or scan 

a cardnumber and click the Enter button. If that cardnumber doesn’t exist, or the patron is blocked for some 

reason (including overdue items or fines), a popup error will alert the patron to see library staff: 
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If the patron is allowed to check items out, the next screen will show any existing checkouts (with a renew 

option and information about pending holds and fines). 

 

Type or scan in an item barcode and the item will be checked out to the patron; the list of checkouts should 

be updated with the new entry. You will also see a popup indicating success: 

 

If the checkout can’t be completed for some reason (item is non-circulating or checked out to another user), 

you’ll get a different popup: 

 

After a certain period of inactivity (specified in one of the sysprefs), the screen will reset to the entry point. 

If configured in the syspref, patrons can do a name search instead of entering a cardnumber at the first 

screen. This has limitations, however. Patrons must enter the name to be searched as 

 firstname lastname 

and it must exactly match the entry in the firstname and surname fields of the patron record, including any 

punctuation. The search is not case-sensitive. 

 

4.16 Offline Circulation 

 

A browser-based offline circulation tool has replaced the external software used in some previous versions. 

It will simply record patron and item barcodes for checkouts when the catalog or the network is unavailable; 

that data can be loaded into the catalog when connectivity is restored. 
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NOTE: At present, the extension is only available in Firefox; we are working on a Chrome version. 

 

4.16.1 Adding the Extension 

 

The first step is to add an extension to your browser. When you first go to Circulation, Offline Circulation, 

the system will test for the presence of the extension. If it isn’t found, you will be prompted to add it: 

 

That will take you to a site where you can download the extension: 

 

You may be asked to allow the extension to access data: 
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The browser will tell you when the extension has been added: 

 

Your browser may add the extension to the browser’s toolbar, with a green B icon. You can also reach it 

under the Extensions menu (the jigsaw puzzle icon). 

 

 

Once you have added the extension, go back into the Circulation, Offline Circulation screen (exit and return 

if needed). The system will check again, and will tell you that the extension is present. 
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4.16.2 Using the Offline Circulation Extension 

 

If your catalog is offline, or you lose network connectivity, open the Offline Circ tool in your browser by 

clicking on either the green B in the header, or going under the Extensions menu (see screenshot above). 

That will open the tool in a new window or tab. The first screen asks for the patron barcode: 

 

Enter a barcode and click the Go button. The next screen asks for the item barcode: 



Bibliovation User Manual Copyright © 2023- by   Page 146 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

When you click the Check Out button, the screen shows that transaction at the bottom: 

 

You can enter another item barcode to continue checking out to the same patron, or click Done to go back 

to the first screen. There, you can enter another patron cardnumber and check items out to that patron. The 

screen at the bottom will show all transactions queued up. The icon in the browser bar will also show the 

count of transactions waiting to be loaded: 
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If you reopen the tool, those transactions will display. You can continue adding new transactions as needed. 

 

4.16.3 Loading Transactions 

 

When connectivity is restored, you need to load the offline transactions into your system. Go back into 

Circulation, Offline Circulation. If there are transactions waiting to be loaded, the system will see them and 

give you an option to load them: 

 

When you import the transactions, the system will attempt to check those items out to those patrons. You’ll 

get a report on screen with the results: 

 

Note that you can download .csv files with the successful and the failed checkout transactions. Loading the 

transactions clears the queue so that the next time you go into the offline circ tool, it’s empty and waiting 

for new transactions. 
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Successful checkouts will show on the patron record, with the duedate based on the normal circulation rule. 

Note that the offline tool cannot check for problems, like barred patrons or an item on hold and 

waiting for someone else. It will process those transactions as normal checkouts. 

 

 

5. Patrons 
 

Both library users and library staff must have patron records in the system, but those records are configured 

differently.  Staff user records can also be used for borrowing if desired.  This section will primarily discuss 

patron records; see the next section for staff and patron permissions, messaging options, and Role (default) 

settings. 

NOTE: If Patron Record Access control is configured (see Superlibrarian Guide), depending on settings 

library staff will only be able to view/create/edit/delete patron records belonging to the staff person’s 

branch. 

NOTE: The create/edit screen for a patron record has been rearranged to make the branch and 

category policy selections more prominent. This is a screen change from earlier versions. 

 

5.1 Searching and Displaying Patrons 

 

A patron search is the first step in a checkout, and you can get to a patron record that way.  In addition, 

though, you can bypass the circulation menus and search directly for a patron record.  From the initial menu, 

you can click the Patrons link in the top menu bar, or enter a name or cardnumber in the search box under 

Patrons and click OK. 
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If you click the top menu bar link, or the Patrons link (without searching), you’ll be taken to the main 

Patrons screen.  At the top will be a search box. 

 

You can search on partial/full name or cardnumber (patron barcode) in this search box or the search box on 

the main page.  You can also browse by last name (click on a letter to move to that point).  If the 

CircAutocompl syspref is off, you can truncate the search using an asterisk (*) – for example, Smit* to find 

all names beginning with that string, or *smith to find all names ending with that string.  If the syspref is 

on, you’ll get a dropdown box matching the string as you type: 

 

From any search/browse, you’ll get a results list. 
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If there is more than one screen of results, there will be links at the bottom of the screen to page through 

the results.  Click on the name you want, and you’ll be taken into the patron record Details tab. 

The Details tab has information about the patron – address, home branch, patron category, cardnumber, etc.  

 

From this screen, staff can edit the overall record or specific sections such as user preferences, messaging 

options, etc. At the bottom is a set of tabs for existing checkouts, holds, fines, and circulation history (see 

History section below). The tabs have a count or amount owed as appropriate. Entries on the list of 

checkouts and list of holds can be sorted by clicking the up/down arrows in the column headers. Overdue 

items show in red. 
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NOTE: If your site is configured to restrict patron view/edit/create, you may only see patrons belonging to 

your own branch. Depending on the permissions given, you will not be able to view or edit patrons from 

other branches. 

 

5.1.1 Advanced Patron Searching 

 

If you need to search on other data than name and cardnumber, click the Show Advanced Search Options 

link on the main patron screen.   

 

Almost every field in the patron record is searchable using this feature. You can search one data field or 

multiple fields at the same time.  Use this feature to search for unique identifiers in the patron record, such 

as phone number or email address. 
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You could search for all patrons with a particular patron category, or patrons with no login ID, or patrons 

with a particular city, or patrons with no email address, or patrons who have been debarred.  You could also 

combine a search, such as patrons with Child-type categories whose date of birth is before a specified date. 

 

After making your selections, click the Search Patrons button and you’ll get a results list. 

 

5.1.2 Partial Patron Barcode Searching 

 

If your site has configured patron barcode prefixes for each branch, you can now search for patrons with 

just a partial barcode. For example, if your patron prefix is 29178, and the patron’s full barcode is 

29178022248523, you can enter a search string of just 022248523. The system will apply the prefix for the 

branch to which you belong, so this will only work for your own patrons. You will need to enter the full 

barcode to find patrons from other branches. 
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5.2 Creating a Patron 

 

NOTE:  Library staff will need the following granular permission to be able to create a patron record: 

permissions -- Set user permissions (controls editing patron category and roles also) 

Always search for the patron before creating a new record; you don’t want duplicates in your system.  To 

create a library user patron record, go to Patrons and click New.  A list of the configured patron categories 

will display; select the appropriate one. 

 

Patron categories have been established by your system administrator based on your site’s needs (see 

Administration, Patron Categories).  Most patron categories will be either adult or child; library staff must 

use a category defined as staff. 

The Add New Patron link in the sidebar will also create a new patron, but does not give an option to select 

the patron category in advance. The default value may be inappropriate. 

 

The screen for either creating or editing a patron moves those fields to the top as a visual cue to staff to set 

the fields properly. 

Whichever approach is taken, an edit screen opens and can start entering information.  Your library may 

not use many of the fields and some might be hidden from display.  The screenshots may not match your 

system’s display. 
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In the Library Management section, make sure you enter a cardnumber (patron barcode).  Your system 

might be configured to create one automatically (syspref autoMemberNum); if not, scan the barcode being 

assigned to the user, or type one.  The cardnumber MUST be unique. Select or verify the appropriate patron 

category. Also verify that the Library is appropriate for the patron; the system will default to the library of 

the staff person creating the record.  

Sort 1 and Sort 2 are optional fields for specific types of data which don’t fit elsewhere. Your site may have 

them hidden or relabeled. 

Next, enter the patron’s name and address information. The fields that must be completed are name, 

cardnumber, and email.  Your site may have designated other fields as required; those will have a red screen 

warning (see above screenshot). Email address is especially important because without one, email notices 

cannot be sent.  Be aware that if there is no value in the primary email field, the system will roll over 

to the secondary email field; if there is a value in that field, the notices will be sent to that address. 

You may want to include the patron’s mailing address or other fields on notices; fill out whatever fields 

your library policy requires.  The Initials field is used for middle initials or middle names. 

Some of the fields are only relevant to specialized or international libraries.  There are also sections for 

guarantor links (parent/child or other family relationships) and alternative addresses, such as student local 

and permanent address. The system administrator may hide fields as needed to make it easier for library 

staff to identify and enter the needed field data.  During your implementation, your system administrator 

will have identified needed fields – follow the policies and usage set by your site. 

As mentioned above, some fields may be set in the system configuration as required; you won’t be able to 

save the record without entering them (see the BorrowerMandatoryField syspref). There is also a syspref 

(UserRequiredDetails) which can prompt users at login to add required field data to their account 

information. These do not have to be the same fields as the BorrowerMandatoryField syspref.  See the 

Discovery Layer section for how that function appears to the user at login. 
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In the contact area, you have entries for multiple phone and email addresses. Use the Primary email field 

for the primary email address.  This is the field that will be used to send notices.  Along the same lines, use 

the primary phone field for the best contact number.  In businesses and organizations, that may be the 

person’s work number. In public libraries, it may be the home number.  (In earlier versions, these fields 

were actually labeled as “home” and “work” – primary and secondary are better descriptions of the 

function.) 

The only field here used automatically by the system is the email address; the other fields are informational 

for library staff but may be included on notices and reports. Some sites have privacy rules against collecting 

personal information such as address or phone number; always follow your site’s procedures. 

NOTE: The SMS alert number field is now visible. At present, it is only used by sites subscribing to 

the Talking Tech phone notification service (for delivery by text message). Delivery by voicemail uses 

the primary phone number. See the Superlibrarian Guide section on Talking Tech. Sites not using Talking 

Tech may want to hide the field in the edit screen to prevent data being added to the field. 

Be aware that the system stores the city and state in one field (the city field).  Enter data as, for example, 

Bethesda, MD 

in that field.  There is a separate field for zip code. 

Next, the screen will have a section for linking the patron record to Role records (see the section on 

permissions and Roles). This is primarily used for staff records, and only in those cases where a staff person 

needs a set of permissions beyond the default Role. Usually you will ignore this section. 
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If you do need to give additional permissions to someone, note that you can specify an expiration date. This 

is useful for temporary assignments. 

Next are fields for the expiration date and user login. 

 

The system will pick up the current date as the enrollment date.  The patron category policy has a defined 

enrollment period; if you leave the Expiry Date field blank, the system will calculate the expiration date 

based on that period.  You can enter a manual date if you need a shorter or longer enrollment period for this 

patron. NOTE: The registration (enrollment) date cannot be edited later, after the record is created. 

There are two note fields in the record.  Discovery Layer Note is for messages that will be visible to the 

patron when logged into the Discovery Layer.  It can be a useful way to communicate something that isn’t 

urgent or isn’t covered by one of the standard messaging options.  Circulation Note is for messages that 

will display to staff on the Checkout screen.  This can be used for warnings, reminders, or other information 

needed at checkout. These are intended for notes which should stay on the record long-term – see the 

separate section on Borrower Notes for more ephemeral notes. 

The DL login section is needed if you want your patrons to be able to log into the Discovery Layer.  

Common practice is for the login ID to be the same as the cardnumber, since the login ID field must also 

be unique. NOTE: a user can log in either with the defined userid (DL Login field) or the cardnumber 

– if the value entered does not match the DL Login, it will try to match against a cardnumber. 
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When you create a patron, you will see the password as you type it in.  The password is then stored in 

encrypted form and you will never be able to read it again.  You can change it, but you can’t tell a patron 

what it is.  The patron can change passwords in the Discovery Layer, so you may set a rather generic initial 

password (such as last name) when you first create the account. 

The last section, Patron Messaging Preferences, will be covered in detail later. 

When you have entered all the needed information, scroll to the bottom and click Save. The system will do 

some integrity checking.  If you’ve tried to use a cardnumber already assigned to someone else, for example, 

you’ll get a warning. 

 

Fix the problem and click Save again.  When the record is saved, you’ll be taken into the main patron details 

screen.  Notice that the expiration date has been added. 

 

From this screen you can use the side tabs to move to other functions for this patron (check out, fines, etc.). 

 

If you scroll to the bottom of the page, there are tabs with information on current checkouts, fines, and 

holds. 
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You can take actions on the various side or bottom tabs as needed (check out or renew items, cancel holds, 

pay fines, etc.). 

 

5.2.1 Validate Codabar Barcode 

 

If the ValidateCodabar syspref is on, patron barcodes (cardnumber field) must be entered as valid codabar 

number. If you try to enter an invalid number, the screen will show an error. 

 

You will be unable to save the patron record until you enter a valid number. 

 

5.2.2 Password Length 

 

For security reasons, user records must be given a password. Your system administrator can define a 

minimum length in the syspref minPasswordLength. When creating or editing a patron, you will see a 

screen message and warning when a password is too short: 

 

If you try to save a record without a valid-length password, you will get a popup warning: 

 

You must enter a valid-length password before you can save the record. 
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NOTE: if the minPasswordLength syspref is empty, the system will not attempt to enforce a password 

length. The system will also allow you to leave a password field blank if desired (primarily for LDAP sites 

that don’t use the patron record login credentials). 

 

5.2.3 Copying an Existing Patron 

 

If you are registering several family members at once, or users who share an address, you can create the 

first patron and then copy it. The last name and address information will be copied over to the new record. 

Go to the patron record you want to copy, and click New, Copy Patron: 

 

That opens an edit screen with the last name, address, and patron category copied from the original record. 

Fill in first name, email, cardnumber, and any other information you want, and save. 

NOTE: If your site is configured to use family groups, and the first patron is a member of a family group, 

that setting will not transfer to the new patron. You will need to create the family relationship on the new 

patron. 
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5.3 Editing a Patron 

 

From a patron Details display screen, you can edit the entire record, or segments of it.  For the entire record, 

click the Edit button on the toolbar.  For just one segment, click the text Edit link below that display. 

 

You will be taken into a full or partial edit screen; the same display as for creating a patron.  Make your 

changes and click Save. See the above section on creating a patron for a description of the various fields. 

 

5.3.1 Patron Display Timeout 

 

If the syspref PatronDetailsTimeout is set, and the screen is left on the patron record display, after inactivity 

for the specified amount of time you will get a popup message: 

 

If you do not respond, the display will change to the staff home page. This is a privacy setting; the intended 

use is for sites with staff screens visible to patrons. (The CheckoutTimeout syspref described in section 4.1 

applies to the patron checkout display, not the general patron record display.) 

 

5.3.2 Deleting a Patron 

 

In previous versions, the option to delete a patron was found under the More dropdown. As a result of 

changes needed for the family group setup, the Delete link has been moved to the sidebar menu: 
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Otherwise the functionality is unchanged. You must clear any existing holds, fines, or checkouts before 

deleting a patron record. 

 

5.4 Changing Passwords for Patrons 

 

Patrons can change their own passwords through the Discovery Layer (if configured), but staff can also 

change passwords for patrons.  In the patron Details screen, you can either edit the full record and scroll 

down to the DL Login section, or just click the Change Password button on the toolbar. 

 

Using the Change Password button opens an edit screen where you can change either/both the user login 

ID and password. 

 

The existing password is stored as encrypted text, so what you see as a current entry in the New Password 

box is not the real password.  As you type a new password, it will be plain text and visible.  Once you click 

Save, it will be encrypted.  Passwords are case sensitive. 

As noted above, you must enter a password that is long enough to match the system requirement. If you 

enter one that is too short, you will be alerted: 
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5.5 Messages 

 

Patrons can opt in or out of notification for various types of notices.  Unlike previous versions, this 

includes overdue notices; be sure to turn that setting on.  Library staff can set defaults or edit an 

individual patron’s settings.  There are many delivery methods possible, including email, popup, list (in the 

Discovery Layer) and RSS feed.  See the separate Messaging Options section for more information about 

types of messages and about setting defaults. 

Library staff can see a record of notices sent to a patron by clicking the Messaging tab on the left side of 

the patron display screen.  

 

Clicking on one of the message subjects will open the content of that message: 

 

 

Patrons can see their messages in the Discovery Layer by clicking the My Messages tab in their account 

section. 
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Staff can also monitor all notices by creating a SQL report to watch the message table.  This report will 

show the most recent notices first, with details about date/time and status. 

SELECT message_endpoints.message_endpoint_type, message_types.code, 

message_types.description, messages.created_time, message_endpoints.delivered_time, 

message_endpoints.delivery_status, borrowers.cardnumber, borrowers.surname, 

borrowers.firstname, message_endpoints.title, message_endpoints.content from 

message_endpoints INNER JOIN borrowers on (message_endpoints.user_id = 

borrowers.borrowernumber) INNER JOIN messages ON (messages.id = 

message_endpoints.message_id) INNER JOIN message_types on 

(messages.message_type_id = message_types.id) order by messages.created_time desc 

This will show all types of messages; if you want to limit to a particular type, such as email, add a WHERE 

limiter before the “order by” section: 

 WHERE message_endpoint_type = 'email' 

This report is useful to confirm that messages are being generated, or to verify that a particular patron 

received a notice (add a WHERE borrowernumber = ‘12345’ limiter if needed). 

 

5.6 Importing Patrons 

 

Many organizations need to batch-load patrons with data from a central database such as a registrar’s office.  

If you have permission, you can do this under Tools, Import Patrons.  You will need to create a .csv file 

with the borrower table fields.  You can download a sample .csv file from the tool. 

 

The program works by trying to match on existing records using the patron cardnumber or (in some cases) 

a unique patron attribute.  If a match is found, the import process specifies whether to overwrite the existing 

record with the new one, or to ignore the new one and keep the existing record. 

 

You can also fill in default values for various fields; these will be used for every record in the import. 
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Be aware that if a field exists in the .csv file, it will automatically overwrite that field in the existing patron 

record, even if the incoming field is empty.  For example, if you include the login ID and password fields 

(userid, password), but don’t supply a value, those fields will be wiped.  For this reason, ONLY include in 

the .csv file the fields you want to update, plus the required fields of surname, branchcode, and categorycode 

(the patron’s last name, home library code, and patron category code).  Delete the other columns rather than 

leaving them blank. Any import must include those three fields, and you must use the policy code 

rather than the description.  For example, if your patron category code is FAC and the description is 

Faculty, use FAC in the import file.  Policy codes are case sensitive – you must enter the code exactly as 

it was created. NOTE: You should delete the borrowernumber column from the template .csv file – the 

system will create this internal number at load, and including it in the upload file could create problems.  

Here’s how a sample upload might look in Excel: 

 

If your site uses the patron attributes fields, you will want to make sure the output file is formatted so that 

all three attributes are listed under one column using the heading patron_attributes.  Each of the lines 

should be listed with the heading, colon, and value, then separated by commas with no spaces.  The example 

below shows three patron attribute fields with the headings company, department and job: 

 

Once you’ve saved the file as a .csv, it will look something like this: 

 

You can use an upload file to modify existing records as well as add new records. For example, if you want 

to change the patron expiration date for a group of patrons, you would include the cardnumber field (for 

matching) and the dateexpiry field with the new date, plus the surname, branchcode, and categorycode 

fields.  Eliminate all other columns/fields from your .csv file.  The order of the fields is not important, but 

your data and headers must be in the same order throughout. 

You must enter all dates in the form of YYYY-MM-DD.  The screen may display them differently, but the 

underlying table needs them in this format.  A .csv file for this purpose might look something like this: 

cardnumber,dateexpiry,surname,branchcode,categorycode 

20539,2015-08-01,Smith,MAIN,STUDENT 

22991,2015-08-01,Smith,MAIN,STUDENT 

209424971,2015-08-01,Smith,MAIN,STUDENT 

 

For either new patrons or modifications, do NOT put spaces between the comma-separated fields.  If a field 

contains a space or a comma (like city, state), you must surround that field with quotation marks.  When 
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your .csv file is ready, click Browse in the tool and navigate to your file.  Select it and click Open in the 

popup: 

 

That puts the filename into the tool. Then make sure your other settings are what you want, and click Import 

at the bottom of the screen: 

 

The system will process the import file and give you a summary results screen. 

 

Your patron records are now loaded and searchable: 

 

 

5.7 Upload Patron Images 

 

If configured (syspref patronimages), the system can display a picture of the patron in staff mode. This is 

primarily used in school and public library settings, but may be helpful in special libraries as well.  The 

image file should be no larger than 520K, and the recommended size of the image is about 200x300 pixels. 
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There are two ways to load a patron image, individually in the patron record, or as a batch. 

 

5.7.1 Loading an Individual Image From the Patron Record 

 

In the patron Details screen, you can click the Browse button in the patron image section to locate an image 

file. Then browse to the file on your computer and select it: 

 

When the file name appears on the screen, click the Upload button: 

 

The image now appears in the screen display, and a Delete link appears in the Patron Image section.  You 

would use that link to remove a picture. 

 

The Delete command uses a popup window to warn you the action cannot be undone; if you click OK to 

proceed, the image file is removed. 
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5.7.2 Loading a Batch of Images or an Individual Image 

 

You can also load a batch of images at once.  For this feature, you will need to provide a link between the 

image file name and the patron’s cardnumber.  The simplest way is to name the image with the cardnumber.  

In the directory with your images, create a text file named either DATALINK.TXT or IDLINK.TXT.  In 

that file (one entry per line), enter the patron cardnumber followed by either a comma or a tab, then the 

image file name.  For example: 

admin_2,admin_2.JPG 

1234567890,1234567890.JPG 

 

When you have matched all the image files with patron cardnumbers, save the text file.  Then create a .zip 

file containing all the images plus your text file.  In Tools, Upload Patron Images, make sure the zip file 

radio button is clicked.  Then click the Browse button and locate your .zip file; click Open to select it. 

 

Then click the Upload button.  The system will unpack the .zip file, match the images and cardnumbers, 

and give you a report on the process. 
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Be aware that if your upload file contains a cardnumber that is not in the patron table, the import will stop 

at that point.  It will show an error and the rest of the images will not load. 

Note that you can also load individual images through this tool rather than in the patron record.  To do so, 

select the Image File radio button.  You can either search for and select the patron barcode in the top field, 

or just enter it in the bottom section.  Then click Browse to locate your image file, select it, and click Open. 

 

Then click the Upload button and the image file will load: 

 

Images loaded through the tool cannot be deleted as a batch, but can be deleted individually, through the 

link in the patron record. 

 

5.8 Guarantor or Family Group Records 

 

Libraries which have age restrictions on borrowing usually will create Child patron categories.  Staff want 

to be able to link a child to a parent record, so that the responsible adult is easily identifiable.  Additional 

development now provides the ability to link multiple records (child and adult) to one “head of household” 

record so that both staff and that user can see a summary of all outstanding checkouts, holds, and charges 

for the entire family unit. 

Note that the guarantor or parent/child relationship can still be used for just one link (child to parent); a 

group is not required. 

IMPORTANT NOTE: By design, creating a link from a parent to a child patron category record will 

overwrite any existing address data with the address from the parent record. Changing the address 

in the parent record will update address fields in ALL linked records (child and adult). 
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5.8.1 Configuration 

 

See the Superlibrarian Guide – there are a couple of configuration settings that can be used with this module. 

In the Patron Category policy, a new section allows setting thresholds to block circulation (checkouts, 

holds) for members of a family group, if current transactions for all members of the group exceed certain 

thresholds: 

 

This is optional and will only affect patrons defined as members of a family group. If all the patron 

categories for the group members have the same settings, then any combination of checkouts or holds by 

all the group that reaches these thresholds will block further checkouts or holds for anyone in that group. 

NOTE: The total counts of holds, checkouts, and fines for all members of the family are used to 

compare against a particular category's limits. If some categories have limits and others don’t, the group 

patrons belonging to those categories will be blocked, but group patrons in other categories will not be 

blocked. If there are different thresholds in different category policies, each member of the group will be 

limited by the thresholds in that person’s patron category, based on the count of all family member activity.  

For example, if a person's patron category allows up to 10 holds, and that person has placed 3 holds, but 

other members of the family have placed 7 holds, that person will be blocked from placing another hold, 

because the total number of holds for the group is now at 10. Another family member, with a hold limit of 

5, would have been blocked as soon as the total number of holds for the group reached 5. 

Accruing fines on overdue items will not count against the total fine amount unless the site has chosen to 

include those in general (by turning off the ExcludeAccruingInTotal syspref). 

NOTE: these settings have no effect on patrons who are not members of a family group. 

The family group also makes use of the borrowerRelationship syspref to define the type of relationship: 

 

This is informational; it doesn’t affect any policies. (NOTE: this syspref is also used in proxy relationships; 

see below.) 

There are also two new circulation permissions, circulate.OR_exceed_group_maxissues and 

circulate.OR_exceed_group_maxfines, which can be assigned to staff to allow override of the group 

threshold blocks. 

NOTE: The borrowers log (if enabled) does NOT record any data relating to the creation or removal of 

family group relationships. 
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5.8.2 Creating the Group Relationships 

 

There are two ways to establish a family relationship.  

 

5.8.2.1 Creating the Link from the Child Record 

 

The first is the traditional way of setting it from a child record, but this will now work for all types of 

patrons. First, search for and identify the parent/head of household record; copy its barcode. 

Then search for the child (or other family member record) and edit it.  Near the top of the edit screen there 

is a section for Guarantor information: 

 

 
 

The options in the Relationship pulldown will be those set in the borrowerRelationship syspref (above). 

Click the Set to Patron button.  This brings up a search popup window; paste the parent’s barcode into the 

search box: 

 

 
 

 

Click the Search button.  The window brings up a results list: 
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Click the Select button next to the parent’s name.  Then close the popup window.  That links this child 

record to the parent record: 

 
 

Change the Relationship pulldown as needed. You MUST save the child’s patron record to retain the 

change.  After saving, the link is visible in the display for both child and parent: 

 

 
 

 

 
 

 

5.8.2.2 Creating the Link from the Head of Household 

 

There is now a Patron Group tab in the left sidebar menu on a patron record. For the record designated as 

the head of household, this will show any existing dependent records, and also has options to add new links. 

 

 
Click the Add Existing Patron to create a link to another child or adult in the group: 
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Enter the barcode of the patron to be added, and the system will create the link. 

 

 
 

Note that the Details tab for the parent record now shows both records linked as part of the family group. 

 

 
 

If you try to add a person to the group, and that person is already a member of another group, you will get 

a screen warning: 

 

 
 

If you click Yes, the person will be removed from the other group and added to this one. 

 

 

The other option from the Patron Group tab is to add a new patron record. Click the Add New Patron button. 

This will open a screen for adding a new patron, with the guarantor link already established: 
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Note that by default, this new record will be a Child patron category; edit the category as needed. Also 

change the Relationship entry in the guarantor section if needed. Fill in address and other details, and save. 

The new patron record is created, with the guarantor link to the parent/head of household record, and the 

parent record now shows the new family member: 

 

 
 

Add as many family members as needed to this parent/head of household record. This record will show all 

members and their circulation status in the Patron Group tab; the dependent records will only show a link 

to the parent record in that tab: 

 

 
 

There are similar displays available to the patron under a Patron Group section of the Discovery Layer 

dashboard: 
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The parent/guarantor account will show the totals and blocks for all members, as with the staff display. A 

child Discovery Layer login will only show the name of the parent account, as above in staff view. 

 

 

5.8.2.3 Enforcing the Circulation Thresholds 

 

As mentioned above in the configuration section, the thresholds are optional. If they are set, however, the 

parent account will see current circulation status and any blocks that are currently in effect: 

 

 
 

The screen shows all members of the group (including the parent or guarantor account) and a total for each 

column. The Blocks column shows when any member of the group will be blocked from an action, and for 

what reason. In the above, both holds and checkouts (“issues”) will be blocked for certain group members, 

based on the group totals and settings in the patron category policy. 

 

When you try to place a hold, either as staff or as patron, it is blocked: 

 

 
 

The blocks can be cleared by getting the various categories down to under the threshold levels: pay fines, 

check in some items, remove (or trigger/check out) some holds. 

 

Depending on staff permissions, a staff user may be able to override a circulation or a hold block. 

 



Bibliovation User Manual Copyright © 2023- by   Page 175 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 
 

NOTE: Overriding one condition will override all blocks. In the above example, where group members are 

blocked for both excess holds and checkouts, you may only see one override alert. However, clearing that 

block will clear all blocks. 

 

 

 
 

Note that the presence of a block will not prevent either the patron or a staff member from renewing an 

existing checkout. 

 

 

5.8.2.4 Removing, Relinking, or Deleting a Group Member 

 

A patron can be removed from the group at any time, regardless of current circ status. This does not delete 

the patron record; it just removes it from this group. From the parent record, click the Remove button and 

confirm: 

 

 
 

From a dependent record, on the Patron Group tab, click the Remove button and confirm. 

 

 
You will then see an option to link this patron to another family group. 
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That display link will go away once you navigate away from this patron’s record.  

 

A group member can also be linked to another family from the parent’s record. This is done from the 

parent’s Delete screen. (Note that the delete option has been moved from one of the top dropdown menus 

to a separate sidebar tab.) Under the Patron Delete tab, use the Relink button to move a dependent to another 

parent record: 

 

 
 

That dependent is removed from this group and added to the group belonging to the new record. 

 

Actually deleting a patron record is a little more complicated. If the patron is a dependent member of a 

family group, it must be removed from the group first. As above, this can be done either from the parent 

record, or from the dependent record. The Patron Delete tab for the dependent record will show the link: 

 

 
Remove the patron from the group. A red Delete button will then appear on this screen. However, if the 

patron has any outstanding checkouts, holds, or fines, you must clear those first. Attempting to delete will 

give a popup error otherwise: 

 

  
 

If you want to delete the parent record itself, you must first clear all the dependent records. Remove or 

relink them from the family group (under the Delete tab). 
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Then clear any problems (checkouts, holds, fines) from the parent record. After that, you will be able to 

delete this record. 

 

 

5.8.2.5 SQL to List all Parent Records 

 

This SQL report will list all parent/guarantor records with their dependent records: 

 
select bb.borrowernumber parent, bb.surname parentsurname, bb.firstname 

parentfirstname, bb.cardnumber parent, b.borrowernumber child,b.surname 

childsurname,b.firstname childfirstnamne,b.cardnumber child from borrowers b join 

borrowers bb on ( b.guarantorid is not null and b.guarantorid != "" and 

b.guarantorid=bb.borrowernumber) order by bb.surname, bb.firstname 

 

 

 

5.9 Updating Child to Adult Patron 

 

The Child patron category includes a setting for upper age limit.  This would be the age at which the juvenile 

would be considered an adult.  There is presently no automatic way to promote patrons as they age into a 

new category.  You can do so manually in the patron record.  If you have entered the birthdate, and if the 

patron is now old enough to match the patron category setting, you can go into the patron Details screen.  

Click the More button, then select Update Child to Adult Patron. 

 

A popup window will show your Adult patron categories; select the appropriate one. 
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When you click Submit, the patron record will be updated. 

 

 

5.10 Proxy Borrowing 

 

Proxy Borrowing allows one patron to check out items for another patron. Patrons may allow multiple other 

patrons to borrow on their behalf, and they may borrow on behalf of one or more other patrons.  

In this feature, the proxy patron (A) is borrowing on behalf of another patron (B). Patron (B) is responsible 

for the loan and is assessed any fines related to the item. The proxy patron (A) should deliver the materials 

to the responsible patron (B), not use the responsible patron’s privileges to borrow materials for their own 

(A’s) use.  

The system preference borrowerRelationship (also used in family group relationships above) allows 

libraries to define different proxy relationships: 

 
 

The Proxy relationship is set from Checkout or from editing the patron record on the Borrowing 

Relationships tab, and can be created from either the Main Patron or the Proxy: 
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Under New, select Borrowing Relationship. 

 
 

Enter a cardnumber or name for the other patron: 

 

Decide which direction the relationship should be (the patron you’re editing can borrow for the target, or 

the target can borrow for this patron). Enter an expiration date – if you don’t the relationship will expire 

today – and Save. 
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Borrowing relationships are also shown in the patron’s Discovery Layer account. 

In Circulation, the Proxy is clearly indicated: 

 

And the screen shows the user name for whom the checkout was done: 

 

On the target patron’s list of checkouts (Checkout tab), a column shows the proxy borrower’s name: 

 

Patrons can set messaging options to be notified when a proxy borrower was added, deleted, or changed. 

 

5.11 Patron History Tab 

 

The previously-named Circulation History tab has been renamed to History, and it now contains several 

sub-tabs. The first tab is the circulation or Reading Record: 
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Unless the data has been anonymized (see Superlibrarian Guide), this tab will show all current and previous 

checkouts, with datestamps and other information. By default the tab will show all currently issued items 

if there are 50 or more. If there are fewer than 50 current issues it will show all the current issues, plus 

however many past issues it takes to make 50 rows. Older issues can be seen by clicking the Show All 

button. 

The Holds History tab shows information about all holds – current (including waiting holds), filled 

(“issued”), cancelled, and expired. Sort by the Status columns to see all holds of each status together.  

 

 

NOTE: The system preference ShowHoldsRange may be used to limit the date range of hold history visible 

here and in the patron’s Discovery Layer view. 

The Patron Edit History tab shows information log data about changes to this record. 

 



Bibliovation User Manual Copyright © 2023- by   Page 182 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

There is an option to archive borrower notes, and (if visible) the Patron Block History tab will contain 

archived borrower notes, if available (primarily used by only one site). This tab and the Archive option are 

hidden by default but may be enabled with a CSS command; open a Support Center ticket if you need to 

use this option. 

 

5.11.1 Circulation History 

 

An additional history tab appears at the bottom of the patron details screen, next to the tabs for current 

checkouts and holds. This tab simply includes log entries for checkouts and checkins, as an additional way 

for staff to track and troubleshoot problems: 

 

The staff ID is a hyperlink to the record of the staff person who performed the transaction. 

Note that if a patron has opted to anonymize borrowing data, no data will be available to this screen. Also 

note that historical data may not show because of a change in table structure when this feature was added. 

 

5.12 Batch Edit/Delete Patrons 

 

You can use the Borrower Cart to batch edit or delete patron records.  You can also use the cart to add 

patrons to a list, for later action. The first step is to search for the records you want.  Check them on the 

results list, then click the Add Selected Borrowers to Cart button.  The borrower cart link will change to 

show how many records are in the cart. 
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You can do another search and add more records to the cart until you have everyone you need.  Then open 

the cart by clicking on the Borrower Cart link.  A popup window shows the contents of the cart. 

 

 

If you have added records to the cart, and then decide you don’t want to do anything with them, you can 

either click the Empty Borrower Cart link, or check off individual records and click Remove from Cart.  

You’ll be asked to confirm your action. 

 

 

5.12.1 Batch Edit 
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In the borrower cart, you can select individual records or select all. If you don’t make any selections, the 

assumption is that you want to affect all records. At the bottom, you have buttons to batch edit or batch 

delete.  If you click Batch Edit, you’ll get a warning message: 

 

To edit, click OK.  That will bring up an edit screen that resembles the standard patron edit.  Make whatever 

changes should be done to the group of records. 

 

Leave the other fields blank.  Then scroll to the bottom and click Save.  The records will be edited, and 

you’ll be asked if you want to empty the cart.  It’s recommended that you do clear it at this point. 

 

Look at the patron records, and you’ll see that the change has been made. 
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5.12.2 Batch Delete 

 

Batch delete is a similar process.  Add your patron records to the cart, then open the cart and click the Batch 

Delete button.  You’ll get a warning message. 

 

If you are sure you want to delete these records, click OK.  You’ll get a results screen and a message asking 

if you want to clear your cart.  If a delete fails for some reason (material checked out, owes money, etc.), 

the patron will not be deleted: 

 

 

5.12.3 Patron Lists 

 

From the borrower cart (with the granular permission borrowers.lists) you can also add patrons to a list. 

Unlike the cart, a list lets you keep the selected patrons in a group, so you can use them for multiple actions. 

In the cart, select the patrons you want to keep, then at the top choose to add them to a new list or an existing 

list. Click the Add Selected Borrowers To button to add them to your list: 
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Then empty the borrower cart to clear it for future use. To use your list, go to Tools, Patron Lists. 

 

You will see all the existing lists, including the one you just created. At the bottom you can enter 

cardnumbers to add patrons to an existing list, or you can create a new empty list for later use. 

 

Click View Patrons and you’ll be taken to a patron search results screen, containing just those patrons. You 

can then add them to the borrowers cart if desired (for a batch delete). 
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You cannot do a batch delete from the Patron Lists screen – the Delete link here will delete the list itself, 

not the patrons. 

For an existing list, you can do a batch edit – click the Bulk Edit link next to your list: 

 

Unlike the batch edit from the cart, this opens a screen with a dropdown list of patron fields. 

 

Pick a field and enter both the existing value and the new value. Note that this is more limited than batch 

editing through the borrower cart – you must match an existing field value. In this example, the patron’s 

branch will be changed. 



Bibliovation User Manual Copyright © 2023- by   Page 188 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

Click the Test Modifications button to test the validity of your change: 

 

If the results are what you want, click the Confirm & Implement Modifications button. The records will be 

updated: 

 

If you go back and view your list, you’ll see the change: 
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Since edits through this tool depend on matching an existing value, you will probably be better off using 

the list to define a group of patrons, then adding them to the borrower cart and doing your edits there. 

 

5.12.4 Delete Patrons Tool 

 

Another option for deleting patrons is the Delete Patron tool (on the Tools Menu). This option is very risky. 

It requires the tools.delete_anonymize_patrons permission, and is not recommended for regular use. The 

original purpose was to delete patrons who have not borrowed since a specific date. The only option is the 

date of last activity: 

 

Enter the desired date and click Next. At that screen, you will see a warning about how many records will 

be removed, and the percentage of your total database. This example is from a very small test system, but 

the intent is to alert staff that some large percentage of records would be removed. Staff could then abort 

the process if it seemed wrong. 

 

If you click the Finish button, the records will be deleted: 

 

This tool will not delete staff or Role records. It also performs the same checks for current checkouts, fines, 

etc. as the patron cart delete, and will not remove those records. 
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5.13 Fines 

 

Fines are assessed automatically and manually.  Automatic fines are controlled by settings in the Circulation 

and Fines Policies, and by cron jobs that are run on the server.  Manual fines are created by staff for special 

charges. 

 

5.13.1 Paying Fines 

 

Any charges owed will show on the Checkout tab, and (depending on system configuration) may block the 

user from checking out until the charges are paid. 

 

To accept payment from a patron, click the make a payment link on the checkout screen, or the Patron 

Accounting tab at the left side of the screen. Both take you into the Accounting tab, to the current Account 

listing. 
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By default, this shows current charges and payments. Use the Change View dropdown at upper right to 

view old entries or hide payments: 

 

Each fine will have an Action drop-down menu, where the staff can choose to Pay, Credit (write off), or 

Forgive the fine. You can take action on an individual fine. You can also click the top left button to select 

all (or check several if you don’t want all), and apply the action to all/multiple at once. 

 

Granular permissions control what staff members are permitted to do in dealing with fines. A staff person 

can be given just the fees.accept_payment permission, which will only allow full/partial payment. If the 

staff person has the fees.waive permission (or the top-level updatecharges) the full options for waiver or 

forgiveness are allowed. 

To make a payment, click the pulldown next to a charge and select Pay. 
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That will open a popup window for payment. The default is to pay the total amount of this charge; if that’s 

what you want to do, click the Pay button: 

 

You have other options, however. Note that the top of this window shows the total amount owed; you could 

enter that amount to pay everything at once. You can enter a note in the Description field. You can also 

make a partial payment on this particular charge. To do that, type in the amount you want to pay and click 

the Pay button. This example shows a $3.00 payment against the total $15.00 owed: 

 

If you select multiple fines and do a partial payment, the total amount you enter will be divided among the 

selected fines. 

 

 

5.13.1.1 Manual Fines Alert 

 

At this screen, you also have the option to send an alert to the patron.  If you click the Send Excess Fees 

Alert button at the top, the screen will ask you to confirm.   

 

Then the system will generate an email notice to the patron.  The default text is something like this: 

According to our records, you have an outstanding balance of $36.00 and an accruing 

balance of $60.00. Please remit payment soon as possible to avoid loss of borrowing 

privileges. 
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Summary of outstanding fines and fees: 06/14/2011 Overdue: MICROPHONE 10.00 

04/08/2010 Overdue: Becoming human 26.00 Total due:$36.00 

 

If you have permission, you can alter the text under Tools, Messaging Templates – edit the TOTAL_OWED 

template. 

Note that the message distinguishes between accruing and outstanding balances. The alert can also be run 

as a cron job, with a triggering balance based on the “Outstanding fines messaging threshold” setting in the 

patron category policy.  

The output can also be a popup message: 

 

The Fines screen then shows that a message has been sent: 

 

A manually-run alert will show in the patron’s Messaging tab (but a cron-generated one won’t): 

 

5.13.1.2 Account Receipt 

 

You can print or email an account receipt or slip that will show the current day’s payments. (Previous 

versions’ account slip showed all fines data.) Click the Account Receipt button and a popup will allow you 

to select which: 
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5.13.2 Estimated Fines 

 

Patrons with items that are currently overdue and accruing charges will show an estimated fine for those 

items: 

 

Those fines cannot be paid until the item is returned.  At that point, the system will calculate the full overdue 

charge, and the patron can then make a payment.  The maximum overdue fine to be charged can be set in 

the circulation policy, if desired. 

NOTE: If the syspref ExcludeAccruingInTotal is on, accruing fees will be included in the total displayed 

on the Accounting tab in the patron record. Those fees will also be included in the total for debt collect, 

fines notices, and any hold or checkout thresholds set on the system. Most sites will want to leave this 

syspref off. 
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5.13.3 Waiving or Forgiving Fines 

 

Library staff may choose to credit (waive) or forgive certain charges for various reasons.  The difference is 

strictly an accounting one; there is no practical difference in how the system handles these.  To either credit 

or forgive, choose that option from the pull-down next to a charge, and click the Update Fines button.   

 

 

The charges will be removed from the current accounts list after a day or two.  Under Account History, the 

action is shown. If the staff user entered a note for a writeoff or forgiven fine, those notes can be viewed as 

well. Notes and details about any entry can be see by clicking on the amount: 

 

NOTE: Unlike partial payments, if multiple fines are selected, the amount entered to write off will 

be applied to EACH selected fine. For example, if you select three fines of $15 each, and enter an 

amount of $15 in the writeoff popup, all three fines will have $15 applied. To only write off a total of 

$15, you would need to enter $5 in the popup. That would apply $5 to each fine, for a total of $15. If 

multiple fines are selected, a note in the popup clarifies this: 

 

 

5.13.4 Refund/Reverse Payment 
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Sites may occasionally need to refund money or reverse a payment. On the Patron Accounting tab, payments 

which can be reversed will have a Reverse button 

 

Click that and you will get a popup to confirm: 

 

If you click Reverse Payment, the payment shows as reversed: 

 

 

5.13.5 Manual Charges 

 

Manual invoices are intended for special charges, which are not part of standard overdue or lost handling. 

Several types of manual invoices are available, as well as a “Sundry” value for miscellaneous charges. 

Libraries can create their own fee types under Administration, Invoice Account Types (see Superlibrarian 

Guide). To create a manual charge, click the Add Fee/Invoice button at the top: 

 

In the popup window, use the pulldown to select a fee type. Those under Local Invoice Types are site-

created account types. System Fees are native to the system.  
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Your choice may or may not have a pre-defined value. If it does, the value will appear in the Amount field. 

If it doesn’t, enter the amount you want to charge. You can enter a descriptive note, or link the fee to a 

particular item barcode if needed. 

 

Click the Charge Patron button to record the fee. It then shows on the current list of charges. 

 

 

5.13.6 Paying Accruing Fines and Adding Credits 

 

Staff are normally prevented from accepting payment for fines that are still accruing (the item is still 

checked out and overdue). However, there is a way to do it. Click the Add Credit button at the bottom of 

the list of charges and select Credit. On the popup window, enter an amount into that field. 
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Entering a $5.00 payment on this popup creates a $5.00 credit on the account. If there are no other 

outstanding charges, the credit will be applied when the item is checked in. 

 

There are times when a patron wants to make a payment even though there are not any outstanding charges; 

follow this same procedure to add a credit to the record. 

 

5.13.7 Payment/Credit Details 

 

Once a payment has been made, it will move to the History tab. Change view to Fee History. 

 

In the Adjustments column, click on any entry and you’ll see a popup with additional information: 
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5.13.8 Lost Item Handling 

 

5.13.8.1 Checked Out Items Marked Lost 

 

When a checked-out item is marked lost, the patron is charged a replacement cost; this is either the cost in 

the item record’s replacement price field (subfield v) or a fallback default price specified in the item type 

policy.  Your site may also opt to charge a processing surcharge (configured in the circulation and fines 

policies). Lost items now get one of four hard-coded statuses (LongOverdue, Lost, Trace, Missing).  The 

various lost categories from older versions have been mapped into custom item statuses (see the 

Superlibrarian Guide). 

The Lost Items tab of the patron account page has a new Claims Returned button. If a lost item is switched 

to Claims Returned status, the lost item fee and surcharge (if used) will be removed from the patron’s 

account. If a lost item that is marked Claims Returned is checked in, and thus found, the patron will be 

charged the maximum overdue fine.  

When an item is marked lost, it is removed from the patron’s list of checkouts.  In the patron record, the 

Lost Items tab will show items marked as lost for that patron: 
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The “Charged” column will give details about payment status. 

The Patron Accounting tab will show an entry for the replacement cost and (if configured) a surcharge: 

 

To mark a checked-out item lost manually, go to the Item tab under the title record.  You can get there by 

clicking the barcode from the patron’s list of checkouts (the patron record Details or Checkout tab). 
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On the Item tab, make sure there is a replacement price in the record (edit the item to add one, if necessary).  

Then use the pull-down to set the Lost status to the Lost status. 

 

When you select a value, you’ll see a spinning icon and a popup warning you that the patron will be charged.   

 

When you click Yes on the popup, the item will be marked lost.  It will be moved from the patron’s list of 

checkouts to the patron’s Lost Items tab. 

 

The replacement cost (and surcharge, if configured) will be charged under the Fines tab: 
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If a lost item is found, run it through checkin.  Depending on how your system is configured, you may opt 

to refund any payments for replacement cost and surcharge, and charge an overdue fine. 

 

If you select “Remove the item from patron account” during the checkin, the item will be removed from 

the patron’s Lost Items list. This is usually the desired action. 

Depending on payment and item status, staff can hide the entry on this list with the red X delete button. 

Any paid or unpaid charges will still show on the Patron Accounting tab. 

 

 

5.13.8.2 Items That Are Not Checked Out Marked Lost 

 

If an item is not checked out, but needs to be marked as lost, staff must use the Missing status (rather than 

the Lost status). Marking something with the Lost status will try to charge the replacement cost, and that 

will fail if there is no link to a patron record.  
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5.13.8.3 Checking Out Lost Items to Another User 

 

If an item that was marked as lost is somehow found, and staff attempt to check it out to another user, the 

system will block the checkout: 

 

Staff must first check the item in and deal with any issues of refunding charges and removing the record 

from the previous user. This only applies to items with “lost” status – “missing” and “trace” statuses will 

not be blocked. 

 

 

5.13.9 Fine Threshold Forgiveness and Transfers 

 

System administrators can create Fine Threshold and Transfer Configuration rules (in the Administration 

section) that can be used to batch-forgive fines. Alternatively, batches of patrons with specified fines can 

have those fines marked with a “transfer” status; a list of these patrons could be downloaded and sent to a 

registrar/bursar’s office. (A new granular permission, fees.transfer, controls whether staff can mark 

individual fines for transfer.) 

 

 

5.13.9 Forgiven Fines 

 

After rules are defined, fines are batch-forgiven using Tools, Fine Threshold Forgiveness and Transfers.  

 

When the forgiveness tool is run, results will display onscreen and the staff can decide whether to commit 

results to the database. 
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The Forgiven Fines tool will allow staff to download a list of patron names and fine amounts. This list 

could be sent to a registrar/bursar’s office for processing. 

 

5.14 Lost Card Tracking 

 

A new feature now retains old patron cardnumbers. Staff can restore them if needed. A typical case might 

be where a patron has misplaced their library card, and the library assigns a new one. The patron later finds 

the old card and wants to resume using it. 

When a patron record is edited and the cardnumber is changed, the old cardnumber is automatically saved 

into a separate table, linked to the patron record. Old cardnumbers can be seen on the patron record display, 

with the date the card was marked lost: 

 

An old cardnumber can be restored by selecting it in the pulldown and clicking the Restore Card button. 

The current cardnumber will then be moved to this table. 

Patrons can be searched using either the current card or a lost cardnumber. If an old number is used, the 

record will be found but a screen message warns staff: 
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Any new checkouts are done against the current cardnumber; the old cardnumber is used only for searching. 

 

5.15 Borrower Notes 

 

The patron record has a couple of note fields, for staff and patron display. These are intended for notes 

which need to be kept. A new feature allows the creation and display of more ephemeral notes. These can 

be predefined messages or free-text notes, and directed either to the patron or to other staff. The messages 

can be deleted when no longer needed. 

For predefined messages, create an authorized value category (see Superlibrarian Guide) named 

BOR_NOTES, and enter whatever messages you’d like: 

 

To create either a predefined message or a free-text message, go to the patron record’s Checkouts tab. At 

the right you’ll see a button for adding a note: 

 

Clicking the button will open an entry screen. The first field is for whether the note should be displayed to 

other staff or to the patron.  All notes will be visible on the Checkout tab, but only those directed to the 

patron will be visible in the patron’s Discovery Layer account: 

 

The second option is whether you want to use a predefined note, or enter a free-text message. For a 

predefined note, select one from the pulldown: 
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Save, and the message will show on the Checkouts tab: 

 

For a free-text note, ignore the Canned Notes pulldown and just enter your message: 

 

Save, and your message will appear. Note that messages directed to other staff are in red, while messages 

directed to the patron are displayed normally. This is a visual cue to staff: 

 

Library staff can delete notes at any time. In a multi-library system, a system preference 

(AllowAllNoteDeletion) controls whether staff can delete messages for patrons from other branches, or just 

from their own branch. 

The patron will see notes in the My Account screen: 

 

 

 

5.16 Anonymize Reading History 

 

A site may choose to enable anonymization of patron reading history, for privacy reasons. Note that if this 

is configured, the default is to anonymize history for all patrons (jncluding library staff); patrons must opt 
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in to retain history. In the applicable Role record, under User Preferences, there is a preference named 

retain_issue_history: 

 

To enable the ability to opt in, click the first check box. Note that this does NOT mean history will be 

retained – the first check box merely makes the function active and the preference visible in the patron’s 

My General Preferences tab. To choose to retain history, click the second checkbox as well. 

When both are clicked, the preference setting shows as True in the staff display: 

 

It also shows as available and checked in the Discovery Layer view, by clicking Show Checkout History 

Preference on the Dashboard, My Checkouts display: 

 

 

The patron or Role record must have the granular permission delete_own in addition to the preferences set 

above, or the option will not show in the Discovery Layer. 
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WARNING: If the preference was checked, and a user unchecks it, historical DATA IS 

IMMEDIATELY SCRUBBED. Future transactions are scrubbed nightly when the cron job 

anonymise_previous_borrowers is run. Because sites need to keep some record of who last had an item (in 

case it is returned damaged), the MinimumIssueHistoryInterval syspref controls how long newly-checked-

in data is retained before it's cleared. Sites will probably want to set this for some brief period, such as five 

or ten days. Also note that the script will not remove data for lost items linked to patron records. 

ALSO NOTE that once the cron job runs, it will wipe data for everyone who does not have the second 

checkbox enabled. This includes patrons where the user pref was never enabled (the first checkbox). All 

sites need to be absolutely sure that any patrons needing to keep data have the user preference enabled and 

on BEFORE the first run of the cron job. Scrubbed data can NOT be recovered. 

 

5.17 Merging Two Patron Records 

 

A new feature allows sites to merge duplicate patron records, consolidating current and historical checkouts, 

holds, and other information onto one record. 

NOTE: This feature will transfer all related data to the target record and remove the source record. 

The action CANNOT be reversed. Sites are urged to use caution with this feature, and to practice on 

the sandbox first. There is a granular permission for borrowers.merge to govern access to this 

feature. However, because of the sequence in which steps and checks are performed, staff users will 

not see the block until attempting to do the merge. 

First, identify your source and target records. Specified data will be copied from the source record to the 

target; the record remaining in the system (the target) will keep its borrowernumber. In this example, my 

source record is the “April Dup” entry, and the target is the “April” entry: 

 

Note that they have different addresses, patron categories, and expiration dates. Copy the target barcode 

and go to the source record. A new sidebar tab, Patron Merge, allows you to select the target record and 

choose which fields to overwrite. 

Read the notes at the top of this screen, and carefully consider what patron record data you want to merge. 



Bibliovation User Manual Copyright © 2023- by   Page 209 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

Click the Select Destination Patron button, then enter your target record’s cardnumber (or search by name 

if needed). 

 

The screen will change to show the selected target record. 

 

Next, look at the field selections in the main body of the screen. By default, all fields are checked, meaning 

that data in the target record will be overwritten with data from the source record. You can use the Clear 

All button to uncheck every field, or uncheck only certain fields to keep the specified data in the target 

record. If a field is checked, the target record’s data will be overwritten with whatever is in the source 

record’s field (including overwriting fields containing content with empty entries). 

In this example, the target record’s first name, main address, card number, patron category, expiration date, 

and Discovery Layer login ID/password will NOT be overwritten. 
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Note that this screen only shows fields in the patron table itself. Data in related fields, including current and 

historical checkouts, holds, lost items, messages, statistical and modification log entries, permissions, 

guarantor or family group settings, etc. will automatically be merged into the target record. NOTE: If your 

site uses patron images, that link is based on the cardnumber, so an image will be kept or dropped 

depending on which cardnumber is kept. 

When you have made your field selections, click the Merge button at the top. You’ll get an “are you sure” 

popup. 

 

Click Yes to proceed. The system will merge the data and give you a success popup. You’ll be taken into 

the patron Details tab for the merged record. 

 

 

Note that this record has retained the cardnumber, expiration date, and patron category of the target record. 

It also retained the link to a child record (guarantee). All checkouts, holds, fines, etc. have been combined 

onto this record. If you had chosen to overwrite the cardnumber, this record’s original cardnumber would 

have shown as a “previous cardnumber” entry. A patron search shows only one April Smith record now. 
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The record’s Modification Log tab shows the merge action. 

 

The source record’s circulation and statistical data will now be linked to this record, and reports will reflect 

the additional data. 

 

6. Role Patrons and Default Permissions 
 

A Role patron is a record which can be used to assign default permissions and messaging options for both 

staff and patrons.  Staff and patron records can then be linked to the role (or roles) and the role’s defaults 

are inherited by the user.  This linking can be done either individually in the user record, or by linking a 

Role to a patron category.  Role patrons are set up and managed the same way as a standard patron account; 

however, the staff person must have the staffaccess granular permission. They should all be created 

with a standard naming convention (such as SR CATALOGING ROLE) to help with searching and 

identification.  This section will cover creating and assigning Roles and the granular permissions that can 

be enabled. The next section will cover messaging and messaging options as a separate topic, although 

messaging defaults can also be set in the Role patron. 

 

6.1 Creating a Role Patron 

 

To set up a staff role, go under Patron and click New.  From the pull-down, select Permission Role. 
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This will bring up an abbreviated patron entry screen, tailored to the Role patron; give the record a name 

appropriate for its intent. 

 

After saving, from the patron record display click More, Set Permissions.  For example, a Junior 

Acquisitions role may get permissions allowing them to create and modify purchase orders, but not be given 

permission to approve or execute them.   Set the needed permissions and save (click Set Flags button) – see 

the section on Available Granular Permissions below. 
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6.2 Assigning Roles to User Records in the Patron Category 

 

All users assigned to a particular patron category can be linked to a Role through the patron category policy 

setup.  In Administration, Patron Categories, edit the applicable category and check the role(s) desired: 

 

Note that general patrons as well as staff can be linked to a Role.  For public users, the Role will be used 

primarily to define default messaging options (see that section).  If a site is running the full Bibliovation 

software, certain patrons can also be given default permissions to upload digital options. There are also 

permissions to allow patrons to use Self Checkout and see/add ratings to title records. 
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6.3 Assigning Roles in the Individual Patron Record 

 

You can also assign a Role to an individual patron record. This is not generally recommended, but can be 

used when a staff person needs extra rights beyond the general staff Role. Edit the patron record and scroll 

down to the User Roles section. Then check one or more Roles you want to assign to this particular person: 

 

Any existing Role assignments will show at the top; add new ones as desired by checking their boxes.  For 

existing Roles, note that you can assign an expiration date.  This can be useful for temporary or visiting 

staff – you can assign a person certain expanded permissions with an expiration date. After that date, the 

assignment will automatically end.  You can also cancel a Role assignment by clicking the Deactivate box. 

When you save the record, the updated Role assignments are visible on the Details screen. This screen will 

also show the Role linked through the patron category – see the difference between Roles (linked directly) 

and Category Roles (from the patron category setting): 
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NOTE:  Linking a patron and a role will change the display of the person who is linked to the role. If a staff 

person is set up with basic permission to borrow books as their only permission, and then assigned to/ linked 

with a Role which has further permissions, that staff person’s account, after the Role is linked, will show 

ALL the permissions within that role. In the display, the left-hand (greyed) column are the settings coming 

from the Role record. 

 

 

6.4 User Preferences 

 

User preferences can also be set in the Role record as well as in individual patron records. Most of the 

preferences are relevant to staff logins; a few should be set or checked for patrons. Some preferences are 

set by the system, or are only used in specific cases. 

The most important patron setting is predue_advance_days which is used by the advance notice script to 

determine when to send the advance notice. 

If a site requires timeouts after inactivity, both staff and patron Role records will have settings in 

server_timeout and application_timeout (see Superlibrarian Guide). Some sites may want to turn on 

advanced_facets (see Superlibrarian Guide) for either/both staff and patron use. Sites may opt to display or 

hide hold history by default using retain_hold_history. Sites using the anonymization scripts will need to 

set the retain_issue_history preference for any patron or patron category where data should be retained. 

Staff-specific preferences include sqlreports_numresults and holds_queue_column. 
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It is important to note that, as with messaging options below, some problems may appear if a specific user 

record overrides the Role setting, and then that record removes that setting. If the patron is 1) allowed to 

make a choice (i.e. the pref is enabled), and 2) at some point has applied a setting that is not the default, 

and 3) later changes it back to the default, that patron is no longer actually inheriting the defaults from the 

Role. If a different Role record is applied or if the permissions for an existing Role are changed, it will not 

affect that user’s preferences. 

A somewhat awkward workaround is to uncheck the enable box (the first column for most preferences) in 

the Role's preference settings, then edit the patron's account preferences. That will remove that particular 

pref from the patron's list of set prefs. Then you can go back and re-check the enable box in the role pref. 

 

6.5 Updating Permission Settings 
 

If you edit a Role patron and change default settings for permissions or messaging, those changes will 

immediately be reflected in every patron record linked to that Role. If permissions were individually 

assigned, you will need to edit each patron record to change them.  It is recommended that you set default 

permissions through a Role record whenever possible. Note that users may need to refresh the browser to 

see the changes immediately. 

 

6.6 Available Granular Permissions 

 

See the Superlibrarian Guide for the current list of permissions; it is subject to change and too cumbersome 

to fully list both here and in that guide. 
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6.7 Assigning Permissions in a Role Patron 

 

After the Role record is created and saved, click More, Set Permissions or use the sidebar link for Patron 

Permissions. 

 

This opens up a screen with check boxes for various actions.  For staff roles, you must assign the catalogue 

/ access permission or else the user will not be able to log into the staff client at all.  Decide what permissions 

this Role should have and assign them in the right-hand checkbox column: 

 

Scroll to the bottom and click the Set Flags button.  Those permissions will be assigned to any staff record 

linked to that Role. 

 

6.8 Assigning Permissions in an Individual Patron Record 

 

A library staff user is created in the same way as a regular patron, except that you must select a patron 

category that has been designated as library staff.  (Patron categories can be classified as Adult, Child, Staff, 

or some other special designations – Staff tells the system the user is a library staff person and is allowed 

to do certain actions.) 
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See the previous section for assigning permissions via User Roles.  Permissions can also be configured 

individually.  After the record is created and saved, click More, Set Permissions. 

 

Remember, you must assign the catalogue / access permission or else the user will not be able to log into 

the staff client at all.  The left-hand checkbox column will show what permissions are assigned in any linked 

Role (a user record can be linked to multiple roles).  These cannot be removed in the individual record. 

Decide what additional permissions this user should have and assign them in the right-hand checkbox 

column. If a staff user is given a Role permission, but also individual permissions, the individual 

permissions will have priority.  For example, the Role may not permit editing items, but if the staff person’s 

individual record has that permission, the staff person will be allowed to edit items. 
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The permissions assigned depend on the person’s work needs. Superlibrarian is the system administrator 

permission; you should not assign it to logins intended for daily library work.  Instead, review what that 

person will need to do, and assign permissions accordingly.  For example, a person who works at the 

Circulation Desk will need most of the permissions in the circulate group, but you may not want that person 

to be able to override certain checkout blocks such as “Override circ block due to excessive patron fines.”  

Leave those permissions unchecked. 

Someone working at the Circulation Desk will probably also need at least the “Remaining Borrowers 

Permissions” setting (to be able to search and display patron records), but you may not want to allow other 

patron actions such as batch edit/delete.  The library staff person may also need “Update borrower charges” 

to be able to take payment for fines.  However, this person would not be given permissions in other areas 

such as Acquisitions, Tools, or Cataloging. 

Set the permissions you think this staff role will need, then click the Set Flags button to save them.  Then 

log in as that user and test it.  Make sure the login can do all the actions needed, but cannot do anything that 

should be blocked.  When that person logs in, the initial menu will be much more limited than that of 

someone with full administrator permissions. 

 

6.9 Permissions for Anonymous Users 

 

Some limited permissions can be granted even to users who are not logged in. The system preference 

AnonymousRole can be tied to a patron Role record. Any features which don’t require a link to an individual 

patron record can be granted to anonymous users. An example would be the bib ratings feature. See 

Superlibrarian Guide, Role Patrons and Default Permissions, Permissions for Anonymous Users. 
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7. Messaging and Message Preference Defaults 
 

The system now has a common infrastructure which is used for all messages and notifications.   This 

replaces three previous mutually incompatible subsystems for managing messages. The messaging 

infrastructure supports two different classes of messages: unicast and multicast.  A unicast message is sent 

to a specific patron or recipient address; examples include fines alerts, account details/welcome emails, and 

approval or rejections notifications sent to patrons who submit purchase requests.  A multicast message 

occurs in response to a particular event, and is received by patrons who are subscribed to that message type 

through their message receipt preferences. 

Each message has a specific message type, associated with a unique code such as ODUE (“overdue”), 

PR.approved (“purchase request approved”), or gen.letter (general purpose letter).  Message types are 

grouped into categories such as Acquisition or Announcements.  Some message types exist in both unicast 

and multicast flavors; others only occur in one variant or the other. 

Messages can be delivered to one or more message endpoint types.  Currently defined endpoint types 

include: 

• Popup – these appear as info or alert boxes in staff mode or the Discovery Layer.   

• List – these appear in the “My Messages” tab of the Discovery Layer 

• RSS – these are available once a user subscribes to their messages RSS feed using their browser or 

RSS reader 

• Email – these are sent to the user's email address 

 

There are some specialized endpoints used by sites running the Talking Tech phone notification service; 

these will only show if enabled. More endpoint types may be added in the future. 

The delivery of messages is governed by patrons' message receipt preferences, which can be set either 

through the Discovery Layer (“My Messaging Preferences” tab) or through the staff patron editor.  A patron 

must subscribe to a particular message via a particular endpoint to receive messages (exception: delivery 

can be forced using the staff message send tool, see below).  Subscription can happen directly, through the 

patron's own preferences, or indirectly, through their roles or their category roles.  For example, if the 

“STUDENT” category were assigned a “ROLESTUDENT” category default role, and ROLESTUDENT 

were subscribed to advance notices by popup and email, then any student who did not override these 

preferences would receive advance popups and emails. 

 

7.1 Staff Management of Patron Messaging Preferences 

 

7.1.1 Role Settings 

 

Library staff can set defaults in the assigned Role patron, and those will be picked up when a new record is 

created, but staff can also change settings at any time for an individual patron.  Role patron settings are 

edited the same way as individual patron settings (see below). 
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Changes to a role's messaging settings take effect immediately to all patrons who are linked to this 

role. However, users may need to refresh the browser to see new settings.  

Remember that patrons can be assigned roles directly through the patron edit screen (where you can assign 

roles and decide when they expire), or through their patron category, via the category default roles which 

are set up in Administration -> Patron categories. 

 

Message preferences obtained through roles are additive. For example, if role X is set to get overdue 

notices by email, and role Y is set to get overdue notices by RSS, then a patron with both roles will receive 

overdue notices both by email and RSS. 

 

7.1.2 Role or Individual Patron Settings 

 

To change messaging options for either a Role patron or a particular patron, you can either edit the full 

patron record (scroll to the bottom) or click the Edit link under the messaging options part of the patron 

detail display screen.  That link takes you into an edit page for just the messaging options. 
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In previous versions, with the old messaging setup, patrons were not given a choice about opting out of 

overdue notices. It’s important to note now that if the Overdue messaging preference isn’t enabled, 

patrons won’t get overdue notices. You should set that preference in all the Role records. 

Role preference settings are indicated by asterisks and a grayed-out check on a patron display page.  For 

example, if a user is subscribed by their roles to receive Advance notice messages by popup and list, then 

an asterisk (*) will appear next to the corresponding checkboxes for this message (see screenshot above). 

The user's own preferences are governed by the checkboxes; the Override role prefs box must be checked 

to assign the user preferences that differ from their role preferences.  No asterisk will appear next to the 

check marks for these message settings. 

 

IMPORTANT: there is a subtle but important semantic difference between user and role preferences.  For 

example, suppose Alice and Bob are both assigned the AdultPatronRole role, and that role is subscribed to 

receive overdue messages by list alone.  Alice's preferences are overridden (by the staff member checking 

the Override role preferences box) and changed to RSS alone (RSS checked, but all others are unchecked).  

Later, a staff member decides to change the AdultPatronRole role to receive overdue notices by email.  
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Now, Bob will receive these by email, because he has not overridden his role preferences.  Alice, however, 

will still get overdue notices only by RSS, because she has overridden her role preferences.  If she (or 

a staff member) unchecks Override role preferences, she will automatically go back to the current role 

defaults (email). 

Patrons may only be subscribed to message types appropriate to their permissions set.  For example, patrons 

cannot subscribe to catalog multicast messages sent when bibliographic record batches are staged or 

committed unless they have the cataloguing.bib permission. If a staff member does not have Reports 

permissions, the messages related to reports will not be available on that record. 

IMPORTANT: if a patron is granted permissions, subscribed to a privileged message type, and then the 

permissions are removed, the patron will still be subscribed to that message type, even though it will not 

appear in their messaging preferences (either in the Discovery Layer or staff side).  This should be corrected 

in a future release. 

 

7.1.3 Most Common Types of Messages 

 

Most messages are generated by being set up in two places: the relevant cron job and by being selected in 

the relevant role record’s message preferences.  The two exceptions to this are 1) overdue notices also must 

be set up in the Overdue Notices / Triggers section in Tools and 2) Advance Notices must also be set in the 

User Preferences section. 

From the patron’s point of view, holds, overdues, and advance notices are the most important messages; 

others are more specialized.  Item DUE and Advance Notice are controlled by the Advance Notice cron 

job.  The advance notice message sends an email the specified number of days before an item is due, alerting 

the patron to renew or return the item.  The item due notice is sent on the morning something is due.  Note 

that the number of days in advance the Advance Notice is sent is controlled under the User Preferences 

section of the record: 

 

You must also set a value here, or advance notices will not be sent: 
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See the earlier discussion of this section under Search Filters. 

 

Hold Filled is the message that is sent to the patron when a hold is triggered.  Item Checkout and Item 

Check-In are generated at checkout or checkin – a message saying what items were checked out or returned.  

It could be used instead of a printed slip. Item Lost will notify a patron if an item checked out to that patron 

is marked as lost (which may result in charges to the patron). 

The Interlibrary Loan group of messages will notify patrons about the status of those requests.  If your site 

allows patrons to make purchase suggestions, those messages may be used. 

Digest mode, where available, does not give details.  A regular advance notice or item due notice would 

list the titles and item details.  The digest version would only say something like “you have 3 items due.”  

No item details are available. Digest mode is available for Advanced Due and Items Due notices. It 

combines multiple notices that would be sent out at the same time into one notice that lists all titles. 

The most common (and strongly recommended) settings for patrons are Item Overdue, Hold Filled, and 

Advance Notice. 
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Other messaging options may be added by future development.  The text for these messages is found under 

Tools, Message Templates and may be modified (see the Superlibrarian Guide), but should be kept fairly 

generic.  Since people can use different day-in-advance settings for advance notices, the notice should not 

specify a time period.  Use wording such as “due soon” rather than “due in three days” so that it applies to 

all users. 

 

7.1.4 Patron Management of Messaging Preferences 

 

Patrons can manage their own messaging preferences; see the Discovery Layer section later in this manual. 

 

 

7.1.5 Print Notices 

 

The Print Messages feature allows printing notices that were generated for patrons without email addresses. 

A granular permission (tools.print_messages) allows staff access to Tools, Print Messages. This checks the 

message table for any messages with a status of “failed” and makes them available to print.  NOTE: 

Messages do not get that status until after the process_message_queue cron job runs and the email message 

fails. 

 

You can select all messages at once by clicking the arrow next to the ID field in the header: 

 

or you can click on lines individually to select them: 
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Note that the buttons change color whenever messages are selected. 

The tool has options for sorting or filtering by column – enter a value in one of the header boxes and the 

display will limit to that. This is useful if a site only wants to print and mail certain types of messages. This 

will be especially needed in a multi-library setup where each branch only wants to print its own notices. 

Note that you only have to start typing an entry (like EA for EAST) and the system will filter to match what 

you have typed so far.  You could then apply another limiter, such as last name or title of message, to filter 

results further. Then select the entries you want. 

 

You can view an individual message by doubleclicking on it. That produces a popup window: 

 

To sort, click on the column heading. Three dots displaying in the header indicates which sort is active. 

Clicking the header by itself should do an automatic sort; clicking the down-arrow icon next to the label 

will open an options menu: 
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The selected messages are combined into a .pdf file for viewing and printing – use the Print Selected 

Messages or Download Selected Messages buttons.  Most browsers will have trouble processing a large 

number of messages; you should limit your batch to perhaps 50 messages (see filtering options below) or 

use the download option. 

Not all browsers support previewing this file. If needed, download the file and then inspect it and print it. 

 

Each notice is on a separate page. You will want to be sure all your message templates have full address 

fields (both branchcode and patron) so that print messages can be sent out. 

After printing or downloading the messages, be sure to select all of them and click the Mark Selected Printed 

button. This changes the message status to “printed”, so that they don’t show up the next time you use the 

tool. If necessary, refresh the browser so that the list shows as empty. 

 

7.1.5.1 Change to Overdue Notice Handling 

 

Previously, if a patron record had no email address, separate overdue notices would not be generated. 

Instead, the missed notice would be rolled up into a "These messages were not sent directly to the patron" 

email sent to the library's email address. However, with the new print notice feature, these messages were 

not available for printout. By default, now, overdue notices for patrons with no email address will be created 

and marked as failed; they will then be available for printing. If a site would prefer the earlier behavior (the 

combined email to library staff), using the -noempty parameter on the overdue notice cron job will do that 

(but the messages will not be available for printing). If needed, open a Support Center ticket and ask to 

have the -noempty parameter configured on your cron job. 

 

This only applies to overdue notices, not to any other kind of notice. Other notices will automatically go 

into the Print Notice tool if there is no email address. 
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8. Reports 
 

The reports module has messaging options and granular permissions associated with it – check the Role 

settings for staff patrons and update as needed. Report messaging options are Reports initiated, completed, 

failed. Permissions are Reports, create/update/delete reports, run existing reports, retrieve reports, and 

Tools, async_jobs, view and modify.  Any user with report permissions can see all saved or completed 

reports. Any user with these report permissions can see all saved or completed reports, create/edit/delete 

them, or run them. Staff users can be assigned more limited permissions, to allow them to run and view 

existing reports but not to modify them or create new ones. 

All reports run in the background now; the server job for asynchronous processing is required.  This 

eliminates earlier browser timeout problems for lengthy or complex reports.  Make sure you have assigned 

the “report completed” messaging option to staff records so that you will get the promised notice (preferably 

a popup) when a report finishes. If a report starts but never completes (“pending”), contact Support Center 

– the report process may need to be restarted on the server. 

All item, patron, and transactional data is stored in various tables, which can be queried using MySQL 

commands through the Reports interface.  There are some wizards and canned reports, but the best results 

will come through more precise queries designed to get at the particular data needed.  Sites will need 

someone with some SQL query expertise, and will also need to understand the basic table structure.  This 

SQL query will list all the table and fieldnames in the current database: 

select TABLE_NAME, COLUMN_NAME from information_schema.columns where 

table_schema != 'information_schema' order by TABLE_NAME asc 

 

The most important tables are biblio, biblioitems, items, borrowers, issues (checkouts), reserves (holds), 

and statistics.  Links between tables are on the internal system unique identifier – biblionumber, 

itemnumber, borrowernumber.  For example, to check what items a patron has on hold, one could query 

the reserves table for that patron’s borrowernumber.  Other parameters would probably need to be set, and 

additional information pulled from other tables (such as the patron’s name, item barcode, and title) to get 

the results in a usable format. 

The Reports menu has several options: 
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8.1 SQL Reports 

 

If you have some SQL expertise and learn the basic table structure, you can write your own queries from 

scratch.  You will only be able to use the SELECT query and associated modifiers – you are not allowed to 

save reports that attempt to modify table data or do anything potentially harmful.  The reports interface is 

for querying only. 

From the main reports menu, click SQL Reports. The SQL reports interface allows several options. We’ll 

first look at running existing reports, then at creating new ones. 

 

8.1.1 Running an Existing Report and Viewing Output 

 

The list of saved reports is paginated (the default is 10 per page). Use the page numbers at the bottom to 

move through the list.  You can use the No Pager button at the top to show all reports on one screen. 

 

 

The default number of entries per page can be set in staff mode for any patron or Role. In the patron record, 

edit the User Preferences section: 
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Then change the sqlreports_numresults entry to the number you want. 

Individual users can also set this in the patron account (My Account, My General Preferences, Results per 

page): 

 

The preference is only visible for staff users, not general patrons. 

The default sort in the list of reports is report title; you can use the column headers to change the sort by 

author, date created, or date modified. The Filter Text with Tag button allows you to filter based on report 

tags (see that section below). 

From the list, you can click the Run button to run an existing report. If you have the messaging options set, 

you’ll get a popup alert. 

 

When the report finishes, if you have the messaging option set, you’ll get a popup alerting you to that: 
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You can click the “report run summary” link in the popup, or click on the report name in the list of saved 

reports.  When a report has finished, the background color and font change in the list of saved reports to 

alert you that it is ready: 

 

Click the name of the report from the list. This takes you into the report setup page; finished reports are at 

the bottom. 

 

Staff should regularly delete unneeded copies (server space can become an issue), but a weekly cleanup 

script will delete all copies older than 30 days. If you need to save the contents of a report, download it to 

your local PC. 

To view the report output, click the “i” button: 
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This shows a summary of the report setup and the report output: 

 

The Export button gives you the option to export as comma or tab-delimited or as an Excel spreadsheet. 

 

IMPORTANT NOTE: When exporting as Excel, the system must first build the spreadsheet in 

memory, which takes time and system resources. Very large reports are likely to time out; it is 

strongly recommended to export large reports as comma-separated (.csv) and then open the file in 

Excel externally. 

If a report’s output is lengthy, there will be pagination tabs at the bottom: 

 

The printer icon button will open a separate browser window with just the report output, formatted for 

printing: 
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You can also check the status of any report by going to your Discovery Layer account and then going to 

the My Batch Jobs tab: 

 

Note that you may need to check the “Include Module-Specific Jobs” box to see reports. You’ll see the 

status on all reports you’ve run. As above, you can use the X icon to delete a report, the i icon to view a 

report, or the printer icon to send one to the printer. You can clear this list with the Clear All Completed 

button at the top. 

 

8.1.2 Creating and Running a SQL Report 

 

From the reports main page, click on the Create From SQL link in the sidebar or main menu. That opens 

an edit screen where you can give your report a name and enter your SQL commands.  For example, here 

is a report to count checkouts and renewals for the previous month, broken down by item type.  Note the 

sliding date parameter.  Rather than hardcoding a date, this setting will always run for the month previous 

to today’s date. 

SELECT statistics.itemtype, COUNT(statistics.itemnumber) AS '# Checkouts and 

Renewals' FROM statistics WHERE statistics.datetime BETWEEN date_format(NOW() - 

INTERVAL 1 MONTH, '%Y-%m-01') AND date_format(NOW(), '%Y-%m-01') AND 

statistics.type IN ('issue','renew') GROUP BY statistics.itemtype order by 

statistics.itemtype 
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Click the Save button to save the report. Once it is saved (note the screen popup), you have the option to 

run it immediately, or return to the list of saved reports. 

 

Run it now to check your output; it can take a few tries to get your syntax right. When you click the Run 

This Report button, if you have the messaging options set, you’ll get a popup alert that the report has started.  

If you have a syntax error, you’ll get a different-colored popup: 

 

Click the link for “job detail page” (or the question mark icon on the reports page) for details. Only limited 

information is available about the cause of the error; you may have to troubleshoot your syntax. In this case, 

the report tried to use a table that doesn’t exist: 

 

When the report finishes without error, if you have the messaging option set, you’ll get a popup alerting 

you to that: 
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If you have left the report screen, you can click the “report run summary” link in the popup, or click on the 

report name in the list of saved reports.  When a report has finished, the background color and font change 

in the list of saved reports to alert you that it is ready: 

 

If you are still on the report setup screen, the page refreshes when the “report completed” popup appears. 

If you aren’t on that screen, click the name of the report from the list. This takes you back into the report 

setup page; finished reports are at the bottom. 
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As discussed above, to view the report output, click the question mark button; this shows a summary of the 

report setup and the report output. The Export button gives you the option to export as comma, tab-

delimited, or Excel spreadsheet. The printer icon button will open a separate browser window with just the 

report output, formatted for printing: 

 

Be sure to close this window when you have sent it to the printer, so you can resume work in your original 

window. Note that large reports may have browser timeout issues in rendering the print page; 

Chrome seems to be more forgiving in this regard that Firefox and is recommended for these issues. 

Both browsers should eventually render the page but it may take a minute or two. 

 

8.1.2.1 Forbidden SQL Commands 
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The system has always blocked saving any report with SQL commands that would modify a database; 

reports are only allowed to select data.  A screen warning has been added about those terms. If a forbidden 

term is entered in the SQL field, a red screen warning appears immediately, and the Save button is disabled 

until the offending term is removed: 

 

8.1.3 Scheduling a Report 

 

A Schedule option within the report create/edit screen allows staff to schedule a report for later. It can be 

run either once at a specified time, or repeatedly on a defined schedule. Output can be emailed if desired. 

At the top of the create/edit screen, click the Schedule button: 

 

The default action is to run the report once. You can use the calendar widget to specify the date, but you 

must fill in the time as a full HH:MM:SS (hours, minutes, seconds) entry: 
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You can also run the report on a regular schedule. Click the radio button for “run repeatedly” and fill in the 

schedule fields: 

 

For either option, you can choose to have the results emailed to yourself or another user. 

You can see the status of your scheduled reports in the dashboard, under My Batch Jobs. You’ll need to 

check the “include module-specific jobs” to see the reports: 
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Scheduled reports can be suspended from this screen. A scheduled report can only be permanently deleted 

from the report create/edit screen, though: 

 

 

8.1.4 Tags 

 

You can also create tags and apply them to reports; this will help you organize and locate reports.  It’s 

especially useful on large, multi-library sites.  For example, you could create a tag for each branch, then 

filter the report list to your branch’s tag.  Or you could organize reports by topic.   

To create a new tag, select at least one report from the list of saved reports, then click the Toggle Tag button 

at the top. 

 

Select New tag. In the popup window, enter a name for your tag and click Assign Tag: 

 

The tag is created and assigned to the report(s) you selected.   
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You can now select other reports and apply the tag to them as well; click the checkbox for all the reports 

you want, then go under Toggle Tag and select the tag name: 

 

 

Once tags are applied, you can use them to filter the list of saved reports. Click the Filter List With Tag 

button and select your tag: 

 

Only the reports with that tag applied will show in the list: 
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To return to the full report list, take off the tag filter by clicking the tag name with the X at the top of the 

list: 

 

You can apply more than one tag to a particular report. 

You can remove the tag from a report the same way it was added, by clicking the checkbox, then using the 

Toggle Tag button. (NOTE: There is presently no way to delete a tag once it has been created; this is 

planned for a future release.) 

 

8.2 SQL Syntax 

 

As mentioned above, writing your own reports requires some expertise with SQL syntax. Here are a few 

tips. 

 

8.2.1 Truncation 

 

You can use the percent sign as a truncate for one or more characters.  For example, if you have several 

item types beginning with BOOK (BOOK, BOOKREF, BOOKSPEC), and you want to select them all, 

instead of a statement equals something, use a LIKE command: 

 WHERE itemtype LIKE ‘BOOK%’ 

Putting a percent sign at the end picks up any item type starting with BOOK.  If you also put it at the 

beginning: 

 WHERE itemtype LIKE ‘%BOOK%’ 

it would pick up any item type with BOOK somewhere in the name (such as EBOOK or REFBOOK). 
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8.2.2 Runtime Parameters 

 

You will frequently want to change parameters for a report – perhaps run a count by different item types, 

or statistics by different patron categories.  You can embed a runtime parameter in your saved SQL 

statement, so that the report asks for input when you run it.  The syntax is the fieldname (in all caps) 

preceded and followed by two underscores, such as __HOMEBRANCH__.  Here’s a sample query to count 

items added (grouped by call number) for a particular branch in the previous month: 

SELECT items.homebranch, count(items.itemcallnumber) AS 'Count', 

items.itemcallnumber FROM items WHERE items.dateaccessioned BETWEEN 

date_format(NOW() - INTERVAL 1 MONTH, '%Y-%m-01') AND last_day(NOW() - 

INTERVAL 1 MONTH) AND items.homebranch = __HOMEBRANCH__ GROUP BY 

items.itemcallnumber ORDER BY items.itemcallnumber asc 

 

Create and save it as a saved SQL report.  When you run the report, it brings up a screen asking for input. 

Enter the branch code (not description), surrounded by single quote marks: 

 

Surround text and date entries with single quotes; the report may not work correctly otherwise. Numeric 

entries should not need the quotes. Remember that you must use the policy code, not the description, for 

fields such as item type, branch, etc. 

Then click Run and the report will execute the query with that parameter added into the other selections. 

 

8.2.3 Selecting on MARC Data 

 

Most item fields and some from the title record are stored in separate tables and fields, such as 

items.itemcallnumber or biblio.title.  However, the MARC record as a whole is stored in two fields; as a 

MARC-formatted blob in biblioitems.marc, and in XML format in biblioitems.marcxml.  This means that 

it can be difficult to isolate and report particular MARC fields.  You’ll need to work with the ExtractValue() 

command.  Here’s a sample which pulls the 020a and the 245a: 

SELECT ExtractValue(marcxml,   '//datafield[@tag="020"]/subfield[@code>="a"]') AS 

'020-ISBN',   ExtractValue(marcxml,   '//datafield[@tag="245"]/subfield[@code>="a"]') 

AS 'TITLE' FROM biblioitems WHERE ExtractValue(marcxml,   

'//datafield[@tag="020"]/subfield[@code>="a"]') order by TITLE 
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Here’s another sample, which pulls all the 650a entries and concatenates them. It has a runtime parameter 

for the item’s home branch: 

SELECT  biblio.title, biblio.author, ExtractValue(biblioitems.marcxml, 

'//datafield[@tag="650"]/subfield[@code>="a"]') AS '650 Fields', items.barcode, 

biblio.copyrightdate, items.itemtype, items.itemcallnumber, items.location, items.ccode 

FROM items JOIN biblioitems on (items.biblioitemnumber = 

biblioitems.biblioitemnumber) JOIN biblio on (items.biblionumber = biblio.biblionumber) 

where items.homebranch = __HOMEBRANCHCODE__  ORDER BY items.cn_sort asc 

 

That report output looks like this: 

 

When a title record is first created, the 245a is placed in the biblio.title field, and the first author is placed 

in the biblio.author field.  For most queries, it’s easier to use those fields rather than extracting the MARC 

fields.  The above query uses biblio.title and biblio.author, but then extracts the 650 from the MARC data. 

This syntax can be tricky to use – do some research on it. 

 

8.2.4 Matrix Reports 

 

All the report examples so far have been tabular – a list of fields is specified in report setup and is output 

in the finished report. There is also an option for matrix reports. These are reports that produce two-
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dimensional output – they take two parameters (vertical and horizontal axis) and provide a count for the 

combination.  

To create one, select Matrix rather than Tabular in the report setup: 

 

The report setup screen changes to allow for row and column entries. For example, a matrix report to count 

item type by homebranch would look like this. The SQL itself would be  

select itemtype, homebranch, count(1) as count from items group by itemtype, homebranch 

Enter item type and homebranch as the row and column. Note that you can chose to sort both either 

alphabetically or numerically. The count(1) parameter means that you want a count of the combined data. 

 

Save and run the report; you will see that the output is a matrix which produces the count of each item type 

by homebranch. In this example, there are 11 Books belonging to the East Branch: 
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This output looks similar to some of the old canned reports and wizards (see below), but the setup can be 

more detailed and the report can be saved for future use.  For example, you could add a date parameter and 

SQL to count circulation by item type for the previous month. 

 

8.2.5 HTML Formatting 

 

HTML formatting should not be used in standard field output. However, if you specifically name an output 

column similarly to something_html, you can use formatting in that column. An example would be to create 

a clickable link for a title in a bib output report. This syntax 

SELECT concat('<a href="/app/staff/bib/', biblio.biblionumber, '/details">', biblio.biblionumber, '</a>') AS 

biblionumber_html 

would create a link to the staff view of a title in a report with other fields. For example: 
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Clicking the link in the report display takes you directly to the record (and away from the report output). 

You might instead want to right-click and open the link in a new tab or window, or add a target= “_blank” 

to the setup. Here’s a simple list of titles with a clickable biblionumber link: 

SELECT concat('<a target="blank" href="/app/staff/bib/', biblio.biblionumber, '/details">', 

biblio.biblionumber, '</a>') AS biblionumber_html, biblio.title  FROM biblio ORDER BY biblio.title 

That link opens the title in staff view. To open in the Discovery Layer view, change href="/app/staff/bib/' 

to href="/app/work/'. 

 

8.3 Guided Report Wizard 

 

The guided report wizard is a limited but useful way to create reports if you don’t know SQL or the table 

structure. It is legacy code and may not work against newer tables such as fines and fees. The wizard will 

walk you through various selection phases, with choices appropriate to each phase.  At the end, you will 

save your report and then can run it at any time. 

Under Reports, select Guided Report Wizard. Choose Build New: 

 

The first step is to select a module for reporting: 
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Click Next. Almost always you will be reporting tabular data.  The other options aren’t available for most 

reports in this wizard. 

 

Click Next, and the third step shows tables and fields appropriate for the module you selected: 

 

Find the fields you want in the left-hand box, select them (holding down CTRL will allow you to select 

multiple fields), then click Add to move them to the right-hand box.  These are the fields that will be 

included in your report – they will display in the order you add them to the right-hand column.  Be sure to 

scroll down.  In this example, the first set of fields are relevant to the item record, but further down are 

some fields for the title record. 
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The next screen will give you some options to limit your report – by item type, branch, lost value, shelving 

location, or collection code. You must click the checkbox next to the option for it to be applied. 

 

This sample report will be limited to item type of REFBOOK.  The next screen is useful if you are running 

a report with fields that can be added up, or you want to know how many occurrences of each selection 

there are.  For example, you might want to count how many checkouts there have been, or how many items 

of each item type.  Check the fieldname you want to count (required if you want this type of selection).  

You have different options, or you can ignore the selections entirely.   

 

The last step lets you determine how the report output should be sorted.  You can select a particular field, 

or leave everything unchecked. 
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Your sort choices are ascending or descending (such as A-Z or Z-A). The final screen shows you the SQL 

statement that will produce the report you want. 

 

You’ll have to save it and give it a name: 

 

Your report is then saved – you can run it by going to the Saved Reports list. 

 

Navigate through the pages of saved reports until you find yours. From the Saved Reports list, click the 

Run link at the end of the line to run the report.  

 

As with any SQL report (see above), the report runs in the background. When it has finished, you will be 

notified with a popup window (assuming messaging options are set for that) and the display in the finished 

reports list will change. Click on the name of the report and scroll to the bottom. Select your finished report 
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and click the question mark button to see the results. You may need to adjust the wizard’s SQL to get the 

exact results you want. 

 

8.3.1 Reports Dictionary 

 

The Reports Dictionary lets you pre-define certain settings that you might use frequently.  For example, in 

a university setting, you might need to report on all faculty.  From the Reports menu, select View 

Dictionary, then create a new definition. 

 

The first step is to give it a name and description: 

 

Click Next and Step 2 allows you to select the module: 

 

In the third step, select the field that contains the values you want to select. Click Add to move it to the 

right-hand column. 
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In the fourth step, select the value you want for that field, and click Next. 

 

Confirm your settings and save the definition. 

 

Now, if you use the guided report wizard to build a patron report, the definition will be available as a 

limiting option: 

 

The limiter will be added into the SQL statement created by the wizard. 
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8.4 Statistical Data Logging 

 

The sample report library gives some examples of statistical reports. Data gets logged in different places, 

depending on the action.  Checkouts, renewals, returns, fine payments, and fine writeoffs are recorded in 

the statistics table. 

Depending on the logs that are activated (Administration, System Preferences, Logs) other actions are 

recorded in the action_logs table.  This now includes catalog searching, title displays, and (on full 

Bibliovation systems), viewing of digital objects.  Here is a sample report which will give counts for 

searching and viewing in the previous calendar month if the OpacLog syspref is enabled. Note that for full 

DLS systems there is now a distinction between GET DLSO (downloading a digital object) and VIEW 

DLSO (viewing a digital object) in the log entries. There is also a log entry for deleting a DLSO. 

SELECT action_logs.action,object_type, COUNT(action_logs.action) AS 

'Search Type' FROM action_logs WHERE action_logs.timestamp BETWEEN 

date_format(NOW() - INTERVAL 1 MONTH, '%Y-%m-01') AND date_format(NOW(), 

'%Y-%m-01') AND action_logs.module in ( 'CATALOG',"CATALOGUING") and 

(action like "%DLSO%" or object_type like "%DLSO%" or action in ("NEW 

SEARCH","VIEW BIB")) GROUP BY action_logs.action,object_type order by 

action_logs.action 

It is possible for the system to record what terms are being searched (and by whom) but most sites 

will not want to enable this because of privacy concerns.  If the syspref OpacLog is turned on (it’s 

delivered off by default), any catalog search, view/download of a digital object, or other general catalog 

action in either staff or Discovery Layer mode will be logged in the action_logs table. An entry might look 

like this: 

111686 2015-09-02 08:30:44 0 CATALOG NEW SEARCH 3890

 {"q":"state","fq":["lost:[* TO 0]","suppress:0"]} 

This would be counted as a search in the SQL above. 

The cataloging log is usually turned off by default because it can become very resource intensive.  If it is 

enabled, this sample report will give counts for catalog actions (add, delete, modify) in the previous month: 

SELECT action_logs.action,object_type, COUNT(action_logs.action) AS 

'Search Type'  FROM action_logs WHERE action_logs.timestamp BETWEEN 

date_format(NOW() - INTERVAL 1 MONTH, '%Y-%m-01') AND date_format(NOW(), 

'%Y-%m-01') AND action_logs.module = 'CATALOGUING'  GROUP BY 

action_logs.action order by action_logs.action,object_type 

Similarly, this report will give counts for patron actions (create, delete, modify) in the previous month: 
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SELECT action_logs.action, COUNT(action_logs.action) AS 'Search Type'  FROM action_logs 

WHERE action_logs.timestamp BETWEEN date_format(NOW() - INTERVAL 1 MONTH, '%Y-

%m-01') AND date_format(NOW(), '%Y-%m-01') AND action_logs.module = 'MEMBERS'  

GROUP BY action_logs.action order by action_logs.action 

Batch record stage, commit, and revert actions are now also logged; entries are recorded as module 

"CATALOGUING" and action of "BATCH CREATE", "BATCH COMMIT", and "BATCH REVERT". 

The batch_id value is stored in the object column of the log entry. Note that records added or removed are 

also entered in the log as individual title entries; make sure that you don’t count them twice. 

You can look at the structure of the statistics and action_logs tables to find other ways of using them (links 

to the borrowers, biblio, items tables, for example). 

 

8.4.1.1 Additional User Data Logging 

 

An additional table (action_details) has been added. For sites which need more detail about users 

performing certain actions, a new syspref (ActionDetails) and cron job can populate this table with specified 

information. This feature captures the user information at the moment of the action, rather than the current 

values in the patron record. Most sites will not want to use this feature because of privacy concerns. 

The syspref has to be structured to identify the action for which more information is desired, and the 

additional fields to capture. Up to seven fields are available in action_details, named detail_1 through 

detail_7. Here is an example syspref entry: 

CATALOG;NEW SEARCH; SELECT country AS country from borrowers where 

borrowernumber=$object;select attribute AS agency from  borrower_attributes where code = 

"SCHOOL" and  borrowernumber = $user ; select attribute AS department  from 

borrower_attributes where code = "GRADE" and borrowernumber = $user; 

This assumes that the OpacLog syspref is on; when the cron job is run, it will populate detail_1 through 

detail_3 (in that order) with the city and patron attributes of School and Grade for any patron who does a 

catalog search.  The above is only populating the table for searches; other actions such as views, catalog 

edits, checkouts, etc. could also be captured. 

The new table can then be queried; this SQL will list all entries with a value. If not all seven fields are being 

populated, you don’t have to include them in a query.  

select action_logs.user, action_logs.action, action_logs.info, action_details.detail_1, 

action_details.detail_2, action_details.detail_3, action_details.detail_4, action_details.detail_5, 

action_details.detail_6, action_details.detail_7 from action_logs JOIN action_details on 

(action_logs.action_id = action_details.action_id) where action_logs.user > 0 and 

action_logs.module = 'CATALOG' and action_logs.action = 'NEW SEARCH' 

A SQL report could also count by the captured information. Here are examples using Department as the 

captured detail_3 field, for a regular query and a matrix query (see Reports section): 

select action_details.detail_3 as "Department", action_logs.module, action_logs.action, count(*) 

from action_logs join action_details on ( action_logs.action_id = action_details.action_id) group 

by detail_3,module,action 
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select detail_3, concat(module," ",action), count(1) from action_logs join action_details on ( 

action_logs.action_id = action_details.action_id) group by detail_3,concat(module," ",action) 

The matrix output looks like this (multiple actions are being logged in this example): 

 

 

This feature is complex to set up and use; ask for help with it. Again, most sites will not want to use this 

option because of patron privacy concerns. 

 



Bibliovation User Manual Copyright © 2023- by   Page 255 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

8.5 Canned and Statistical Reports 

 

There are several generic reports available from the main reports menu, and several statistical wizards.  

These can provide general information but cannot be altered beyond the setup options included.  In some 

cases, a more targeted SQL query might be better.  Some of these reports are obsolete and will be removed 

in a future version. 

 

 

8.5.1 Inactive Items 

 

This report can identify items that have never been checked out.  The initial setup screen gives options for 

selecting by branch and item type: 

 

The report output lists materials with no recorded checkouts.  If you leave the default “none” as the limit 

option, it will list everything.  Otherwise, you can set a value from 5 to 1,000 for number of items on the 

list. 
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8.5.2 Most Active Patrons 

 

This report will list patrons who have been the most active in the specified time period.  The setup screen 

gives options for date ranges, branch, item type, and patron category: 

 

The output lists the patrons and their counts: 
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8.5.3 Most Circulated Items 

 

This report is similar to the patrons with the most checkouts, except it is by item.  The setup is the same 

(select by date range, branch, item type, patron category). 

 

The report output lists the items and the number of checkouts: 
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8.5.4 Items Lost 

 

This report lists items that have been marked lost.  The setup menu has options to limit by library, item 

type, or particular lost status, and an option to sort. 

 

The report output gives details about the title and item. 

 

 



Bibliovation User Manual Copyright © 2023- by   Page 259 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

8.5.5 Catalog by Itemtype 

 

This report gives a count of items by item type.  You can either limit to a particular branch, or run for the 

entire database. 

 

The output is a breakdown with counts. 

 

 

8.5.6 Statistics Wizards 

 

The statistics wizards (Patrons, Catalog, Circulation) are for doing counts on various combinations of data.  

They have different setup screens, with options appropriate to the module, but you must always select a 

row and column for the reports to work. 

To use one of the wizards, decide what data you need.  For example, the circulation statistics wizard is most 

commonly used for checkout statistics. Set a date range – note that you should use from the first day of the 

month to the first day of the next month, not the last day of the month, because of the way the script is 

calculating dates.  Then decide what other selections you need, such as a breakdown of checkouts by patron 

category.  You can set other limiters such as branchcode or item type. 
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Remember that you MUST set both a row and column.  The results show the breakdown you specified: 

 

Since you cannot save settings, you must recreate your report each time you run it.  You may be better off 

creating a saved SQL report, so that you can reuse it without recreating each time.  

The patron statistics wizard can give you breakdowns by patron options.  For example, how many patrons 

are in the various patron categories by branch: 
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8.6 Sample Report Library 

 

LibLime maintains a library of sample SQL reports at: 

 https://cdn.bibliovation.com/c/Docs/LibLimeSampleReports.htm 

This document is updated as new reports are requested or table schema changed; there’s a link to it on the 

Reports main menu page. 

 

 

https://cdn.bibliovation.com/c/Docs/LibLimeSampleReports.htm
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9. Cataloging 
 

The Cataloging Editor is a single screen editor used for the creation/edit/deletion of bibliographic records, 

holdings records, and authority records, all following the MARC21 cataloging rules.   

 

9.1 Opening the Cataloging Editor  

 

To open the Cataloging editor, you can either click on Open Cataloging Editor from the Home page of the 

staff client or go under the More menu and select Cataloging Editor. 

 

When the Cataloging Editor is launched, it gives you options for creating or searching for records: 

 

Depending on your permissions, you may see other options. 

You can create a record or launch a search either from the Starting Points links, or from the pulldown under 

Record. Note that the links available will change depending on the current environment in the editor. 
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Two options on this menu are applicable throughout the Editor. Reload from Server will refresh an edited 

record and return it to the version stored in the database. (The system will warn you if you have unsaved 

changes if you use the Reload option.) This can be useful to refresh one record without saving/closing 

records open in other tabs. 

Print allows you to print a MARC record.  

 

9.1.1 Authorized Values 

 

Authorized values are a collection of policies with defined values.  They have very different uses (shelving 

locations, cataloging attributes, etc.) but are created in the same way.  Under Administration, Authorized 

Values staff with permission to access that area can click the pull-down to see the categories that have been 

established already, and can create new ones: 

 

Using the Cataloging Editor, authorized values can be linked to a MARC field and subfield. Click the 

gearbox (Settings) menu and choose Authorized Values: 

 

In this screen shot two authorized values have been established – linking bib fields / subfields to an 

authorized list: 
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To set up more, a staff member can type the MARC field and subfield in the blank box and then choose the 

desired authorized value list from those provided. Don’t forget to click the Add button, or your new entry 

won’t be saved. 

 

With the 942$n setting, when a bib is edited or created, the 942$n will show the authorized list for 

suppressed records: 

 

Authorized value links can be set (saved) for the entire system, or just for the current record/sessions. 

Note that what is stored in the catalog record is the actual code from the authorized value, not the 

description. For example, with a setting linking the 500$a to the Department authval, the selection box may 

show Engineering, but the record stores the code of ENG: 
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If an authorized value is linked in the cataloging editor, by default, the Discovery Layer view of the record 

shows both the authval code and the description for that entry (the General Note): 

 

Sites will probably want to hide the code (ENG in the above example).  Either the code or the description 

can be hidden with a style command – see the Discovery Layer guide for details. 

IMPORTANT NOTE: This translation of the code to the authorized value description in the 

Discovery Layer will only work as long as the authorized value is configured in the Cataloging Editor. 

If that setup is removed, the system does not know about the link and cannot identify the proper description 

to use. In that case, if the field is set to display, only the code will show: 

 

 

9.2 Creating or Editing Bibliographic Records 

 

9.2.1 Searching for Existing Bibliographic Records 

 

From Starting Points choose “Find a record in catalog”  
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OR use the Record dropdown at the top of the Cataloging Editor and choose Open, Catalog Record.  

Enter desired search term(s) in search box provided; click enter to submit search. Note that you can select 

the search index and the sort order. (Sites with knowledge of JSON encoding and search indexes can 

customize the indexes available in the pulldown in the MarcEditorConfig syspref.) 

 

Search results will display within the popup box; each record has a View/Hide Record link which will pop 

out a display of the full MARC: 

 

You can scroll down/across to see the full record. Choose the record you want and click the Open in Tab 

link: 
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The record will open in the Cataloging Editor screen: 

 

You can return to your search results later by clicking View, Last Search Results; this will open the last 

search window. 

 

If you have already searched for and are displaying the record you want outside the editor, clicking Edit 

and then selecting Edit Record will open the title in the Cataloging Editor: 

 

 

9.2.2 Searching for a Record in the Reservoir 
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If a staff person has previously created or imported a record, but saved it to the reservoir rather than to the 

catalog, you can search and retrieve those records. From the Starting Points menu, click Record, Open, 

Staged Record: 

 

This brings up a search box. You can use the pulldowns to specify either bibliographic, authority, or 

holdings record, and a record that was staged by you or by anyone: 

 

The results list shows titles with a link to the creator’s staff patron record, and links to view the record, 

open it in the editor, or commit the record directly to the catalog: 

 

The planned workflow is that a junior cataloger might create a record and save it to the reservoir. Then a 

senior cataloger will open the record, check it for accuracy, and commit it to the catalog. See the sections 

on reviewing, saving, and abandoning staged records below. 
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9.2.3 Creating a Bibliographic Record using Z39.50  

 

You can use z39.50 to import a bib record from another catalog. From the Record or Starting Points menu, 

click From z3950. A popup box will appear which you can use to search z39.50 targets. (Targets are 

configured in your system’s administration menu; see the Superlibrarian Guide for details.) 

 

You can use the dropdown menu to select your desired search index.  Note that placing your search terms 

in quotes will increase the exactness of the search. The Advanced option allows using CCL language 

(z39.50 syntax) to specify exact indexes and to combine entries. Those index names are 

au, date, isbn, issn, lccn, cn, stdid, kw, pub, su, ti 

So you could have a search entry of  

 au=smith and ti=state 

to do a search against both author and title. Be aware that your success will depend on how the search target 

has indexed its records. 

 

This option is for advanced users who need that level of precision; most users will be fine with the pulldown 

settings for title, author, ISBN, etc. 

By default, the search will run against all targets specified as “checked” (searched by default) in the z39.50 

administrative setup.  You can adjust this by clicking the link that reads “Searching x of x targets”: 
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That expands the display to show all available targets.  Click or unclick the ones you want to search. You 

can specify how many results to retrieve from each target. NOTE: the more targets you select, the slower 

the search will be. You are better off just using one primary target. If that doesn’t find the record you want, 

you can redo the search against other targets. 

 

After entering your search term and selecting your target(s), click the Search button. The search will run 

against the target(s) and show you a list of results. For multi-target searches, if one target doesn’t respond, 

the search will continue against the other targets. A progress meter will update you as the search takes place. 

Clicking the “per target details” link will show you any problems as well as number of hits per target: 

 

From this screen, clicking the View Full link will expand the display to show a record, so you can decide 

if it’s the one you want: 
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Click the Open in Tab link to open the record in the Cataloging Editor. The z39.50 popup will stay open; if 

you don’t want any other records from this search, close it. 

 

Note that the record has not yet been saved into your catalog – you must save it from this screen after you 

make any changes desired. 

 

9.2.4 Creating a Bibliographic Record From a Template 

 

Templates are defined structures including standard MARC fields for different kinds of records. They can 

also be used to set default values for large collections.  The system is delivered with standard templates for 

bibliographic, holdings, and authority records; sites can add their own as desired.  To open a new record 

with a template, choose From Template either from the Starting Points menu or under Record, From 

Template: 
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This opens a menu window. Use the top pulldown to select which type of record (bibliographic, MARC 

holdings, authority), then use the bottom pulldown to select the template you want: 

 

Then click the Create New button to open a record in the Cataloging Editor using that template. 

 

9.2.5 Managing Templates 

 

You can manage existing templates by clicking the gear icon (Settings) and choosing Manage Templates: 

 

This menu will let you create an empty record from a template, or delete a template: 
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To modify an existing template, or create a new one, open an empty record from an existing template.  Add 

or remove fields and subfields as desired, and make any custom entries (defaults, etc.) you want. Then, 

under the Record menu, choose Save as Template – give it a name and description. 

 

The default is to overwrite the existing template – you can do that if desired.  
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Otherwise, click the top pulldown and choose Save as New.  Give it a name and a description. 

 

 

9.2.6 Importing a Batch of Records 

 

MARC-format bibliographic records can be batch-imported into the catalog outside the cataloging editor. 

Note that bibliographic/holdings records must be imported separately from authority records – the two types 

cannot be merged in the same file. 

There are two steps, staging for import and managing staged records.  Both functions are found under the 

Tools menu: 



Bibliovation User Manual Copyright © 2023- by   Page 275 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

 

9.2.6.1 Stage Bibliographic MARC Records for Import 

 

From Tools, choose MARC Import - Stage.  The Stage Marc Records for Import page will display.  Click 

the Browse button and navigate to the location (on your local PC or your network) of the file to be imported. 

Once found, click once on the file name and it will appear in the File Name area of the popup. 

 

Then click Open and the Stage March Biblio Records for Import page will reappear with the file chosen 

displayed. 

Then click the Upload File button.  An upload progress bar will display. When the import is done, both the 

color of the bar will change and a 100% progress will appear. 
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On the remainder of the screen, you must first select whether you are uploading bibliographic 

records or authority records. The available options will change.  (See the section on importing authority 

records for how to import authorities.)  

For MARC records, select MARC Bibliographic/Holdings for the Record Type(s) field. 

 

Support has been added for Dublin Core bib import; select that if needed instead. The import will convert 

a file of Dublin Core records to MARC for loading into the catalog. 

You have the option to enter Comments, which can be helpful later for notes about the file’s origin or 

contents. 

If you select bibliographic, you will then have the remaining options described below. See the section on 

importing authority records for those options. 

If your site is using cataloging access control, you must specify a default catsource from the options 

available to you in the pulldown.  Which options you see depend on what cataloging permissions your login 

has (see the permissions section).  If your site does not use cataloging access control, this entry will not 

appear. 
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You can also choose to check for duplicates when importing by applying a match rule.  Depending on what 

rules are configured on your system (Administration, Record Matching Rules), you could check for matches 

on fields such as ISBN, 001, 035, or 010.  IMPORTANT: If you choose to look for a match, the system 

will only compare the first occurrence of each subfield.  Thus, if you choose to match on the 020a then it 

will only compare the first 020a in both records.  If you have multiple 020a subfields, you need to be aware 

of their order. 

Next, you need to specify what should happen if a duplicate record is found in your system.  

 

The first (default) option, Replace Existing Record with Incoming Record, will overlay any existing records 

with new ones from this import.  Add Incoming Record will ignore the match and create a new duplicate 

record.  Ignore Incoming Record will leave the existing records intact, adding new item data if that is 

included in the file. 

If no match is found, you will almost always want to choose the default option to import the new record: 

 

There are two more field entries in this section for leader 05 delete handling; see the next subsection for 

details on those options. For normal bib loading, leave these fields set to the default values. 

The final setup options allow you to choose whether or not to import item records and/or MARC Holdings 

records.  See the section below on 952 Item Formatting for the syntax to use in item record creation.  If 

your incoming data does not have an item (952) field, click the No radio button and/or select Ignore Items 

from the pulldown: 
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If your data does have item records (952 fields), you will usually want the “Always Add Items” entry, but 

may use one of the others if needed. 

If your incoming data includes serial holdings records, you can opt to load those as well. 

When you have made your selections, click Click the Stage for Import button.  Your MARC file will be 

parsed, and each valid record staged for later import into the catalog.  All staged records go into the 

reservoir, the holding place for records before they are added to the catalog.  Records will remain in the 

reservoir even after the import is complete. 

After the file loads, you’ll be taken to a summary screen detailing how many were reviewed and how many 

records were successfully imported.   

 

From this page, users can either return to the staging area to stage more files for import or begin managing 

the staged records for import (click the Manage Staged Records link in the summary and you’ll go directly 

into the batch). 

 

9.2.6.2 Leader 05 Delete Handling 

 

This feature will allow using an import batch to delete existing records, or to change the leader 05 flag. An 

example where this would be used is a batch of ebook records. If your library no longer subscribes to that 

ebook service, you need to remove the bib records from your system, but that can be difficult. You can 

either get a file of records from your vendor, or export those bibs from your current system and then re-

import with the delete settings. 

There are two options for processing the batch with changes to the leader 05 delete setting. 

 

For the first field (Leader 05 Handling), you can pass it as-is (the setting for most normal import batches), 

set it as 'd' (make this into a delete batch), or change 'd' to 'c' (make this into an update batch). 

The action setting is only used if you are trying to change the leader 05 to delete records. 
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The options are to attempt to delete any matching records (ignoring failures), attempt to delete (but overlay 

on failures), always overlay, or always ignore. These are only meaningful if there's a match of some kind. 

Here is a sample process to delete a batch of existing records from your system: 

1. Create a batch via SQL report – structure a report query to identify your records. Make the first 

field in the output be biblionumber. Then, from the finished report, choose Biblio Record Batch 

under the export options. 

2.  

3. This creates a staged batch in the system.  

4. Get the batch number from the popup message from the above, or look under Tools, MARC Import-

Manage Staged: 

 

5. Under Tools, Export Bibliographic, select that batch number to export: 
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6. Then, stage that exported batch of bibs with the Leader 05 handling as Set every MARC leader 05 

to d. 

7. When you commit this batch (Manage Staged Records section below), those records will be deleted 

from your system. 

Note that nothing happens to the existing records at this stage – you MUST go into Manage Staged Records. 

In that import batch, verify your Leader 05 settings, and then click Import Into Catalog: 

 

When that action completes, the records are removed. Note that the system also deletes all of the items and 

MFHD records as well. Delete fails if the bib has a serial subscription attached, or if any physical items are 

checked out. 

Note that the option to set the leader to ‘c’ (Change) would be rarely used. That setting says to process this 

as an update. Two possible scenarios are: 

• If you are importing a MARC batch from another source of dubious integrity where the leaders 

might be incorrect and have 'd' flags in the 05, and you want to change that to 'c' in your system. 
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• If you want to move a batch of bibs from one site to another. You would process it as a delete 

batch ('d' setting) on site 1, and then process it as an update batch ('c' setting) on site 2. 

 

9.2.6.3 Add Item Profiles 

 

A new feature allows sites to create profiles and add items during import. After the file uploads, a new 

section for Import Profiles will appear: 

 

If your site has already saved profiles, you can use the pulldown to select an existing one. Otherwise, if 

desired, you can name and save the settings you create for this batch (below). 

Further down on the screen is an option to add items. If you selected a profile, those settings will 

automatically show; you can click the Add Item button to add more item entries. 

 

Otherwise, you’ll see an Add Item button; click it to begin the setup. 

 

That opens an item create popup: 
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Use this screen to set basic defaults, such as branchcode, item type, shelving location, etc.  IMPORTANT: 

If your site has auto-barcoding turned on, a barcode will appear in this popup – be sure to delete it before 

saving. Items created during import will be barcoded automatically. Also, as with item creation (see below), 

if a field is required, it will be outlined in red. A required field tied to a pulldown, such as Item Type in the 

screenshot above, will display the first entry in the pulldown, but you MUST select the appropriate entry 

before the setting is recorded. You won’t be able to save the profile until you do. 

If you have item session defaults already established (see that section below), you can select one as a 

shortcut here, then save it as an import profile: 

 

When you have configured your default fields, click the Add to Import button. You’ll see your settings on 

the screen: 
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Make sure you’ve entered a profile name (above) if you want to save this profile for future use. It will be 

saved when you click the Stage for Import button. 

 

9.2.6.4 952 Item Formatting 

 

If you create batches of records on OCLC, or get records from a vendor, you can format them to include 

item information.  Create a 952 entry with item details, and when you import the title record the system 

will create an item record.  Note that you MUST use the actual codes, not the descriptions for the library, 

location, item type, etc.  The system is case-sensitive, so make sure your codes are entered exactly as they 

were created on your system (usually in upper case). 

If your site uses collection-scoped permissions (catsources), you MUST have one 942$x per title with 

the appropriate catsource policy code. 

 952 (add as many as you have items for that title) – here are the most common fields you’ll want to set: 

• $8 collection code 

• $a owning library code 

• $b current library code 

• $c shelving location code 

• $o full call number, including cutter 

• $p barcode 

• $v replacement price (if available) -- this is what's used to determine billing cost to patrons for 

lost items. (No dollar sign in front of the price.) Sites which do not charge patrons for lost items 

should leave this field empty. 

• $y itemtype code 

The above are the most common fields (unless your library doesn’t use a field such as shelving location or 

collection code).  The $a, $b, and $y are absolutely necessary – do not create items without branchcode 

settings and preferably also an item type.  There are some other 952 subfields that you might want to 

use, depending on your data, but these are not critical for a data load: 

• $7 set to 1 if the item is not for loan (set to negative value -1 to allow holds on On-Order materials) 

• $d date acquired (format dates as YYYY-MM-DD) 

• $e source of acquisition (name or abbreviation of publisher or vendor) 
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• $g original purchase price 

• $h volume/issue information for serial items 

• $t copy number (if creating more than one copy) 

• $x internal note (visible in staff mode, for specific notes about the item) 

• $z public note (visible to patrons in the Discovery Layer, for specific notes about the item) 

See the item record create/edit screen for other subfields if needed. 

A sample 952 entry might look like this (format is the MarcEdit flat display): 

=952  \\$w2009-07-12$p39344008005024$v7.00$40$00$oSCI FIC ANTHONY$bMAIN$10 $d2007-03-

20$8SCIFI$h(PB)$70$cSTACKS$g7.00$yBK$aMAIN 

 

The entry should be all one line (the above is broken for display).  Do NOT put a space between the subfield 

code and the entry – use $yBK, not $y BK. Also do not leave a space after an entry – use $yBK$aMAIN, 

not $yBK $aMAIN. 

 

9.2.6.5 Manage Staged Biblio Records 

 

To manage biblio import files, go to Tools, MARC Import - Manage Staged Records.  You’ll see a list of 

all files that have been uploaded, along with their current status.  A status of “staged” means the file has 

been uploaded but not imported into the catalog.  A status of “imported” means the file has been imported 

into the catalog.  A status of "reverted" means the file had been imported, but later reversed.  The records 

were then deleted from the catalog but still remain in the reservoir.  You can remove the batch from the 

reservoir entirely by clicking the Clean button (status changes to "cleaned"), but this cannot be undone, so 

be careful. 

 

Click on the filename you want to manage, and it will show you details about the records.  In the top part 

of the screen, you will see the current settings and can opt to apply a different matching rule: 



Bibliovation User Manual Copyright © 2023- by   Page 285 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

Note that there is a link next to Creator – this is the staff record of the person who uploaded the batch.  

Scroll down, and the bottom part of the screen has links for each record in the batch. Larger batches will 

have page options to move between records, like this: 

 

If you click on a title in the list, it will show the MARC record (use the browser back button to return to the 

batch): 
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If the incoming record matched a title already in the catalog, you’ll see a link to that record highlighted in 

yellow; you can open the existing title to compare.  When you are ready to import, click the Import Into 

Catalog button found between those two sections of the screen. 

While the file is importing, you’ll see a progress bar on the screen.  When the import is complete, the screen 

will summarize the work done and confirm completion of the import. It may take a few minutes for the 

records to be fully indexed and searchable. 

 

The summary screen shows record counts and also lists each title.  As with the Manage Staged Records 

screen, clicking on the title will open a window with the MARC record.  On this screen, however, the last 

column has a link to the newly-loaded title record.  Clicking that link will take you to the title. 

WARNING:  Large files can take a long time to both upload and import, and may outlast the browser’s 

timeout.  In general, do not try to import files larger than about 1,000 records; break them up into smaller 

files. 

 

9.2.6.6 Reverting Batches 

 

An imported batch of bibliographic records can be reverted, which deletes the records from the main catalog 

but leaves them in the reservoir.  Some sites use this for temporary records, such as subscription-based 

eresources, which are then removed when the subscription expires and is not renewed.  This is not 

recommended as a standard practice, though. 

However, there are times you may want to revert a batch – if you see problems with the item record 

formatting after load, or realize that you’ve loaded the wrong records.  Be aware that if you have manually 

deleted ANY of the title records, the revert will not work.  None of the records after that point in the 

batch will be removed. 

To revert a batch, go to Tools, Biblio Import - Manage Staged Records.  Locate the batch you want to 

unload and click on its name.  That takes you into the details screen for that batch. 
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Click on the ‘Undo import into catalog’ button to revert the batch.  You’ll see a progress meter while the 

system is working.  When it has finished, the screen will change to show details about the batch.  The status 

has changed to reverted.  The screen will also summarize the delete actions. 

 

You could apply a different matching rule and redo the import, if desired. 

 

9.3 Editing New or Existing Bibliographic Records 

 

Whichever method you use to open a bibliographic record in the editor, you will use the same tools and 

techniques to edit it.  You need to become familiar with the editor screen and how to enter data. 
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9.3.1 Screen Layout 

 

At the top of the bib record itself, extensive information about this record shows in a summary box.  This 

includes the biblionumber and title, the record type and status, whether holdings and/or item records are 

attached, and whether changes need to be saved. 

 

At any point you can return to the title display without saving changes by clicking the blue square-

circle/arrow icon next to the Active Catalog Record line. The left part of this header is color-coded – brown 

for bibliographic records, yellow for authority records, and green for MFHD records. 

The bottom half of the bibliographic display shows the full bibliographic record, on a single page.  

 

 

9.3.1.1 Navigating Between Fields 

 

All fields not under authority control can be edited by moving the cursor to the field/subfield and typing 

new text. Fields under authority control cannot be edited from the bibliographic record; the authority record 

must be edited for changes to be made to these fields. See the section Link Bibliographic Record to an 

Authority Record for further details. 

Within the editor, users can tab or right-arrow between fields or subfields. If a user adds a new subfield, the 

subfield code gets focus automatically. If users tab into a field controlled by an authorized value dropdown 
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(such as the 942$n visible/suppressed setting), users can type a letter to show matching entries in the 

dropdown.  

 

At that point, users can continue typing for an exact match, or use the down-arrow key to move to the 

desired entry (and press Enter to select). 

(NOTE: if the field already has a value, you will need to backspace to remove that value before typing a 

go-to letter.) 

 

9.3.1.2 Leader/008 Edit Screen 

 

The Leader and 008 can be expanded to a screen where users can make individual selections. This screen 

has been updated and given additional functionality. Click the Leader/008 button: 

 

to expand those options. 
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Each field provides a pick list of terms. New dropdowns have been added for language and place of 

publication. Full labels are used rather than OCLC Mnemonics.  

Note that for fields which are text entries such as dates, if the field has a value, that value must be 

deleted in full and replaced rather than partially edited. For example if a date field says 2008, you can't 

just select the 8 and replace it with 9; you'll have to type the whole string 2009. 

 

You can select other values for a date field as appropriate (such as No Attempt to Code). 

All dropdowns can be searched on code and display value by starting to type in the field (backspace to 

remove any existing value first). Users can then click on or use the down-arrow to select the desired entry: 
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Some fields may have multiple entries; those are indicated by a gray box for each existing entry. For 

example, under the Illustrations, this record presently has one entry (for Illustrations): 

 

From the pulldown, users can select additional entries to add: 
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To remove an unwanted entry, click in the field, use the arrow keys to place the cursor after the one you 

want to delete and hit the backspace key. 

Click the Leader/008 button when you are finished, and the display will collapse back to the standard edit 

screen, with your new values. 

 

9.3.2 Library of Congress Help 

 

A static footer at the bottom shows the name of the MARC field and a link to the Library of Congress 

MARC standard page for whichever field has the cursor. 

 

 

9.3.3 Validation Error Checking 

 

There are two options for checking the validity of your record. 

 

9.3.3.1 Library of Congress Rules 
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Under the View menu, Validation Errors can be turned on for error checking.  

 

The Library of Congress or rules are reviewed each time a bib record is edited.  If Validation Errors is 

toggled on, any field or subfield that is in conflict with these rules has a visual clue – a red shading in the 

field and/or subfield label.  For instance, this bib record below, the fields and subfields that are in conflict 

with the LOC rules are shaded in red. 

 
 

A bib record with two 245 fields will display both fields in red, indicating to the cataloger that there is a 

problem: 

 

Note that the feature is off by default. A user may turn it on, and it will remain on while the user is in the 

cataloging editor. If the editor is closed and then reopened, it will be off again. 

 

9.3.3.2 Custom Validation Rules 

 

If the MARC Validation Rulesets option is enabled (see Superlibrarian Guide for setup), you can check 

your record against your own custom rules (requires the granular permissions editcatalogue.mvr.get and 

editcatalogue.mvr.apply).  

Most sites will not need this feature. Only a few sites have internal cataloging rules beyond the standard 

Library of Congress rules. 

Once your site has created a rule, you can apply it in the cataloging editor under a new Validate dropdown. 

For example, this system has a rule to check for a required 245: 
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When you have finished editing your record, you can run one of these rules by clicking on it in the 

dropdown. A results summary will display: 

 

If your record doesn’t meet the rule’s requirements, an error message will show in the Failed section. Click 

the arrow at left to open the section for details: 

 

It’s important to note that this is just a screen warning. The system will not enforce the rule. The cataloger 

must edit the record to fix the error. You can then click the Re-validate button to check again, or run it from 

the menu. If the error is fixed, you’ll see a different result (in the Passed group): 

 

 

9.3.4 Expanded View Options 

 

The default display in the editor is the tabbed view. There are two other options for an expanded view. In 

the cataloging editor’s menu bar, look under View: 
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Compact is the regular tabbed view. 

Expanded will show the subfields on separate lines rather than on the same line (as shown in other 

screenshots). The record will display like this: 

 

The third option is Labeled, and this will show the MARC field and subfield descriptions: 

 

This option will be especially useful for staff members who do not have a lot of cataloging experience. 
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9.3.5 Editing Bibliographic Fields not under Authority Control 

 

All data within fields NOT under authority control can be editing by moving cursor to the desired field and 

changing text.   For example, to change the 300$a, move cursor to that field.  Highlight existing text if you 

want to delete it, and/or type in desired changes. 

 

Edits to fields under authority control require the Authority record to be edited (see later section).  The 

Cataloging Editor provides a visual clue when a field is under authority control and not editable; the field 

itself is grayed out, and on the screen a red circle with a line through it appears. 

 

 

9.3.5.1 Adding Bibliographic Fields and/or Subfields  

 

To add a new field to the existing record, navigate to the field directly before/above where the new field 

will display. Then click the down-arrow next to that field’s label: 

 

You can add a new field under the current field, insert a subfield into the line where the cursor presently is, 

or delete the present field. If your cursor is on a field under authority control, some additional options will 

show; see the section on authority control for the use of those options. Click Append Field to add a new 

MARC field: 

 

Type the field number into the first data well.  Enter any desired indicators into the second and third. 
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Then use the pulldown arrow next to the field you just added, and select Insert Subfield. This will give you 

a data well for the subfield ID: 

 

Enter the subfield code (for example, a for $a) and you will get a data well for the actual field content: 

 

Note that as data within the field is being entered, the dynamic link to LOC help is populated and is available 

for consultation as the field is completed. 

 

 

9.3.5.2 Copy and Paste an Entire Field 

 

You can copy an entire field (with indicators and subfields) between records.  Click on the tag number (260 

in this example) of the field you want to copy and select Copy Field in the tag pulldown, or press Ctrl-C to 

copy.  The entire line will show as selected.  In the other record, insert a new field. Click on the blank tag 

and press Ctrl-V to paste.  The field tag, indicators, subfields, and contents will paste and the entire line 

will show as selected: 

 

See below for additional information on working between multiple records. 

 

9.3.5.3 Paste Content into One Subfield and Create Additional Subfields 

 

Pasting a string such as this: 

‡b 16896 ‡d W0011730.000 ‡e W0011229.000 

directly into a subfield box will create the additional subfields ($b, $d, and $e with content): 
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In this case, I gave the Add Subfield command but did not enter a subfield letter. I placed the cursor into 

the first content data well and pasted the string.  Note that a space is required before the ‡ symbol and after 

the subfield letter. 

 

9.3.5.4 Selecting Multiple Fields to Copy or Delete 

 

There are several ways to select multiple fields to either copy or delete. A keyboard shortcut option allows 

selecting fields by doing a ctrl / cursor click on each field. Put your cursor in one field label, do Ctrl-Click, 

then put your cursor in another field and repeat. 

 

A display at the bottom of the editor tracks how many fields have been selected, and has a Delete button 

for removing all at once. 

Multiple fields can also be done with keyboard hotkeys, or with the mouse. In the pulldown next to each 

field, choose Select Field (or click in the field number and use the hotkey Alt-= (Alt key and equal sign): 

 

The display then outlines that field in blue. Contine to select other fields as desired. You can either click on 

the pulldown next to the field, or use the up or down arrow key to navigate to a record and use the Alt-= 

hotkey. Note that if you add one by mistake, you can deselect it under the pulldown or use the same hotkey 

Alt-=: 
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As with the first option (Ctrl-Click), the screen shows you how many fields are selected and gives you a 

delete button. 

 

You can also use the pulldown options to delete or copy the selected fields: 

 

That action will affect all the selected fields. Deleting will remove them from the edit screen. 

If you opt to copy, you can then create a new record or edit an existing one. Create a new field: 

 

With the cursor in the MARC field box, paste the fields you selected in the first record: 
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In addition to the options in the pulldown, you can use Edit Selection Group under the Edit menu button or 

via the hotkey Alt-g: 

 

That opens a popup with all your current selections displayed: 

 

From this popup you can copy or delete (as above). You can also use the Add Fields text box to identify 

additional fields for selection: 
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The popup will show you matching entries – if you want, click the Add to Selection button to add them to 

your list: 

 

The field display updates to show the added fields. You can then proceed with a delete or copy, or clear 

your selection here and start over. Clicking the Clear Selection button will deselect the fields in the main 

edit screen. You can also clear all selections with the hotkey Alt-- (Alt and minus sign). 

 

9.3.6 Editing Bibliographic Fields under Authority Control 
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Fields under authority control cannot be edited from the bibliographic record; changes to those fields must 

be made in the controlling authority record. The Cataloging Editor provides a visual clue when a field is 

under authority control and not editable; a red circle with a line through it appears when the cursor is placed 

on a field or subfield under authority control.  

 

If the authority record was imported from a source like Library of Congress or OCLC, the authority record 

shows as grayed-out (as above).  If the authority is a machine-generated record, the display is red: 

 

This is a visual cue that the cataloger may want to upload or link to a more complete record. NOTE: if you 

are creating a record from scratch (using a template), you MUST create an authority record for any 

controlled field before you can create that entry in the bibliographic record. For example, if you do 

not already have an authority record for the author, you must create one. Then you can add a 1xx/7xx field 

and link to it.  Records imported in batches and by z39.50 automatically create authority records as needed. 

 

9.3.7 Editing an Authority Record from a Bibliographic Record 

 

To edit an authority record, click the arrow at the left of the field MARC number. 

 

Choose Edit Authority and the authority record will open in a tab next to the bib record: 

 

Make any needed changes and Save from the top right-hand side of the record.  You can close the record 

by clicking on the X in the tab header, or leave it open if you want. Then return to the bib record.  It should 
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have updated itself automatically with the change to the authority record. If it didn’t, you can click the 

arrow next to the MARC field again, and this time choose Update from Authority. 

 

The entry in the bib record will update itself based on the changes you made to the authority record.  Other 

bib records linked to that authority record will automatically update. 

You can also update all authority fields in the record at once, if desired. Under Edit, Authorities, select 

Update All: 

 

 

 

9.3.8 Viewing Two Bibliographic Records in Tabs or Side by Side 

 

You can compare bib records by displaying both in the editor. With a single record open, conduct a search 

and find a second record (either via z39.50 or by searching the catalog) 

 

From search results provided by search, choose “Open in tab”  
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The selected record will appear as a tab in the Cataloging Editor as shown below; the newest selected record 

will be on the far right side of options. The tab that is active at the moment will show the title in bold and 

italics, to make it easier to tell which tab you’re on. 

 

If you need to compare records, it may be easier to view both bibliographic records side by side. Go to the 

View menu at the top of the Cataloging Editor and choose Split View: 

 

The bibliographic records in the tabs will display side by side: 

 

To go back to the tab display, click View again and select Tabbed View. 
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9.3.9 Adding or Editing a Bibliographic Record Attribute 

 

Record attributes allow staff to flag bibliographic records for various reasons, so those records can be 

identified and receive special handling.  This functionality is can be used for: 

• Retrieving personal copies that have been placed on reserve, using the Personal Copy 

attribute in conjunction with creating brief records. 

• Retrieving and exporting records that have been marked for export to OCLC or another 

utility, using the “Ready to Export” attribute. 

• Retrieving records that require maintenance as of a certain date, using any of the attributes 

and the effective dates. 

• Records that need circulation or cataloging staff attention upon return. 

• Brief catalog records and ILL records. 

 

9.3.9.1 Searching, Exporting, Removing Attributes 

 

Under Tools, Record Attributes staff with appropriate permissions can search for records (bibliographic, 

item, or both) with attributes using the attribute type or the date applied. Enter a beginning date, an end date 

or a range of dates if the date applied criterion is needed. 

 

 Make your selections and click Search; you will get a list of records that match.  
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 From the list, staff may choose matching records from which to remove the attributes, or may update the 

date applied for some records in the list. 

Staff may also export this list in XML format, or export the list as MARC.  Click the top-line Export as 

MARC button and the screen will expand to allow these selections: 

 

If the staff member chooses only to export the records with matching attributes (“only tagged portions” in 

the pull-down), then bibliographic records will always be exported, but only items that have the matching 

attribute will be included in the export. 

 

9.3.9.2 Working with Attributes in the Cataloging Editor 

 

When editing or creating a bibliographic record, you can add or remove record attributes by choosing to 

edit Record Attributes from the box at the top of the bibliographic record display: 

 

A new popup box will appear, showing all attributes available. If any attributes are already applied, those 

will appear on the top. To apply an attribute, click Apply on the checkbox and then click Done.   To clear 

an existing attribute, click Clear. 
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9.3.10 Discovery Layer Suppression 

 

Titles may be suppressed from general view in the Discovery Layer, if desired (syspref OpacSuppression).  

They are still visible in staff mode.  To do so, edit the title record and set the 942 subfield n to a value of 1 

(choose Suppressed if the field is linked to a pull-down).   

WARNING: Do NOT use the Delete option in the suppress pulldown. That was intended for future 

development. Setting it here will not delete the record. 

After setting the Suppress flag, as soon as the system reindexes the record, it will not be searchable in the 

Discovery Layer.  In staff mode, the results list will show that the title is suppressed: 

 

The staff title details page also will show suppression status: 

 

The cataloging editor will show suppressed status in a search from within the editor: 
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The red Suppressed flag will also show when you’re editing a record: 

 

 

9.3.10.1 Item-Level Suppression 

 

In earlier versions, item-level suppression was done through a setting in the bib record; that is now handled 

through an item status. To suppress Discovery Layer display of a particular item, create a new custom status 

and mark it for suppression. Then assign that status to the particular item to have it hidden from display. 

See the Custom Item Statuses section in the Superlibrarian Guide for more information about creating 

statuses; see Item Status Settings section below for how to apply a status. 

 

9.3.11 Saving a Bibliographic Record 

 

If there are unsaved changes, the Save Status box at the top will reflect that: 
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You can choose to save the record to the reservoir for later approval by a senior staff person, or save it 

directly.  When a bibliographic record is saved, the 005 is updated to reflect the date and time saved. The 

Save status also changes to show the date and time “last saved” 

 

 

In rare cases, you may receive a “Save failed” error message.  If you get a message that states: “There was 

an error saving the record: Unexpected non-whitespace character after JSON at position 4,” there are a 

couple of things to check.  Look in the record for: 

• missing subfields 

• missing tags 

• subfields that are more than one character 

• tags that are not numeric   

Once the error is found and corrected, you should be able to save the record.    

 

9.3.12 Refreshing a Record 

 

If you have been editing a record, and decide that you need to go back to the original, you can refresh it.  

Under Record, choose Reload from Server to return it to the version stored in the database.  

 

The system will warn you if you have unsaved changes if you use the Reload option. 
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This can be useful to refresh one record without saving/closing records open in other tabs. 

 

9.3.13 Cloning a Bibliographic Record  

 

You can clone (duplicate) an existing bib record.  In the Cataloging Editor, with the record to be cloned 

open and in a tab, click on the Record menu and choose Clone Active Record. 

 

 A copy of the record will appear in the next tab (with a blank biblio number until saved) This cloned record 

can be edited and saved. Note that item and holding information from the initial record are not cloned; only 

bibliographic data is copied. 

 

 

9.3.14 Replacing Record via z39.50 Search 

 

You can replace an existing record with a new one from a z39.50 search if desired. With the record open in 

the cataloging editor, go under Record and choose Replace from z39.50: 
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This will open a z39.50 search window; find an appropriate new record in one of your search targets. You 

will see two options, Open in Tab or Overwrite: 

 

The Overwrite option will replace the existing record in the editor screen. You must then save the record 

to get the new version.  Open in Tab will open the z39.50 version in a new tab, next to the original record. 

Then go under the View menu and choose Split View to see both. Verify that the new record is what you 

want. Then go under Record and select Replace Right-to-Left: 

 

This will replace the original record with the new one from the z39.50 search.  You will get a prompt asking 

you to confirm: 
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After you confirm the overwrite, you will still see both records in the split view, but now the left-hand 

record should match the right-hand record.  Be sure to save the left-hand record or the new version will not 

be put into place. 

 

9.3.15 Merging Bibliographic Records 

 

Staff with editcatalogue.bib.merge permission can merge bibliographic records.  Bibliographic elements of 

the SAVED bib are retained (MARC data is kept); no bibliographic data is kept from the merged bib.  The 

SAVED bib inherits the holding and item information from the merged bib and any circulation/hold 

activity.  After the holds and item information have been transferred, the merged bibliographic record that 

no longer has any items or holds attached will be deleted.  

To merge bibliographic records, first identify the bibliographic record to be retained and make a note of its 

biblio number.   Search for the bibliographic record you want to merge and view its bibliographic detail 

page.   From the Edit menu choose Merge Record: 

 

You will get the following screen; enter the biblio number of the record to be retained. 

 

Click Continue and you’ll get a confirmation screen.   In this example, Bib 36714 will be deleted.   
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Items from the merged record are now moved to the saved record. 

 

9.3.16 Deleting a Single Bibliographic Record 

 

If you want to delete a title, first delete all items attached to it (see that section). Then, in the staff display, 

select Edit, Delete Record: 

 

This option will not show if there are items attached. You will get a popup asking you to confirm: 

 

Click the Delete Title button to confirm. 

 

9.3.17 Batch Delete Bibliographic Records 

 

Staff with the appropriate permissions can batch delete bibliographic records through the Cart. 

Bibliographic records for deletion are identified via standard searching and are placed in the Cart from the 

search results screen for batch deletion.  You can either check the All button at the top, or check individual 

entries on the results list, then go under Selected and choose Add to Cart. 
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For example, records were selected from a search and moved to the Cart from the search results set.  Once 

bibs are in the cart, the cart can be viewed by clicking on the “Cart” icon. 

 

Within the cart, staff with permission to delete bibs via batch delete will see the option Delete titles. 

Selecting titles from the cart to delete, either by clicking All or choosing individual items by clicking the 

box to the left of the title.  Then click Delete Titles and the selected bibs will be queued up for batch deletion. 

 

Options for how to handle transactional information linked with bibs selected for deletion are provided.   
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The choices above will be applied to ALL bibs in this batch delete.  If any of them are checked (the default), 

records with that condition will NOT be deleted. For example, records with items attached, or on hold will 

not be deleted. Clicking Delete Titles will finalize the delete; a confirmation page will appear: 

 

 

9.3.17.1 Deleting Checked Out Items 

 

If you opt to allow deletion of titles where items are checked out, the item will be marked as lost and the 

patron will be charged a replacement fee and/or surcharge (depending on your configuration). The title will 

also remain linked to the patron in the patron’s Lost Items tab. See the section on Lost Item Handling for 

more information. 

 

9.3.18 Staging a Record for Review (Reservoir)  

 

Additional cataloging permissions have been added so that you can have a cataloging staff with different 

tiers of permissions.  For example, you could allow some staff to stage bibliographic, MFHD, or authority 

records and save them in reservoir, but only allow senior catalogers to search and retrieve those records and 

commit them to the database.  

In the scenario provided below, the cataloger has the following permissions: 

View Catalogue (catalogue) 

Access staff client & search functions (access) 

Borrow books (borrow) 

Edit Catalogue 

Stage a bibliographic record to an import batch or as an intermediate save 

Catsource=TRAVEL only for scope catsource=TRAVEL 

Stage a MFHD record to an import batch or as  an intermediate save 

Catsource=TRAVEL only for scope catsource=TRAVEL 

Stage an authority record to an import batch or as an intermediate save 

Catsource=TRAVEL only for scope catsource=TRAVEL 

 

Search for a record via Z39.50 and bring the record in to the Cataloging editor.  The only option available 

to this staff person is to “Save to reservoir.” 
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Note that this staff person also only has collection-based (scope source) permission to stage records for 

materials in the Travel Collection, so no other options show in the 942$x field.  (If your site does not use 

collection-scoped permissions, ignore this setting.) 

 

Edit and save the record to the reservoir for review by another staff member by clicking on the Save to 

Reservoir button. 

 

9.3.18.1 Reviewing and Saving a Staged Record 

 

Following up on the above, a senior cataloger can retrieve, review, and save the staged record. In this 

scenario provided below, cataloger has the following permissions: 

View Catalogue (catalogue) 

Access staff client & search functions (access) 

Borrow books (borrow) 

Edit Catalogue 

Manage bibliographic records (all three options beneath/within – update., stage,commit) 

Catsource=TRAVEL only for scope catsource=TRAVEL 

Manage MFHD records (all three options beneath/within – update., stage,commit) 

Catsource=TRAVEL only for scope catsource=TRAVEL 

Manage authority records (all three options beneath/within – update., stage,commit) 

Catsource=TRAVEL only for scope catsource=TRAVEL 

 

This more senior cataloger will go into the Cataloging Editor and search for a staged record: 
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You can search for bibs, holdings or authorities, and the search can be narrowed to records saved by “me” 

or “anyone”: 

 

Clicking on the Open link will launch the saved/staged bib in the editor. The cataloger can modify and 

review the record and, when ready, either save it again to the reservoir OR commit it to the database by 

choosing either option from the two provided on the top righthand side of bib display: 

 

If the user clicks the Commit to Catalog button, a popup will confirm: 

 

The record remains open in the editor screen, but now has a record ID number assigned. 

If the user has permission, the reservoir search screen will show both a Commit and an Open button.  



Bibliovation User Manual Copyright © 2023- by   Page 318 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

Commit will save the record to the catalog directly, without opening it in the editor. You’ll get an “are you 

sure” popup: 

 

Clicking Yes will save the record; you’ll get a popup with the biblionumber: 

 

 

9.3.18.2 Resolving Edit Conflicts 

 

With multiple staff performing cataloging activities, it is possible that one person might have saved edits 

on a particular title to the reservoir, while another wants to make a different edit to the title.  If someone 

tries to open a title in the Cataloging Editor which has a newer record saved in the reservoir, the system 

will open a warning screen: 
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The recommended action is to Open in New Tab, so that the staged edits are seen and used in further editing. 

That opens the saved version and the staged version in separate tabs: 

 

You can also open in split view to see the record in its current state and the staged edits side by side.   

 

If you click No, the record in its current state will open in the editor, but a warning in the header will give 

the option to import the staged record: 

 

It is STRONGLY recommended that staff users work from the staged record, and not try to make a different 

edit while a staged record exists. If someone does make a different edit, there is a last warning at the time 

the record is saved: 
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Users can either force a save anyway, or cancel (the recommended action): 

 

If an edited record is saved without incorporating the staged edits, it will be harder in the future to make 

those changes. 

 

9.3.18.3 Removing or Abandoning Records in the Reservoir 

 

Once a record was saved to the reservoir, there was no easy way to delete it if that version was no longer 

wanted. New development will allow for this. First, locate the record in the reservoir and open it in the 

editor (as above). Then, under the Record menu button, choose Abandon Changes: 

 

You’ll get a popup warning: 
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Clicking Yes will remove the record from the reservoir. NOTE: This will also clear the record from the 

screen. The Abandon Staged Changes option will not show unless you have a reservoir record open. Use 

the existing Reload From Server option to abandon edits in an existing bib record. 

 

9.3.19 Link Bibliographic Record to an Authority Record 

 

In either an existing or a new record, you will not be able to edit a field that is under authority control.  To 

link the field to an authority record, from the bibliographic record, click the arrow to the left of the MARC 

number.   Choose Link to Authority: 

 

The authority search box will display.   
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Search for heading desired; all headings meeting the search criteria will be displayed and from the search 

results page, staff can either edit the heading (by opening it in the editor) or link the heading to the 

bibliographic record by choosing “Link Authority”.  

 

You can use this process to either link an empty field to an authority record or to change the authority record 

linked to an existing field. If you are on a bib record field that is already linked to an authority record, the 

existing term will be highlighted in the popup search window: 

 

You can immediately type over it to search a new term, or hit Enter (or the Search button) to search against 

the existing term. 

A hotkey or keyboard shortcut will also allow linking to an existing record or immediate creation of a 

machine-generated authority for new records. To create a new authority controlled entry in an existing bib, 

add the new field and then place the cursor in the MARC tag field (i.e., in the "100") and click alt-a. The 

shortcut opens an authority search screen; locate the proper record and link to it. For newly-imported bibs, 

which have authority-controlled terms that are not already in your system, click shift-alt-a. This links all 

authority-controlled fields in the new record, creating system-generated authority records where needed. 

 

9.3.20 Printing a Bibliographic Record 

 

Within the Cataloging Editor, you can print the full MARC record.  Under the View menu at the top, select 

Print: 
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The output will look something like this: 

 

 

9.3.21 Linking Parent/Child Records (Host Unit/Constituent Unit) 

 

The system can display links between a parent record (773) and child record (774).  The link is made on 

the subfield o ($o) of each record. If the entry in $o is alphanumeric, the system searches against the ctrlnum 

index (035$a or 001).  If the entry is completely numeric, the system assumes it is a biblionumber and links 

to the relevant record.  A descriptive note can be entered in subfield n if desired.  In this catalog editor view, 

the parent record is on the left, with three 774 field links including to the child record on the right. The child 

record has a 773 link to the parent record. 
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In the Discovery Layer, the parent record has three 774 entries for child records: 

 

 (Note that the third entry does not have a $n descriptive note, so the title display just shows the linked title.) 

Each of the child records, in turn has a 773 entry linking to the parent record: 

 

 

9.3.22 Transliteration Macro 

 

A new macro allows transliterating entries between Roman and non-Roman character sets (Latin to Cyrillic, 

Cyrillic to Latin, etc.). NOTE: This is not a translation tool; it matches and transliterates a keyboard 

character to its matching character in another language. If the original entry is incorrect, the 

transliterated entry will also be incorrect. In the cataloging editor, use the pulldown next to a field with 

a foreign language entry, and select Transliterate: 
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The system checks the fixed fields for a language entry, moves likely options to the top of the pulldown in 

the popup window, and highlights them in blue: 

 

For this example, select Latin-Cyrillic, since the original entry is in Roman (Latin) characters. When you 

choose an option, it displays the transliteration on the popup window: 

 

If it is acceptable, click the Save Transliteration button. The editor creates an 880 field in the record that is 

linked to the original field (in this case, the 245): 

 

The 880 alternate graphic entry will display after each field that it’s paired with: 
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Many language options are available, including Chinese, Japanese, Korean, Persian, and Arabic. You can 

create a transliterated entry for author fields which are under authority control, such as this example with a 

Chinese author: 

 

NOTE: The Cyrillic transliteration is based on the ISO-9 standard, not the older ALA-LC tables. Support 

has been added for the ALA Cyrillic/Russian variant – the ones labeled with notes of [LC/Cyrl-rus]: 
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Other language transliterations use the current standard for that language, not the ALA-LC version. 

 

9.3.23 Retrieving an Unsaved Record 

 

If you were working on a catalog record in the editor but weren't ready to save, the record was lost if you 

needed to step out to another staff function or if the browser or computer unexpectedly closed. Now, a copy 

of the record is saved and re-opened the next time you enter the editor. In this example, a new record was 

created from template, and given a title, but none of the other fields was completed: 

 

The browser was closed without saving or logging out; when the browser was reopened and went back into 

the cataloging editor, that record was on the screen. A Recovered label at top indicated the status: 

 

If the browser remains open but you step out to another function, you’ll get a screen warning: 

 

If you choose to leave the editor, and then come back, the recovered record will be in the editor screen. 
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9.3.24 Individual Record Holds Control 

 

Certain sites want to specify hold policies at the individual title or item level. This is an optional feature; 

you can ignore it and let system-wide holds policies remain in effect. 

A new system preference OPACDefaultHoldPolicy can be used to set a system-wide default. Otherwise, a 

policy can be set in each title record. Add a 942 subfield r entry to the title: 

 

That field has a pulldown with allowable values. You can choose to allow No Holds, Only Item Holds, 

Only Title Holds, Title & Item Holds, or the system default. (Note that choosing system default is the 

equivalent of un-setting the field and leaving it blank. If you choose that, the cataloging editor will 

remove the now-empty 942 when the record is saved.) 

The setting in this field will override general hold policies for this title. Patrons will only be able to place 

the type of hold specified. For example, this title is now set to allow Only Title Holds. When a patron tries 

to place a hold, there is no option to choose an individual copy: 

 

If the setting is changed to Only Item Holds, the patron must choose an individual copy for a hold: 
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Staff users with the OR_hold_policy_block granular permission will be able to select and place item-level 

holds for a patron: 

 

 

9.4 Managing Holdings Records 

 

The system now has full support for the MARC21 Format for Holdings Records.  MARC holdings records 

contain the holdings information—what copies are owned and where they are held—for bibliographic items 

http://www.loc.gov/marc/umh/UMHpt1-6.html#pt1
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in both physical and electronic forms.1    These are primarily used for serial records; they are not required 

for all records.  

The hierarchy is that a bib record links to a holdings record, which links to item(s) records.  There 

can be multiple holdings records and/or item records per title. Items do not have to be placed under 

the MFHD record; they can be created and saved separately. 

In the Cataloging Editor, when a bibliographic record is displayed, if a MFHD is available, it can also be 

displayed. The holdings area of the record header has a link to the MFHD (or MFHDs, if more than one are 

attached). Click Manage to display the MFHD along with item details.  

  

Click on the “mfhd #####” link to view the holdings record in another tab.  

 

In a holdings record display, the header box has a different display. The background is blue (as opposed to 

brown for a bibliographic record or yellow for an authority record). The record type is MFHD and the status 

is Linked MFHD record. The display has a link to the parent bib record and to any items attached. 

You can edit and save the holdings record as needed from the catalog editor. 

 

 
1 http://www.loc.gov/marc/umh/UMHpt1-6.html#pt1 
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9.4.1 Creating a Holding Record 

 

To add a new holding record to a bibliographic record, you must first have the bib record open in the 

cataloging editor.  Then click the plus sign next to the line that reads MFHD Count: 

 

This opens the “from template” popup. There should only be one template for holdings records, so just click 

the Create New button: 

 

The empty template will open in a new tab; enter data as desired and save holding record.  The link between 

the newly created holding record and the bib will be created. 

 

When you save the holdings record and go back to the bib record, the holdings record shows as a separate 

entry in the holdings table: 

 

Note that existing items were not automatically attached to the new record. On the Edit Items tab, you can 

select each item and link it to the MFHD record: 
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The item is then attached to the MFHD record. 

 

From the Edit Items tab, you could add new items to a holdings record as well as separately: 

 

 

 

9.5 Managing Item Records 

 

Items (individual copies) can be attached to a title record.  Sites may choose to not add items for certain 

types of titles, such as electronic resources, but having an item record can make it easier to search.  Any 

physical item that circulates must have an item record. 

NOTE: If your site restricts create/update/delete permissions on item records, you will be able to see 

items belonging to other branches. However, if you attempt to edit or delete them, you will not be 

able to save your changes. Best practice is to only edit your own branch’s items, unless you have been 

given permissions for other branches. 
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9.5.1 Create an Item 

 

Items are created in the Item Editor. Search for an existing bibliographic record and display it.  Click New, 

New Item. 

 

That takes you to the Edit Items sidebar tab (you could also just click that sidebar menu link as well).  

 

From this screen you can either add new items or edit existing items. It is now possible to control both what 

item fields display and the order in which they display in this screen, the Discovery Layer, and the item 

add/edit screen. This feature is described in the Superlibrarian Training Guide (Item Fields section). Be 

aware that the fields and display order on your system may not match the screenshots in this manual. 

If the title has no existing items, you’ll get a screen with an Add Item button: 

 

If there are existing items, you’ll get a table showing the items. From this screen you can either add new 

items or edit existing ones. 
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To add a new item, click the edit icon at the top of the screen (or the Add Item button). If there is a serials 

holding record, you may want to add the item under it; otherwise use the top-level: 

 

This opens a popup window with item fields. Note that which fields display, and the order in which they 

display, is configurable in Administration, Item Fields (see Superlibrarian Guide), so your site may show 

different fields than these screenshots. 
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Fields marked as required on your system are indicated with an asterisk symbol. NOTE: If a required field 

is not completed, the field will be outlined in red and the Add button grayed (disabled). You must put a 

value in that field before you can save the record. If the required field is linked to an authorized list of some 

kind (a pulldown with values), the first entry in the list will show. However, the field is still outlined in red. 

You must select the value you want before you’ll be able to save the record. 

 

Certain fields are linked to controlled lists of values, such as branchcode and item type. Other fields are 

free-text entry.  If your system is configured to automatically create barcodes, the system will automatically 

fill in the next number.  Dates can be entered manually (in format YYYY-MM-DD), or you can use the 

calendar widget: 
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You can use the left/right arrow keys to navigate through the calendar and pick a date.  The Today button 

at the bottom will populate the field with the current day’s date (generally used for date acquired).  If you 

leave the Date Acquired field blank, the system will auto-populate it with the current date when you save. 

Fill in your needed item data.  At minimum, you MUST select a permanent and current location (these are 

branch codes) and an item type.  You probably will want to enter other data such as a call number, barcode, 

and replacement price if your site charges for replacing lost items.  When the data entry is complete, scroll 

to the bottom of the page and click the Add button. 

If desired for multiple copies of the same title, staff can duplicate the item just created. Click the Options 

button at the bottom of the screen. 

 

Create and Duplicate changes the Add button to Add and Duplicate: 
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That will save that item and create another with the same values (except barcode).  Add Multiple Copies 

lets you specify the number of copies to be made – selecting it changes the button to Add X Copies: 

 

The system will create that many copies, incrementing the original barcode sequentially. 

 

9.5.1.1 Validate Codabar Barcodes 

 

If configured (see Item Fields section of Superlibrarian Guide), creating or editing an item may require a 

valid codabar barcode. If you try to enter an invalid number, the barcode field will be highlighted, and the 

Add/Save button will be grayed out. You will be unable to save the item record until you enter a valid 

barcode. 

 

NOTE: When you save a new (or edited) item, that item will temporarily display with a green background, 

as a visual cue so you can spot your item in what might be a lengthy list. If you added an item to a library 

which didn’t already have any items, that library’s section will temporarily show out of sequence, at the 

point on the screen (usually the bottom) where you initiated the action. After a screen refresh or a move 

away from/back to the screen, the library will show in its proper order. This was done intentionally to give 
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you a visual cue that the item was created; triggering an immediate resort upon saving the item might hide 

it from view.  

 

 

9.5.2 Edit an Item Record 

 

To edit an existing item, click icon next to that entry in the table display: 

 

The item popup window appears, but with the data for that particular item: 
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Make the desired changes and click the Save button at the bottom. As noted in the section on adding items, 

required fields will be marked with an asterisk. If a required field does not have a value, the field will be 

outlined in red and the Save button will be grayed (disabled). You will not be able to save changes unless 

required fields have a value. 

You can also reach item records from the Cataloging Editor.  Click the Manage link next to items: 

 

This will take you to the Edit Items tab of the staff bib display; the same starting place as above. From that 

tab, select the item you want to edit and click the edit icon. 

If there are MARC holdings records attached, the display will be slightly different. You can also choose to 

link the items to a different holdings record with the Relink Items entry on the edit item icon: 

 

Note that if you choose Edit MFHD under top-level display you will be taken to the Cataloging Editor and 

into the serial holdings record. 
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9.5.3 Delete Item(s) 

 

If your login has permissions, you can delete an individual item by selecting Delete from the menu in the 

edit icon: 

 

You’ll get a popup screen asking you to confirm the deletion. 

 

You can also select multiple items for deletion. Under the top line’s icon there is an option to select all for 

deletion. If you only want certain ones, use the icon next to each item and choose Select for Deletion: 

 

That entry is highlighted in red in the items table, and you can select another item. 
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When you have selected all you want, click the Delete X (count) Items button. You can clear your selections 

with the Clear Selected Items button. 

 

9.5.3.1 Deleting Checked-Out Items 

 

It is possible (although not recommended) to delete an item that is checked out to someone. If you choose 

a checked-out item for deletion, you’ll get an extra popup window after the “are you sure” popup: 

 

If you choose to override and delete, the item will be deleted. It will be removed from the patron’s list of 

checkouts and added to the patron’s Lost Items tab. The patron will be charged any applicable replacement 

costs and surcharges. 

 

9.5.4 Item Session Defaults 

 

9.5.4.1 Defaults for Field Values 

 

Catalogers can set session defaults (and save them for future use) when creating multiple items with the 

same characteristics. A sample use case might be creating items for new book arrivals, or for pieces of a 
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monographic series, where all the settings are the same for each item except the barcode. In the Add Item 

screen, set the various fields to the desired values (and clear any fields unique to this item, such as barcode 

or perhaps call number). Then, at the bottom under Options, click Save Default Values. 

 

That opens a popup window where you can name your default set. 

 

Note that you can save this set for future sessions (check that box) or only have it available during your 

currently logged-in session. 

WARNING: If your site uses auto-generated barcodes, be sure to clear that field before saving your 

default set. Otherwise using the set will try to set the same barcode for all new items. 

The next item you create in the current session will retain those settings. Your saved set is available under 

the Options dropdown: 
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You could select another default set (like “book” in the above screenshot). You could also choose to clear 

the defaults from the current item, change the active default from the session to just the current item, or 

delete the default set. 

 

Saved default sets are tied to the user’s homebranch. Defaults set by one user will be visible to other staff 

from the same branch, but will not be visible to staff at other branches. 

 

9.5.4.2 Hidden Field Defaults 

 

Staff users can also opt to hide individual fields from item add or edit screens. These are saved as user 

preferences, so one user’s settings won’t affect another. At the bottom of the edit screen click the new Hide 

Fields button: 

 

A “hide” button appears next to any field that is not marked as required: 
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Clicking that button will hide that field – in this example, collection code: 

 

If you want to save that, click the red Save Hidden button at the bottom. You’ll see a popup confirming the 

save: 

 

You can log out and back in, and that field will still be hidden. If you want to restore the field to the screen, 

click the Show Fields button at the bottom: 

 

Note that this will update your user preferences, removing all the saved hidden settings. You will see the 

same “successfully updated” popup as above. 
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9.5.5 Item Status Settings 

 

The old Items tab has been renamed Item Statuses. This tab is where staff can set certain statuses, like Lost 

or Damaged. It also has links to some circulation history and settings for item attributes. NOTE: the setting 

for Withdrawn status has been removed from this screen; sites should enable it for display in the 

item edit screen (see Superlibrarian Guide section on Item Fields) and set Withdrawn status there as 

needed. 

You can get to the tab by clicking either the Status link or the barcode link in the item display: 

 

Or by selecting the Item Statuses option in the sidebar menu: 

 

Scroll down to the item you want to change.  The Edit This Item link will open that item in the editor screen.  

The Statuses section will let you change statuses. A new granular permission, editcatalogue.item.status, 

explicitly controls who is allowed to change status on an item. 
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For example, to mark the item damaged, use the pulldown to select the damaged status. You will see a brief 

clock icon as the system records the new status. 

 

When that is finished (only a second or two), the item shows as Damaged both on this tab and in the item 

display: 

 

The Item Status tab also shows brief circulation history for each item, including number of checkouts: 
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9.5.5.1 Custom Item Status 

 

The previous Item Attribute settings have been replaced by Custom Item Statuses. See the Superlibrarian 

Guide for configuration information. On the Item Statuses tab, one or more custom statuses can be applied 

to an individual item record: 

 

Select a policy and it will apply to the item. You can then apply another status if desired. 

 

The status shows in the item display in both staff and Discovery Layer view: 

 

A status can be removed manually by clicking the X next to it on the Item Statuses tab display. Depending 

on its configuration, a status may also be removed at item checkin or checkout. If specified in the setup, 

holds may be blocked while an item has the status. 

 

9.5.5.2 Reports to Find Items with Custom Statuses 
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Here are a couple of SQL reports to count and identify items which have custom statuses applied. This one 

gives a count of how many times a status is used: 

select name,count(*) from item_itemstatus join itemstatus on ( itemstatus.id = 

itemstatus_id) group by itemstatus_id order by name 

 

This one lists titles and items which have one or more statuses applied: 

select biblio.title, barcode,items.biblionumber, itemnumber, (select 

group_concat(name) from item_itemstatus join itemstatus on ( itemstatus.id = 

itemstatus_id) where item_id=items.itemnumber) as "itemstatus" from items join 

biblio on (items.biblionumber = biblio.biblionumber) where (select count(*) 

from item_itemstatus where item_id=itemnumber) > 0 order by title 

 

9.5.6 Moving Items to Another Title 

 

You can move an item from one title to another without deleting either title. First, copy the barcode of the 

item you want to move (items cannot be moved if they don’t have a barcode). On the record to which you 

want to move the item, go to the Edit Items tab. At the top, click the Edit button and choose Migrate Item. 

 

At the next screen, enter the barcode of the item to be moved and click the Migrate Item button: 

 

You’ll get a popup indicating success (or warning if there is a problem): 

 

The screen stays on this function and you can enter another barcode to be moved, if desired. When finished, 

go to the Normal or Edit Items tab to see the items: 
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9.5.7 GUIDE/UUID Item Fields 

 

Certain sites want to create a GUIDE/UUID unique identifier for each item. Provision has been made for 

this in subfields in the item record. If your site uses this, $S is the site ID code (based off a default entry in 

the authorized value GUIDE_SITE), and $i is the system-generated UUID.  If you leave those subfields 

blank, the system will auto-generate the values. You can also enter specific values for already-existing 

identifiers. 

By default, the display of the GUIDE/UUID is hidden in the staff and Discovery Layer bib display. See the 

Item Fields part of the Superlibrarian Guide for information on how to show or hide item fields. Most sites 

will not use this feature. 

 

 

9.6 Managing Authority Records 

 

Much of this was covered in the section on managing bibliographic records above. However, authority 

records can be searched, edited, and saved without going through the bibliographic record. NOTE: there 

are new granular permissions which allow finer control for who is allowed to view, edit, or delete authority 

records. The stage and commit permissions control creating an authority record, both through batch import 

and manually in the cataloging editor. 

 

9.6.1 Searching for Authority Records 

 

From the staff client, launch the Cataloging Editor.  From Starting Points, Find a record, select Authority 

Record.  
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A search window will appear; enter your search term and any options (type of authority, containing or 

starting with the search term). 

 

 

Search results will show in the window underneath the display of the search terms.  
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The above image shows a search for any author record with the main entry of “Shakespeare”. The search 

results display lists the heading, and shows how many titles in the system are using it. It also has a link to 

open the heading in the Cataloging Editor.   

A sort option will allow you to sort by several options, including the number of linked records, so that you 

can see the most-used entries in the search results: 

 

 

 

9.6.2 Creating Authority Records 

 

You can create a new authority record from scratch in the Cataloging Editor.  Create a new record from 

template, then, in the popup, choose MARC Authority from the first pulldown: 

 

In the second pulldown, select the type of authority to be created (personal name, subject, etc.): 

 

Then click the Create New button and an empty record will open in the Cataloging Editor. 
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Enter the needed data and save; the record will be available for linking to a bib record after a minute or two 

for indexing. 

 

9.6.3 Editing Authority Records 

 

When you open the link in the Cataloging Editor, the display is similar to editing a bib record.   Move the 

cursor to the field to be edited and type your desired text.   

 

 

At the top of the authority record itself information about this record shows in a summary box (yellow 

background for authority records). You’ll see the status, how many bibs use this authority, and whether 

changes need saving. 
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To edit the Leader (000) and the 008, click on the Leader008 tag.  The Cataloging editor opens up the 

Leader in an interactive box (shown below).  Clicking on any of the arrows to the right of each entry shows 

the full list of options for each spot in the Leader and 008.  

 

To append or delete a field or to add a new subfield, click on the arrow just to the left of the field to be 

edited; a list of options will display.  

 

To append or delete a subfield, click on the image just to the left of the subfield and a menu will display  

 

Changes can be saved by clicking on the SAVE option to the top righthand side of the Cataloging Editor; 

staff can save a record and have it remain open so that during the process of editing, they can save their 

work.    The system displays the last edit date and time. 

  

After saving, the reindexing and relinking of headings to all relevant bibs may take a few minutes as the 

indexing catches up. 
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9.6.4 Importing Authority Records 

 

Authority records are now imported through the same tool and in the same manner as bibliographic records. 

See that section above.   

Authorities must be imported as a separate file, not mixed in with bibliographic records.  Records to be 

imported must be in UTF8 format.  This format is established when exporting the authority records from 

the source.   Please check with the provider of your authority records if you have any questions on this step. 

After uploading the file, note that you MUST specify that the records are authority records: 

 

 

Making this selection removes the inappropriate item selection fields seen in the earlier bib import section 

and gives you options for authority imports. 

You can create matching rules for authority imports (see the Superlibrarian Training Guide) and use those 

matching rules to overlay existing brief or outdated records.  Available match points include the 035$a, the 

NACO, and the RCN (combination of 001 and 003 fields).  Use the Record Matching Rule pulldown to 

select an authority matching rule from those defined on the system: 
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Once you have selected your rule, set your options for (1) what to do if a match is found: 

 

And (2) what to do if no match is found: 

 

When you click the Stage for Import button, the system applies the matching rule against any authority 

records already in the database. If any are found, the count will reflect that. 
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Follow the link or go into Manage Staged Records to load the batch: 

 

As with bibliographic record batches, the screen will show the records and any matches. You can change 

the matching rule, or click Import Into Catalog to load the records. 

Once a batch of authority records has been imported, it can be reverted (unloaded), similar to reverting a 

batch of bibliographic records. Use the Undo Import Into Catalog button on the batch display page: 

 

However, please note: ANY AUTHORITY RECORD WHICH HAS BEEN LINKED TO A 

BIBLIOGRAPHIC RECORD WILL NOT BE REMOVED. The system will not report this as a 

problem. Users should be aware of that scenario. 

NOTE: The RCN (control) number is created from the authority record’s 001 and 003 fields. If either of 

those fields is missing, the authority importer will handle as follows: 

• If 003 exists and 001 is missing, then delete the 003. The RCN will be auto-generated. 
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• If 001 exists and 003 is missing, the 001 will be prefixed with (unknown) and copied to an 035. 

The RCN will be auto-generated. 

The cataloging editor will also follow the above. In addition, it will warn the user if the RCN will be changed 

AND it affects linked bibs. If there are no linked bibs, there is no warning for the RCN update. 

If you edit an authority record and change the RCN, you need to wait a few minutes for the indexer to 

process the change. Then reload the record (Record, Reload From Server) so that the screen correctly 

displays the number of linked bibs. 

 

9.6.5 Legacy Authority Search/Display 

 

Authority records can be searched and displayed from an older tool, the legacy Authorities feature. From 

the More menu or the staff home menu, select Authorities: 

 

 

This opens a masthead search box: 

 

The Default entry searches all authorities; you can also specify a type of record: 
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You can specify whether the term is the main heading or other options: 

 

The default sort is alphabetical; you can change it to reverse alphabetical or relevance (score). 

Searching a term brings up a list of records: 

 

This list tells you how many title records use the term; clicking that count will do a search for all the titles 

using the term. You can also merge or delete authorities from this list (below). Click on an entry to display 

the record: 
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If you click the Edit button here, the record will open in the cataloging editor. 

 

 

9.6.6 Merging Authority Records 

 

Two authority records can be merged together. All of the authorized fields on the linked bibs of the removed 

authority records are automatically linked to the surviving authority record and the $0 subfields RCN 

numbers are updated. From the staff home page or the More menu, click on Authorities. In the legacy tool, 

search for the authority term(s): 

 

Select the ones you want and click the Add Selected to Cart button: 
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The cart counter updates to show how many records were added.  Click the Show Authorities Cart button 

to continue. 

 

A new screen opens with your records listed.  Click the radio button next to the one you want to keep, and 

then click Merge Authorities. 

 

That heading will be kept and any bibs attached to the other heading will be transferred to the one you 

choose to keep.  The Cart window will close.  Back on the authorities search screen, you may need to wait 

a few minutes for the indexing to catch up with the changes. Then refresh your browser to see the results – 

the count of associated bibs should increase on the record you kept, and the other one should show zero.  

At this point, you can empty your borrower cart and delete the second record. 

 

 

 

9.6.7 Deleting Authority Records 

 

If an authority record is not linked to any biblio records, you can delete it through the old Authorities 

interface. From the staff home page or the More dropdown, click Authorities. Then search for your term. 

In the results list, if the term is not linked, there will be a Delete option: 
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You’ll get an “are you sure” popup to confirm. It may take a couple of minutes for the indexing to catch up 

and the term to drop out of searches. 

 

9.7 HotKeys 

 

See section 1.5 Hotkeys above. From within the Cataloging Editor, you can see hotkeys that are configured 

to streamline cataloging. Go to the gearbox icon and select Hotkeys, or use the hotkey forward slash ( / ).  

 

(Press the Escape key or click somewhere outside the date entry fields so that no field has focus. Then type 

a forward slash.) A popup window will show available shortcuts. If you open it within the Cataloging 

Editor, you’ll only see hotkeys that are specific to the Cataloging Editor. If a hotkey is not functional in 

your current location, it will be grayed out. 
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9.8 Batch Edit Items 

 

Previous versions of the code had multiple versions of a batch item editor. Those have been replaced with 

a single edit tool that includes options from each of the old ones. (NOTE: To use the tool itself requires the 

editcatalogue.item_list permission. That lets you manage item lists within the tool, but you can't actually 

do any batch operations unless you also have the editcatalogue.item.batch_update and/or 

editcatalogue.item.batch_delete permission.)  You should always try batch edits on the sandbox first, to be 

sure your settings are correct. 

The popup message notifications for Batch item delete complete and Batch item edit complete should be 

enabled in the staff Role or individual patron records. 

The new tool is designed to perform batch processing as a background job, using the same async process 

as reports do. It is possible to override that and perform edits in real time, but that it not advised. Background 

processing allows sites to perform edits on larger batches. Doing those edits in real time risks having the 

job and the browser time out. 

Open the new tool under Tools, Batch Item Editor. Any existing batches will show with their statuses. In 

this example, two lists have been processed (note the counts in the last column), while one has been defined 

but not yet processed: 
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9.8.1 Creating a Batch List 

 

Lists for batch item editing can be created in a number of ways. Click the New List button for options. 
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9.8.1.1 Enter Text 

 

The Enter Text option allows users to manually enter either item numbers (the default) or barcodes. You 

must give the batch a name, and then select either barcode or item number input. Then type or paste in a 

list of entries: 

 

You can use the Validate button to check your entries against records existing in the system. If an invalid 

entry is found, it will be removed from your list with no warning. 

Click Save to save your list. 

 

 

9.8.1.2 From Search 

 

This option allows you to create a batch based on a search. Give your batch a name and then enter search 

criteria. 
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First, use the Item Field pulldown to select the item field to search on. 

 

This example looks for items belonging to the WEST branch. Note that if you pick a field controlled by 

some kind of list (branch, item type, shelving location, etc.) you will choose your search value from a 

pulldown with those values. If your search field is free-text (such as call number or a notes field), you can 

type in a matching value. 
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When you have entered your terms, click Search. The batch will be created with all matching entries (see 

below for further options once you open the batch for processing). 

 

9.8.1.3 From SQL 

 

The From SQL option allows you to create an edit batch list based on a SQL report. Under Reports, structure 

a report with your search criteria, making sure that the first output field is itemnumber. For example: 

select itemnumber, barcode, biblio.title from items JOIN biblio on items.biblionumber = 

biblio.biblionumber WHERE itemtype = 'BK' order by biblio.title 

When you run the report and look at the output, one of the options will be Item List. Select that: 

 

A popup will tell you that a list has been created: 

 

Back under Tools, Batch Item Editor, you will see your report output in the list of existing batches, with 

the name of the report: 
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9.8.1.4 Upload 

 

The last option for creating an edit batch list is to upload a file. Click New List, Upload and you’ll get a 

popup asking for a filename: 

 

Browse your computer to find your upload file – note that you can use either item numbers (the default) or 

barcodes. Give your list a name. 
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Specify how you want invalid entries handled – either ignore them and continue processing, or stop 

processing at the first failure. 

 

9.8.2 Editing a List 

 

However you created your list, the next step is to open it and prepare for processing. Click on the name of 

a list from the main screen, and it opens that batch. You will see a list of items included in the batch: 

 

If your batch is OK as is, you don’t need to edit it; you could proceed to the next step (Process). However, 

you do have some options to change what items are in the list. 

You can add items to the list if desired. To do so, click the Edit List button. 

 

The two Edit options show you the items already in the list (ether barcodes or item numbers), and allow 

you to remove entries or add more manually: 
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Append Text is similar, except that you do not see the list of items already in the batch. 

Append Search and Append Upload allow you to either run a search or upload a file (as described above) 

to add more items to this batch. 

 

9.8.2.1 Using the Checkboxes 

 

If you don’t want a particular item to be included in the edit, click the checkbox next to it and then click 

the Delete Selected button at the top.  

You can also use the checkboxes to select only certain items from the list for processing. In this example, 

one item is selected: 

 

When you go into the Process screen (see below), the top of the screen will tell you how many items will 

be processed: 

 

 

9.8.3 Processing a List 

 

Once the contents of your batch are as you want them, you need to tell the tool what to do with the batch. 

Click the Process button to begin. You may either modify items or delete them. 
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9.8.3.1 Deleting Items 

 

If you want to delete items, specify your failsafes on the popup. For example, you do not want to delete an 

item that is currently checked out. Think about the other options, such as On Hold, Course Reserve, 

Subscription (linked to a serials subscription), Patron Lost (on a patron’s record as being lost), or otherwise 

lost, damaged, or withdrawn. 

 

At the bottom you have an option to also delete the title if the last item is deleted.  The “run as a batch job” 

option means the batch edit will run in the background. You should leave this checked, especially for large 

batches, so that your browser doesn’t time out during the processing. 

Save Settings will record your setup on this batch, so if you don’t want to process right away, you don’t 

have to redo your selections. 

When you are ready, click Process and a popup will display: 

 

When the batch has finished, you’ll see the status on the main page of the tool: 
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Once a list has been processed, the summary in the right-hand column (OK/Skip/Xcp/Dup) indicates the 

count for records that were processed okay, skipped due to a condition such as being checked out, not 

processed due 

 to error, or not processed due to being a duplicate. In this example, one record was processed and another 

was skipped. Clicking on the batch name displays details: 

 

In this case, one record was not deleted because it was checked out. 

You can click Download Report from this screen, or on the main page, you can click the checkbox beside 

the batch name, and then Download Report: 

 

You can download as a .csv or send it directly to Excel. The report will show the same information as the 

batch details screen above: 

 

 

9.8.3.2 Modifying Items 
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The other option for batch work is to modify items in the list. With the batch open, click Process and then 

choose Modify. That brings up a window with options. As with Delete, you can tell the system to skip items 

with specified statuses such as checked out or on hold. Also as with Delete, you want to keep the option to 

process in the background checked. 

The main part of this window is your selection of what and how to edit. 

 

Under Field, use the dropdown to select the item field you want to edit. Then the Action window specifies 

what you want to do, and the New Value is what you want to change. In this example, I’ve selected the 

staff note field and entered a new note. 

 

With the default action of Set To, this would add that note to every item in the batch. Note that there is a 

“Set If Empty” option – this would add the note to any record that did not have an entry in that field, but 

would not overwrite existing entries. You could also enter text to match and delete from the field, or set the 

field to null (empty). 

You can make several edits in one operation. Here, for example, I’m changing shelving location in addition 

to adding the note: 
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You can also set or clear a Custom Item Status with the tool. To remove an individual status, you must 

specify which status you want to remove. To remove all statuses, select Clear All Statuses: 

 

The Save Settings button will allow you to save the settings so far on this batch, if you aren’t yet ready to 

run the edits. (Settings are also saved when you process the batch.)  Click the Process button if you are 

ready to proceed. You’ll be notified when it finishes, and will see the status on the list details page: 

 

You will also see the status summary on the main page: 
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As with the Delete operation, you can also download a .csv or Excel report: 

 

Check the item records to verify the change: 

 

 

9.8.4 Monitoring Progress 

 

As with other background jobs (reports, batch edit rulesets), you can check the status of a batch item edit 

in your dashboard My Jobs screen: 

 

If a job seems to be hung up (“pending” or just not started after a reasonable amount of time), the async 

process might not be running. Open a helpdesk ticket asking to have it restarted. 
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9.9 Batch Edit Bib Records 

 

Batches of MARC records can be edited and fields or subfields can be added, removed, or modified. This 

is a very complex operation; be sure to practice on your sandbox and make sure your ruleset works 

absolutely correctly. Records to be edited are assembled in three ways: as a staged import batch (such as 

an OCLC upload), from a SQL report defining the titles to include, or from a Cart.  Rulesets can be created 

to add, edit, or remove MARC data. A ruleset can also be applied to the import of a digital object file (for 

full Bibliovation systems), allowing a title record to be created with certain data already specified. 

Access is controlled by the new batch_edit_marc (Batch edit staged MARC records) permission under the 

Tools group.  Another new permissions group under the Edit Catalogue group: 

bert -- Manage Batch Edit Ruleset templates 

    update -- Create/Update/Delete Batch Edit Ruleset templates 

 

is required to be able to create, edit, or delete rulesets. 

Be warned that there is no Undo feature – once an edit is triggered, it cannot be undone. 

The new Batch Edit feature applies rulesets to collections of bib records (import batches). A ruleset is a 

MARC record with additional metadata which controls how fields and subfields are to be modified. Note 

that a ruleset is not the same thing as a template, although there are some similarities. 

NOTE: the appearance changed and additional operations have been added; not all screenshots have been 

updated. 

 

9.9.1 Types of Actions Possible 

 

Batch Edit Rulesets provide the following operations on MARC fields (note that the list may change with 

new development). 

• Add a new MARC field, with provided subfields and values and (optional) indicators 

• Delete a MARC field (with optional indicator matching) 

• Replace a MARC field (i.e., if a match is found, change it, otherwise add a new one), with optional 

indicator specific matching 

• Set a default for a field (i.e., if a field is added only if it doesn't exist). 

• Copy From allows copying entries from one field to another 

• Swap With will swap the contents of two fields 

• Field Reference and Subfield Reference allow you to specify indicator and subfield settings to 

match 

• Subfield Specific Operations. In this case whenever a match is found to the field (and optional 

indicators), the subfields will be individually processed, with similar operations as above: 

o Add a new subfield 

o Delete a subfield 

o Replace a subfield 

o Set a default value for a subfield 

o Swap With allows swapping subfield values 
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o Regular Expression Substitution uses a regex to change values 

o Authval Control will filter subfields against an authorized value, removing non-authorized 

entries 

o Subfield References will append a new subfield with the contents of another field’s 

specified subfield 

o Subfield Ranges allow you to specify a range of subfields for action 

o Ref Table Lookup allows basing a change on an authorized value or table list (like item 

type) 

o Conditional will take the specified action based on some other value in the record (e.g., if 

XXX$x is THIS, set YYY$y to THAT) 

 

Each of these operations is represented by a different symbol:  

• plus for add 

• minus for delete 

• pencil in box 

• empty box for default 

• two sheets of paper for copy from 

• left and right arrows for swap with 

• wrench for subfield regex 

• padlock for authval control 

• two vertical lines for Ignore (applies to leader only) 

• crossing arrows for change to new value 

• lightning bolt for subfield references 

• bulleted list for subfield-specific (and then subfields will have their own symbols). 

 

Click on the symbol next to the field number to cycle through options.  The leader has only two different 

symbols and states: replace and ignore (pause symbol). In most cases you will want to set the leader to 

ignore so you do not overwrite the leader value of your records in your import batch. 

A brief note on indicators. For field delete, replace, and default-to, indicators appearing next to the tag 

specify the match conditions. Use a "*" (asterisk) to mean "match any indicator value". A space (blank) 

will match exactly that, and not a numeric value. For replace, a second set of indicators will appear so you 

can change the indicators if desired. 

No attempt is made to respect repeating vs nonrepeating field or subfield semantics. 

 

9.9.2 Create a Ruleset 

 

The first step is to create a ruleset within the Cataloging Editor. In the editor, either click on the link under 

Create a Batch Edit Ruleset, or go under Batch Editing and select From Template. 
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You have the option to create a ruleset either based on an existing MARC template, or from scratch.  Which 

you choose depends on what you want to do. For example, to create a ruleset to use as the basis for digital 

objects (full Bibliovation systems only), you would probably want to create from template so that all needed 

MARC fields are already present. To create a ruleset to add, edit, or delete data, you would want to create 

from scratch and add only the fields you want to modify. 

 

9.9.2.1 Create Ruleset from Template 

 

To create from template, select MARC bibliographic from the first pulldown, then select your desired 

template from the second. Give it a name and a description. 

 

Under Default Field Operation, you have choices for adding, deleting, or replacing, either at the field or 

subfield level.  This controls the default action in the ruleset; it doesn’t prevent you from setting one field 

for a different action. Select the action you’re most likely to use in this ruleset. 

 

Click Create New and the ruleset will open in the editor. 
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Since this is based off a template, various MARC fields are already present, and some are pre-filled with 

data.  For a ruleset, leave ONLY the fields you want to either create or modify; delete all other fields.  Edit 

the ruleset field data as needed. For any special characters, such as :, !, @, etc., you MUST escape the 

character – put a backslash before it. Otherwise the script won’t interpret it properly. For example, if 

you’re adding or editing an email address, you must enter that string formatted as 

myaddress\@mycompany.com 

At the top of the display are some tabs; click on the Show Instructions tab for help. 
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Read through the instructions to be sure you understand all the possible actions.  Add, delete, and replace 

will take that action on any matching MARC fields or subfields.  You can also add a field only if it does 
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not already exist. Change To allows matching on field and indicators to change the indicated values. For 

example, this template had an 072 with a second indicator of 7. In this change, any 072 with any indicator 

will be changed to match the new values. 

 

Click the Hide Instructions tab header to close the instructions and return to full screen. 

To change a field setting, click the icon immediately to the left of the field tag. If you started with Add 

Field as the default, it will be a plus sign (as in the above screenshots).  A dropdown menu shows you the 

options: 

 

You can also choose to make changes at the subfield level. On this example, the left-hand icon is first 

changed to Modify Subfields. Then an icon (defaulting to insert) appears at the subfield level, and any/all 

can be marked for deletion (or changes). 

 

At the top of the edit screen, a tab Show Rule Summaries will toggle on/off a descriptor line about what 

your ruleset will do. 
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For example, setting the above field to delete subfield a: 

 

Note that you can set the rule based on indicators – if you want your rule to apply to all indicators, use an 

asterisk in the indicator fields: 

 

To remove a field itself from your ruleset, use the familiar catalog editor down arrow field commands: 

 

When finished, save your ruleset. You can then apply it to batches (see later instructions). 

 

9.9.2.2 Create Ruleset from Scratch 

 

Creating from template is useful for applying to digital object loads (full Bibliovation systems only), or for 

doing major MARC edits to selected records.  To do a minor, specific change, you will want to create from 

scratch.  As above, create a new ruleset. This time, leave the first selection as No Template: 

 

Give it a name and description and click Create New. The ruleset opens in the editor with only a default 

leader (required). 
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Since a leader is required, but you may not want to overwrite existing leaders, change the symbol there to 

Ignore  

 

so that the system will ignore the ruleset leader. Then add the field and subfield(s) you want. Remember 

that you can turn on the Show Rule Summaries toggle to verify what the ruleset will do. 

 

Save the ruleset for later use. 

Note that if you are using subfield operations 

 

the batch edit will ONLY make changes on records which have the specified field(s). If one or both of the 

fields (with the swap or reference operations) don’t exist, the record will be skipped. 

• subfield add will add a new subfield 

• subfield delete will delete any matching subfield 

• subfield update/insert will update the field if not present, otherwise add the field 

• subfield default-to will add the subfield only if not present 

 

For example, this subfield reference will copy the first 260$c into the 264$c. 
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However, if the record does not have a 264 field, nothing will happen. You could change the subfield 

operator symbol for a Replace symbol: 

 

This would add a 264 if needed and copy the value into $c, or add a new $c to an existing 264. However, 

if the record already had a 264$c, it would not overwrite it – it would add a second $c. You may want to 

set up multiple rulesets – first one to create a 264 if needed, and then this one to copy the content. For 

example: 

 

This creates a 264 if needed. If one already exists, other subfields will not be removed, which would happen 

with the first example. 

Always test your rulesets on sandbox and make sure you understand what they do. Use a sample batch of 

records with a variety of fields and subfields. 

Here is an example of a ruleset to swap fields: 

 

This would swap the 510 with the first 500 field found. If the record does not have both a 510 and a 500, 

nothing will happen. 

This example will copy the 245 into a 510 field: 

 



Bibliovation User Manual Copyright © 2023- by   Page 384 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

This example will apply a regex to the 505$a. If the entry JWTEST is found, it will edit the subfield to read 

Jane Test instead: 

 

This example will check the contents of the 599$a against an authorized value named CATSTAT. If the 

entry is not found in the authval, it will be deleted. 

 

You can also use the Ref Lookup option to insert descriptions from an authval-linked field. For example, 

on this system the 590 is linked to an authval named DEPARTMENT. You can insert the description from 

that field into another field. Start with adding a field and subfield a. Then, on subfield a, right-click and 

select Append Ref Lookup: 

 

You can then delete the original $a and edit the ref lookup subfield: 

 

This will create a 990$a with the description of the authval stored in the 590. You must use the @ symbol 

and the name of the authval. Here is the bib record after the ruleset has been applied: 
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The conditional option allows an edit based on the presence of another field. For example, to add a note 

field based on the content of another field, start with an add subfield. Then, on subfield a, do an Append 

Conditional: 

 

Then delete the original $a so that the conditional is the first entry, and add your lookup. This example 

checks for the existence of a 336$a. If found, it inserts a 990$a: 

 

You can also check for the presence of specific text with a regex. This example looks for a particular string 

in the 500, and adds a 991$a if found: 

 

In these examples, the 990 or 991 will only be created if the condition is met. If the original $a entry had 

not been deleted, the field would have been created with that $a, and then the conditional statement would 

have been checked. 

You can add multiple conditionals on one line. The system will process them one at a time. If a conditional 

fails, processing stops. None of the remaining statements will be processed. 

Here are two more examples of a conditional change: 
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In the first, if the 336$a contains the string “text”, the ruleset will add a 991$a with a value of “match 

found”. If there is no matching 336$a, nothing happens. 

In the second, the system will add a 992 with $a of “foo”, $b of “bar”. Then, if there is a 993$a with any 

content, the ruleset will add a $c of “baz”. 

Here’s an example of a record after this ruleset was run: 

 

 

 

9.9.3 Editing or Deleting a Ruleset 

 

After a ruleset has been created, you can edit it under Batch Editing, Open, Batch Edit Ruleset: 

 

Select your ruleset from the list and click Open in Tab. Note that you can also delete existing rulesets from 

this screen. 
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Then make your changes and save the record. If you are editing an existing ruleset, an option will appear 

on the header row to allow you to save it as a new name: 

 

You can also just click the Save button at top to save under the same name. 

 

9.9.4 Applying Ruleset to Digital Object Load 

 

For Bibliovation sites, if the user has the batch_edit_marc permission, the option to select a ruleset will 

show on the digital object upload screen: 
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Select the ruleset and click Upload. As with other digital object uploads, the record must still be imported 

from Manage Staged Records. Once it is imported, the title record will include all fields/subfields specified 

in the ruleset: 

 

 

9.9.5 Applying Ruleset to Bibliographic Batch Load 

 

You can also apply a ruleset to an import batch of bibliographic records while it is staged; you can’t apply 

to a batch that has already been imported.  If you have the batch_edit_marc permission, you will see a new 

option under the Tools menu for MARC Import Batch Edit: 
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In that tool, you’ll see a list of batches. 

 

Batches which can be edited show in red and have a Batch Edit button next to them. Click that button and 

use the first pulldown on the popup window to select a ruleset. 

 

Then click Start.  Note that the new Tools group granular permission 
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async_jobs Manage asynchronous (batch) jobs 

is required to be able to run background jobs. Background processing is always preferable, but for smaller 

batches you could choose Execute Immediately: 

 

You’ll get a popup if the job was successful: 

 

If background processing is available and selected, the edit runs in the background (strongly recommended 

for large batches): 

 

There are new messaging options for batch job processing (Job Finished, Job Failed, Job Timed Out). 

Depending on your selections, you may be notified, or you may check status under your account in the new 

My Batch Jobs tab. In these screenshots, a popup (above) says the job has finished. The dashboard My 

Messages status column also shows that it is done. 

 

 

9.9.5.1 Applying Multiple Rulesets 

 

It is possible to apply more than one template in a batch edit; the changes will be made sequentially. To do 

so, on the batch edit screen, click the plus sign next to the Template pulldown label. That adds another field. 

Select the ruleset(s) you want to add: 
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Then process the edit. 

 

9.9.6 Creating a Batch from a SQL Report 

 

The above section describes how to apply a batch edit ruleset to a newly-staged batch. You may also edit 

records already in the catalog. You will need to be able to identify them with a SQL query.  Build your 

query, and as the first field select the record’s biblionumber. For example, to edit all titles where an item 

belongs to the EAST branch: 

select biblio.biblionumber, biblio.title, biblio.author, items.barcode from items JOIN biblio on 

(items.biblionumber = biblio.biblionumber) where homebranch = 'EAST' 

Run the query to validate the results.  If the first column in the report is biblionumber, you will now have a 

new export option: 

 

Exporting as Biblio Record Batch gathers the records identified in this query and places them as a batch 

ready for a batch edit operation. The report screen gives you the batch number: 

 

Since this approach edits every record identified by the SQL command, you will need to be very precise in 

your report structure.  Look at the report output and verify that you do want to edit every title. 

 



Bibliovation User Manual Copyright © 2023- by   Page 392 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

9.9.7 Creating a Batch from the Cart 

 

It may be difficult to create a SQL query to exactly define the records you want to edit. If so, you can also 

assemble an edit batch in the Cart.  Search the catalog, add records to the cart, and continue 

searching/adding until you have all of them assembled.  Then, in the Cart, you’ll see a new option, Edit as 

Batch. Click that, and the system will create a batch for editing: 

 

 

9.9.8 Editing from SQL Report or Cart 

 

After creating a batch from either a SQL report or from the Cart, go into Tools, MARC Import Batch Edit 

and check the list. Note that your records are assembled as a batch and labeled “From active catalog” – if 

you created from a report, it shows the report ID number. If you created from the Cart, it says “from cart” 

instead. 

 

In either case, as above, click the Batch Edit button, select your ruleset, and execute it. 
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When you are notified that the batch edit is complete, go into Manage Staged Records for that batch number. 

 

9.9.9 Importing the Edited Batch 

 

No matter how you created the batch and made the edits, the final step for all batch edits is to import the 

records into (or back into) the catalog.  Go into Manage Staged Records and locate your batch.  You can 

verify your edit by looking at the MARC, before you bring the edited records into the catalog. Click on the 

title for any record in the batch, and check that fields were added or changed: 

 

If the edits are correct, click the Import Into Catalog button to complete the change. 
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For existing records, the import will overlay the old records with the edited records. Then open one of the 

records to verify your edit. 

 

 

9.9.10 Checking Status of a Ruleset Edit 

 

Any time you run a batch edit, you can check progress and results in the My Batch Jobs section of your 

account. Go to your Discovery Layer account screen, then select My Batch Jobs. (Depending on your 

messaging options, you may also get popups or entries in the My Messages tab.) You’ll see entries and 

current status for all of your batch jobs (reports, batch edits, etc.). 
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When a batch edit has finished, click on the “i” icon to view the output. This is an important step – you 

need to see if any records were skipped (usually because of bad characters in the MARC data). If that 

happens, the output will give the record numbers skipped: 

 

These correspond to the record numbers in the import batch: 

 

If the batch edit finished OK, the batch jobs entry will say so: 

 

 

9.9.11 Applying a Ruleset within the Cataloging Editor 

 

Staff with the appropriate granular permission (editcatalogue.bert.apply) can apply a ruleset to a record 

open in the cataloging editor. With your record open, go under Edit and choose Select Ruleset: 
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From the popup, select your ruleset: 

 

You have the option to run the change immediately (Manual) or as a background job (Automatic) – Manual 

is suggested in this scenario. 
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Once you’ve made your selection, you’ll see an option to apply in the upper right corner of the record 

display: 

 

Click the Apply button to run it. This particular example added a 500 field to the record, and the status has 

changed to indicate that you need to save the record: 

 

The ruleset selection stays in place during the cataloging session so you can move to another bib record and 

apply it again. You can change to a different ruleset either with the icon next to it on the display, or by 

going under Edit, Select Ruleset. 
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9.10 Identifying and Deleting Records Flagged as Deleted in the Leader 

 

An index has been added to identify records with the delete flag in the bib leader (d in position 5).  Do a 

keyword search for this string: 

record-status:d 

From the results list, you can select records to add to the Cart. 

 

If you have the appropriate permissions, you can delete those titles from within the cart. 
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9.11 Forcing Reindex of a Single Record 

 

Occasionally a record may not index properly for various reasons. Both staff and Discovery Layer view of 

a title will show when a record’s last-edited timestamp is out of sync with its last index time; this is visible 

only to staff users. 

 

Staff users with the editcatalogue.bib.reindex granular permission can force the record into the queue for 

an index update. From the view in the screenshot above, click the View Metadata button. 

To check or force a reindex, in the Discovery Layer view of the title click the View Record As button in 

the right-hand sidebar, then select Search Index Metadata: 

 

From either, a popup will show the Solr index data (primarily for system administrators) and the last 

timestamps. A button allows the user to index the record: 

 

Clicking the Index Now button updates the record: 
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If you close and reopen the popup, you’ll see that the index timestamp has been updated. Refresh your 

browser if needed to see changes on the screen. 

 

 

10. Label Printing 
 

Library staff may use third-party software for label printing or may use the built-in function. 

NOTE: The system will now remember settings by userid for layout, template, and last search index used 

to add records to a batch. Previous version system-wide settings for layout and template have been dropped; 

each user must select the desired settings on first use. Those settings are tied to that user's login and will be 

remembered next time. Other users can select and retain different settings as desired. In the search box for 

adding items to a batch, the system will also remember the index (keyword, title, acquisition date, etc.) last 

used by the login. There is also a new feature, "Only search for my records," which can limit the search to 

bibs created by that user. IMPORTANT: This depends on a table change and cannot be used to find bibs 

created before the version 6.0 upgrade where this feature was added. 

 

10.1 Label Initial Setup 

 

In order to use the Label function, it is necessary to set up two pieces of information: Templates and 

Layouts. Templates reflect the actual size of the label and paper you will be printing. Layouts contain the 

fields of data you want to print. Profiles define the printer settings; these settings are optional. 

 

10.1.1 Layouts 

 

Layouts designate the fields of data to be printed. From the main staff page, go to Tools, Label 

Home/Layouts. The first page that comes up will be the Set Active Layout window as shown below (your 

list of Layouts may have different entries). All users MUST select and save an active layout (click the radio 

button for Active and save). 
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TIP: Make sure to double check that your settings have been saved prior to proceeding. To do this, select, 

save the active layout button, click save, and then go back in to the layouts to confirm the save was 

successful. There are a number of preloaded label layouts loaded within the system. Check to see if one fits 

the labels your site uses, before setting up a new layout. 

In the example above, the “SPINE” layout shows a Print Type of “BIB”, which indicates it will print 

Bibliographic data. (Compare this with the Layouts above that show print types of BAR for printing 

barcodes.)  

Click Edit to change an existing Layout, or New Layout to create a new one. You will see the Edit Label 

Layout window: 

 

In the example above, the Layout Name is “SPINE”. This Layout was created to print spine labels on books. 

A typical spine label would display a call number and maybe a copy number. Barcode Type should always 

be set to Code 39. The Layout Type is set to “biblio only” because the call number of a book is bibliographic 

in nature, i.e. “biblio” data. Other choices are:  

• barcode only (for printing barcodes) 
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• biblio only (for printing bibliographic data such as call number, MARC fields like 250, 035, etc.) 

• barcode/biblio (for printing both the barcode and bibliographic data, with barcode being printed 

first) 

• biblio/barcode (for printing both the bibliographic data and barcode, with bibliographic data being 

printed first) 

• alternating labels (not in use) 

• csv output (not in use) 

 

Remember to specify biblio/barcode if you want to include both bib and item data (with bib data first). 

Using barcode/biblio will put the barcode first. 

There are two options for specifying data to print. Bibliographic Data to Print lets you select from certain 

predetermined fields. In this example, the label will print title, author, call number, and barcode, in that 

order.  If other fields are desired, click the up/down arrow next to the chosen field and chosen a numerical 

order in which to print it. 

 

The output would look like this: 

 

The other option is List Fields. You can include item fields by listing the field name, and/or MARC 

subfields by enclosing them in double quotation marks, like “035a” – you can also include free text as a 

label, by putting it in single quotes. Make sure you separate all entries with a comma. For example, 

including ‘Cloudtest Library’ in the string will print that text on the label: 

 

That will produce 
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Including “035a” will print that field on the label: 

 

The output will look like this: 

 

You can label a field by having a phrase in single quotes before the field in double quotes.  Here’s a complex 

example – in the list fields: 

'Call Number: ', itemcallnumber, 'Series ID: ', "246a", 'Copy #: ', copynumber, location, barcode 

Brought back this: 

 

Note that if the bib record does not have any matching data, a label will show anyway, like Series ID and 

Edition in the above example. 

You must explicitly list all desired subfields to pick up data. For example, "099a", "099b", “099c”, "099d" 

rather than just “099”. 

If you would like to switch between using “list fields” and “choose order of text fields”, clear the text listed 

in the “list fields” field prior to selecting “choose order of text fields”, and prior to saving. 

The remaining layout options have to do with formatting the label itself. 
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The Start printing from Label number box is typically set to 1 to begin printing with the first label in a set. 

Draw Guide Boxes can be selected to give an indication of how the labels will line up on a sheet of label 

stock when printed. It is recommended to select this box and conduct a trial run of printing. Once the trial 

is complete and labels are successfully setup, the box should be de-selected. If you do not deselect draw 

guide boxes after testing, these lines will continue to print on your label sheets. 

Text Justification can be set to Left, Center or Right. You can select various font options (Time Roman, 

Courier, Helvetica and normal, bold, italic). (Note that font options can also be selected in the template; if 

there is a conflict, the setting in the layout will take precedence.) 

Split Call Numbers will depend on the type of label to be printed. Typically spine labels would be split 

using the LCCN or DDCN splitting routine.  Your library may choose “Do not use” if the data is to be 

printed horizontally. 

NOTE: Only the title and call number will split data across multiple lines. Other entries, such as copy 

number, will be truncated if the data is too wide for one line. 
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TIP:  When creating a new Layout and multiple staff (or libraries) will be using the Label interface, it is a 

good idea to give each layout a unique name, even when using the same types of labels.  For example:  

MJSPINE for “Mary Jane’s spine layout”. 

 

10.1.2 Templates 

 

Templates define the paper and dimensions of the label stock. All users MUST set and save an active 

template (click the radio button for Active and save). 

 

Create a New Template or edit an existing one to match the label stock you will be using. It will be helpful 

to have a ruler and the actual label stock in front of you. Note the forms will look different, depending on 
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whether you are creating a NEW template or editing an existing one.  The new template form displays as 

below: 

 

Assign a Template Code and complete the fields to match your label stock. Pay particular attention to the 

Label Width and Label Height.  Units allow the choice of Inches, Centimeters, Millimeters or Postscript 

Points. (TIP: Some libraries find more success using Millimeters or Centimeters.) 

TIP: Make sure to double check that your settings have been saved prior to proceeding. To do this, select, 

save an active template, and then go back in to the template to confirm the save was successful. 

The Edit Template displays as shown below: 

 

TIP:  When multiple staff (or libraries) will be using the Label interface, it is a good idea to give each 

template a unique name, even when using the same types of labels.  For example:  MIDAVERY5460 for 

Midtown Branch Avery 5460 labels. 

There is also an option to select a font in the template. Note that font options can also be selected in the 

layout; if there is a conflict, the setting in the layout will take precedence. 
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10.1.3 Profiles 

 

The Profile names the specific printer to be used in printing of labels. The profile can be named whatever 

you like – the actual name of the printer, or a generic “default”.  Each standalone printer where you send 

labels will need to be defined. For example: if technical services share a printer with circulation or IT or a 

second department, you will define that shared printer. If labels are being printed in both technical services 

and circulation on two different printers, both printers will need to be defined.   

NOTE: Profile is not required; however, some libraries experience printer “creep” during large 

batch printing. In these cases, editing the Printer Profile can prove helpful.  

 

 

10.2 Adding Items to a Batch 

 

Labels can be printed individually or in batch mode. Both options are available under Tools, Labels: 

 

 

10.2.1 Quick Spine Label 

 

If enabled, the Quick Spine Label Creator allows entry of a barcode to generate one label, based on 

configuration from system preferences. 
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10.2.2 Label Batch – Searching for Items 

 

You have three options for adding items to a label batch. The first two are at the top of the Add Items to 

Batch screen: 

 

You can enter barcodes individually in the text box. When you are finished, click the Add Item(s) to Batch 

button to add those items into a new or existing batch: 

 

You can also upload a file of barcodes. Click the Browse button and locate your file: 

 

Again, be sure to click the Add Item(s) to Batch button to actually put these items into the current batch. 

The third option is to search for items. Click the Add item(s) to Batch button to do so. The pulldown allows 

you to select the type of search (title, call number, subject, barcode, etc.). The system will remember the 

type of search you last used. 
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The option “Only Search for My Records” allows you to find bib records (not item records) created by you. 

Select your index and enter your search term. 

Alternatively, date ranges can be used to find all items cataloged during a specified period: 

 

After retrieving a set of results, manually check each item from your results, or click the Select All option 

to select items to add to your batch.  Then click Add Checked and Done buttons to close the search window: 

 

Your batch should appear similar to the one below: 

 

 

10.3 Label Printing 

 

Click the Generate Labels for Batch button to print your batch. The system will print the labels in a format 

that is specified as Active in the Layout and Template settings.  You can see the Active Settings on the right 

of the Items to be Printed for Batch results. As noted above, the system will remember your settings from 

earlier sessions. 
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If you need to change the Active Settings, click Templates or Layouts and set Active Template or Layout, 

then return to the batch. 

When the Generate labels for Batch button is clicked, the system will export as a .pdf file, which can then 

be printed from a printer of your choice. Here is how a file might look: 

 

 

 

 

10.4 Quick Spine Label 

 

If the syspref SpineLabelAutoPrint is turned on, staff can print spine labels directly from the bib record’s 

item status tab. [NOTE: This is a change from earlier versions, where the link appeared in the item holdings 

table.]  

In the item status tab, click the Print Spine Label link next to the item you want: 
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That opens a separate browser window with some limited formatting options: 

 

You would primarily use this to specify the layout you want to use, such as your spine label layout: 

 

Then click View Spine label. You will get a new window with a label formatted according to the specified 

label layout: 
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The label can be printed and applied to the item; be sure to close this window when done. 

Note that the label layout being used needs to be configured with the List Fields option (rather than the 

Choose Order Of Text Fields to Print option): 

 

You can print a quick spine label for items without barcodes if needed. 

 

 

11. Exporting Bibs and Items 
 

Staff with permissions can export some or all bibliographic records.  (For large catalogs, this may need to 

be done in groups to avoid browser timeout.)  Under Tools, select Export Bibliographic/Holdings. 
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On the setup screen, there are three tabs with options. On the first tab, you can limit your export by 

biblionumber or range, branch, item type, call number range, accession date.  You can also choose not to 

export item records or certain fields.  Your file format options are MARC, XML, or Dublin Core.  Make 

your selections and click Export, then save the output file to your computer. 

The other two tabs are import batch and saved search. You can look in MARC Import-Manage Staged to 

get the batch number of a record set imported in the past. You can then export that batch. A new option 

allows exporting a batch that was staged but not imported; that will only work for batches staged after 

the version (6.0) where that option was added. 

You can also use a saved bibliographic record search (see Saved Searches under the Searching section 

above). 

For example, to export from a saved search: 

 

From a batch import: 
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From multiple specified biblionumbers: 

 

 

NOTE: If you choose to limit the export to only one library’s holdings, your branch login must match the 

library you select from the dropdown. Use Set Location to change your branch setting if necessary to match 

the branch you want to export. 

 

 

12. Digital Object Handling (Bibliovation Systems Only) 
 

For sites using the full Bibliovation system, digital objects can be uploaded as well as MARC records. 

Records can be uploaded as new titles, or attached to existing titles. Note: The system will record the 

borrowernumber of the user who added a digital object in the 856$x of the stub MARC record 
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created at ingest. (This is a change from earlier versions which placed the borrowernumber in a 598 

field. Older data will not be updated but new loads will use the 856$x.) 

 

12.1 Uploading as New Titles 

 

12.1.1 Uploading (Staging) 

 

In staff mode, digital objects are uploaded through More, Add Digital Content: 

 

You can also allow your users to upload digital objects from the Discovery Layer.  The easiest way is to 

assign the DLSO permissions to the Role record associated with that patron category (see the Roles and 

Granular Permissions sections above).  Then, in the Discovery Layer, to add a digital object, click on Add 

Content from the masthead.  

 

Either the staff or patron link opens a screen with options: 
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If your site is using cataloging access control, the user must select a cataloging source from the pulldown.  

The user will only see entries for which he has permission (see the section on granular permissions earlier 

in the User Manual). If access control is not being used, that field will not show. 

Select Local and use the Choose File option to navigate to the object file.  (Server is only used for 

specialized cases where files have been uploaded separately to a holding directory on the server and the 

user wants to import them and create a bib record.) If your site uses the catalog source access control feature, 

select the collection from that pulldown. You will only see the collections for which you have permissions.  

You can apply a particular bibliographic template to the import, so that the skeleton record created for your 

digital object has certain predefined fields: 
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Whatever is defined as a default field in the template will be added when the object is loaded: 

 

 

If desired (this can be site-specific), choose the desired Metadata Schema from the list provided in the drop 

down menu.  If you choose a Metadata Scheme, fill out additional information required: 
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For some fields, you can add more than one entry; click the + sign to display an additional data entry field.  

By default, the system will check to see if you are uploading a file that is a duplicate of an existing one; 

these uploads will be blocked. Uncheck that box if you need to upload the same file again. 

When you have finished, click the Upload button. You will ordinarily see a success popup; if there is a 

problem (such as a duplicate file), the popup will indicate that no file was uploaded: 

 

You can click on the View Log link in the popup to check the problem: 
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The log is also available through Tools, DLSO Log Viewer; you will need the log number of your upload. 

This is added as a note in the staged record entry, such as “DLSO ingest batch log ID 5721.” 

 

12.1.2 Importing 

 

Patrons may be permitted to upload digital objects, but only library staff users can complete the import.  

The digital object is visible and manageable from the Manage Staged MARC Records area (under Tools) 

and can be imported into the system from there. 

 

Click on the batch/filename to open the batch. You can then complete the import: 
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The system will load the object and will create a minimal MARC record with the title being the object’s 

filename.  Staff can then edit that record to something more appropriate. 

 

 

12.1.3 Viewing Objects by UUID 

 

If a user knows the UUID but can’t find a MARC record with that digital object attached, the UUID Lookup 

tool can pull up the digital object.  This may be helpful in finding the original document if the import rejects 

an upload as a duplicate. Under Tools, UUID Lookup, enter the UUID (stored in the 856$b): 
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That opens a new window with the same view as the user would see in the DLSO object viewer from the 

Discovery Layer. If the object is attached to a MARC record, the MARC tab will show the bibliographic 

data. 

 

12.2 Attaching to Existing Title in Discovery Layer View 

 

With appropriate permissions (see the section on permissions required for digital objects), users can attach 

a new digital object to an existing title.  If the option is available, the Discovery Layer view will show an 

Upload button in the digital objects section of the title display screen: 

 

Click that button and you will get a similar upload popup screen to that used in new title importing. Select 

your file and other options, and click Upload: 

 

If the upload was successful, you will get a popup message with a link to the log file: 

 

The new digital object will be available on the title record almost immediately (it may take a few moments 

for the thumbnail image to be generated): 
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12.3 Attaching to an Existing Record in the Cataloging Editor 

 

Digital objects can now be attached to titles as they are being worked on in the Cataloging Editor. With the 

record open, click the plus sign next to the DLSO count line at the top: 

 

The same popup window as above allows you to select a file to attach. Click the Upload button and the 

digital object will be attached to the title. You must then save the title from the editor screen. 

Note that you cannot attach an object to a record that hasn’t been saved yet. If you do, you’ll get a warning: 

 

However, you can attach digital objects to records that are staged to the reservoir. 
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12.4 Linking to a Digital Object Uploaded Separately 

 

For sites processing large batches of digital objects, the most efficient workflow may be to copy the files 

to the server separately (outside the DLS client), creating the bib records later. A search feature has been 

added to the cataloging editor allowing lookup by image file name. The file name can be entered in the 

099$a or typed manually. In the editor, click the magnifying glass (search) icon at the top: 

 

In this example, there is a file name in the 099$a, so the search box populates with that name: 

 

Users can also type in a file name, either a complete name or the start of one – note that the search is case-

sensitive. You must enter the full/partial file name exactly as it was created.  Either way, clicking the Search 

button looks for the file. The search is by prefix – the file ending (.jpg, .pdf, etc.) can be omitted. If one or 

more matching files is found, the system comes back with a “found” message.   
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You can hover over the thumbnail icon to identify the desired record: 

 

Check the Link box next to the desired file, and click OK to complete the process of adding the digital 

object to the bib record. Make sure you save the bib record when finished. 

Note that if there are multiple 099$a entries, the search box will only pick up the first occurrence. You will 

have to manually enter other filenames in the search box. 

 

12.5 Thumbnail View in Cataloging Editor 

 

Titles with digital objects attached will show an icon next to the UUID (856$b) in the cataloging editor. 

Hovering over or clicking on that icon will pop up a thumbnail view of the object: 
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If you click on the thumbnail, it will open the digital object in the same popup viewer window used 

elsewhere (from the results list or the title display). 

 

 

12.6 Removing a Digital Object From a Title 

 

With the appropriate permission, a user can remove a digital object from a title. In the Discovery Layer 

view, a Delete button will be visible. Select the object(s) to be deleted: 

 

When you click the Delete button, you’ll get a confirmation popup: 
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Note that you must actually type the word Delete into the box, before clicking the Delete button: 

 

After clicking the Delete button, you’ll see a popup confirming the deletion, and the object will no longer 

be available on the title display: 

 

The 856 field associated with the digital object will be removed from the MARC record, and the image 

itself will be deleted from the database. 

 

12.7 OCR Capability 

 

There are two ways to OCR files that are not already full-text searchable: applying to existing digital objects 

and applying when the file is uploaded. 
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12.7.1 OCR on Ingest 

 

Any file that has recognizable text can be OCR’d. This is not limited to text-type documents such as .pdfs 

– here is an example using an image file. This is a .jpg: 

 

The file can be uploaded as any other digital object (see that section), but on the upload screen, check the 

new option to OCR the document: 

 

After you have imported the file in Manage Staged Imports, and it has indexed, the text string from the 

image will be searchable, although that text does not appear in the MARC record: 
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12.7.2 OCR Existing Digital Object 

 

If a digital object has already been loaded and is not full-text searchable, you can apply OCR to it. In this 

example, a .pdf file was created without OCR, so its contents are not searchable. Open the file in the digital 

object viewer and click the Run OCR button at the top right: 

 

The button changes to show that the digital object is queued up for processing: 
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After it has finished processing and indexing (normally only a few minutes), text within the document 

becomes searchable: 

 

 

12.8 Display Text 

 

As mentioned in the section on displaying digital objects, the Discovery Layer view shows the file type or 

file name. If there are multiple objects attached, and the names are lengthy, the truncated display makes it 

hard to tell them apart. A display name can be entered in the catalog record’s 856$y. The display will show 

that instead of the filename: 
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That same entry is used as alt text for screenreader software. 

 

12.9 Displaying Large Numbers of Digital Objects 

 

If a title has a large number of digital objects attached, the page will be very slow to load because of the 

need to retrieve and display information and thumbnails for each object.  By default, the system will now 

only show the first five objects attached. The display will give a count for the total number of objects 

attached, with buttons to show either the next five or all the remaining items: 

 

Users can then opt to display some/all the remaining objects. 

 

 

13. Acquisitions 
 

The Acquisitions module uses a separate database; it must be configured on your system. To use 

Acquisitions, select the More pull-down menu on the main screen and then select Acquisitions (or simply 

click Acquisitions on the main menu): 
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Any material that a vendor offers for sale can be ordered through Acquisitions. Each order created will 

consist of a Purchase Order and one or more Purchase Order Lines with one or more Copies.  

Purchase Orders (also called POs) record the vendor account and purchase order number, as well as 

optionally the order type. 

Purchase Order Lines (also called POLs) store the bibliographic record data associated with a title you 

are ordering.  

Copies store the location information and are used to Receive the material as well as to create an Item 

record in the catalog. 

You will usually work with orders and invoices, but note that as you move between various options the 

system opens new tabs at the top: 

 

If you find this confusing, close the tabs as you finish with them to simplify your display. Many sites find 

it helpful to switch between tabs as needed. 

Other parts of the screen are standard throughout the various tabs. The lefthand sidebar, or Dashboard, 

contains the menu links. The top of the righthand side contains buttons and links appropriate to that module. 

 

The bottom of the screen usually has download and print icons; others may show depending on what screen 

you’re on. 

TIP: To edit any particular entry, you can select it and click the Edit button on that screen, or simply double-

click it. Either will open the edit screen. 

Note that many screens (funds, purchase orders, etc.) give you an icon at upper right in the table where you 

can control the column fields displayed. At the bottom, you can print or export data from any grid display. 

If you see up/down arrows in the column headers, you can sort the data by that field. You can resize columns 

by dragging the column separator. Your screen changes should save and be in place the next time you open 

acquisitions. 
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Note that many actions, such as clicking on a bib link in an order, will open a new browser window. Keep 

an eye on where you are and close extra windows after use to avoid confusion. 

 

 

13.1 Setting up Acquisitions 

 

The installation must be configured at the system level, and under Home, Administration, Global System 

Preferences, Acquisitions, the GetItAcquisitions syspref must be turned on.  Permissions to acquisitions are 

set according to the user’s Role or individual staff permissions. See that section of the User Manual for 

more information on creating Patrons and assigning Roles. The rest of the configuration is done within the 

Acquisitions module itself; go into Acquisitions and use the menu links there. 

Before staff can use the acquisitions module, you should configure vendors, funds, locations (mapping for 

items/copies), and templates (setting up common settings for items/copies and funding).  You can create 

some of these on the fly while you’re working, but it’s better to set up your most frequently-used 

configurations first. Use the links in the left sidebar menu. 

You should also work through the options under the Configuration section of the sidebar menu to see what 

else you want to set as a default. Not everything visible under Configuration needs to be touched or changed; 

focus on the areas described in the manual. 
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13.1.1 Setting up Vendors 

 

Before creating Purchase Orders for the first time, you should set up vendors and funds. [Note: you can 

now create a new vendor from the purchase order, but it’s better to have them configured in advance, so 

that all the needed information is available.]  A vendor is a top-level parent record that contains one or more 

vendor accounts. A vendor account represents a business relationship between your organization and a 

vendor. Each vendor account has one or more addresses. Each address can be assigned one or more address 

uses, such as Order, Payment, Returns, Claims, or All. This specifies when in the ordering cycle the system 

will assign the address.  

You can set up more than one vendor account per vendor. This allows you to assign different account 

numbers, discounts, order types and addresses depending on the vendor account. It also helps you organize 

your business relationships with a single vendor so you can view all accounts with a given Vendor at once. 

For example, you may need one account for standing orders, another for serials, and another for regular 

book orders. 

From the left-hand menu, Click Vendors, then click New to create a new vendor: 

 

To save time, you can enter a new Vendor, Vendor Account and Address with associated uses via a single 

form. As a result, the form has three distinct color-coded sections: Vendor Details, Vendor Account Details, 

and Vendor Addresses (see sections below). 

Fill out as much info as you have; email address under the address section is required to be able to send 

messages to the vendor. 

Required fields are outlined in red, and you won’t be able to save until you enter data in those fields. Be 

sure to click the Save button when finished. 

 

13.1.1.1 Vendor Details 

 

This is the top-level record.  
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Enter the vendor name and a code for system use. Use the pulldowns to select rank, status, order type, 

preferred order method, and currency.  Any settings here will be inherited by the rest of the vendor account 

setup, so make this as broad as possible, especially with regard to order type. If you set it to only allow 

standing orders, for example, you won’t be able to use this vendor for other purchases. We recommend 

leaving it blank, or selecting BLANK/ANY from the pulldown. 

NOTE: Of the various order types in the pulldown, only Standing Order has a meaning that affects 

functionality (see that section later). The other order types (Firm, Gift, Membership, etc.) are provided as a 

means of tracking, if your site wants that level of reporting. 

 

13.1.1.2 Vendor Account Details 

 

You can have more than one account per vendor; if you need to track different types of orders separately, 

create separate accounts. 
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The Vendor Account Name (mandatory) is the account name your vendor uses for your orders. The account 

name can identify accounts for standing orders, personal orders, media, books, or others. When you create 

a purchase order, the vendor account name is the first piece of information the system requires. When you 

name your accounts, be sure to make them as unique as possible. Examples: B&T Continuations, YBP 

Approval Plan, ALA Blanket order, etc. 

The Vendor Account Code (mandatory) can be used to quickly find a vendor record when creating a new 

order.  

The Vendor Account Number (optional) is usually assigned by the vendor. It is not required; if you don’t 

have one, you can leave it blank. 

The Internal Account Number (optional) is the designation for this Vendor Account used in your local 

accounting system.  It is not required; if you don’t have one, you can leave it blank. 

Use the pulldowns to select status and order type (you can leave blank for any type of order, or select a 

specific type). If you have a contracted discount with this vendor, place the Discount percentage in this 

field.  

 

13.1.1.3 Vendor Address 

 

The third section of the initial setup screen is vendor address.  Fill out as much information as you need to 

place orders or contact the vendor. If you normally order through the vendor’s own web site (as with 

Amazon) you may not need much detail here. You need to add an email address (it’s required) even if the 

vendor prefers regular mail, so that the system can send messages. Be sure to tell the system whether the 

address type is email, postal, or phone, and what to use the address for. 

 

 

13.1.1.4 Editing Vendor/Adding New Account 
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Once you have created a vendor, you can edit it by clicking on the vendor to select it from the list, and 

clicking the Edit button: 

 

You can change top-level vendor details, edit an account, or add another account: 

 

NOTE: There are now search options at the top, to find all the orders etc. associated with this vendor. 

Adding a new account is easy; click the New button under the Accounts section, and fill in the new 

information: 

 

Save it, and both accounts are then available for use: 
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13.1.1.5 Setting Up EDI 

 

[NOTE: EDI setup has been moved from a separate menu configuration entry in earlier versions to under 

the vendor account section.] 

EDI (electronic transmission of order data) is enabled on new installations. However, there is a cron job 

that must be enabled at system level, so open a Support Center ticket if you want to start using EDI. You 

will need to get setup information from your vendor. Then, to configure a vendor for EDI, edit a vendor: 

 

Then select and edit a particular vendor account: 

 

Under that account, select the EDI Targets tab, and the click New to create a target: 

 

On the popup window, enter the information you get from your vendor. Fields outlined in red are required: 
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The form fields are: 

• EDI Target Type – this should be set to X12 4010 Standard (or X12 4010 with Enhanced Ordering 

for enriched EDI). 

• Vendor SAN – the vendor's SAN 

• Local SAN – This is the library's SAN (or a vendor-assigned SAN which is used for testing) 

• Local SAN suffix – the SAN suffix, if assigned 

• Alt N104 Customer No – Most vendors require the purchaser's SAN in the N104 field of an N1 

record in purchase orders. These are identified with a '15' in the N103 (identification code 

qualifier).  Other vendors, however, request an alternative customer number in the N104, qualified 

with a '91' in the N103.  Fill in this field to enable this alternative behavior. 

• Orders FTP Details – the authentication and related configuration for outgoing orders (type 850 

documents), including 

o FTP Host – the FTP hostname  

o Username, Password – authentication information 

o Path – the directory where outgoing orders are to be placed 

o File Extension – the extension to be used on order files.  Some vendors have specific 

requirements for file extensions 

o Secure – Secure FTP ordering is currently unimplemented 
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• Order Acknowledgments FTP Details – configuration pertaining to incoming acknowledgments 

(type 855 documents).   

• Invoices FTP Details – invoices config.  Most vendors place acknowledgments and invoices in 

the same location, often in the same documents.  In this case, this section and the previous one will 

be identical. There is a Copy button to copy data between sections. 

NOTE:  The Alt N104 Customer No field should be left completely blank if the vendor wants a standard 

'15' qualifier in the N1 (i.e., most vendors). 

Ingram: Ingram shipto account number goes in the Alt N104 Account Number field 

 

13.1.1.6 Enriched EDI  

 

Enriched EDI is set by choosing X12 4010 with Enhanced Ordering in Target Type. To create the 

appropriate 850 file for enriched orders, the system will need to process the following information from a 

user-uploaded MARC file that is brought in via the upload function on creating a PO: 

Midwest: 

953 $D  quantity 

953 $E  Fund.Ledger 

953 $g  price (no dollar sign)  --  should be discounted price;  list price is in 020 $c 

953 $H vendor notes 

953 $J  GetIt Location code 

953 $x  staff notes 

 

Baker & Taylor: 

954 $d quantity 

954 $e Fund.Ledger 

954 $g price (no dollar sign)  --  should be discount price; list price is in 020 $c 

954 $h vendor notes 

954 $j GetIt location code 

954 $x staff notes 

 

Ingram Content Services: 

Use either 953 or 954; same subfields as above, and the files will be transferred to 952 

 

Explanation: 

954 if library uses CLS (Customized Library Services) 
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Acquisitions will receive 953/954 records and convert those into 952 records (this is an oversimplification; 

acquisitions communicates with the catalog using its own special XML format to create items, but they 

wind up being 952 tags in the MARC data that gets built). 

A 952 is meant to represent a single item.  Using it to represent multiple items (such as three books going 

to the same branch) means that someone could accidentally create item records that don't make any sense. 

The catalog will still see and use 952 tags, just as before; and when acquisitions sends a PO to the catalog, 

the catalog will construct 952s from its own item-level (i.e., PO line copy level) detail.  List price will map 

to catalog $v replacement price, and discounted price to $g normal purchase price. 

The 953 records are used by acquisitions to initially populate a PO with copies. If 953 $E contains just Fund 

(ie, not Fund.Ledger), then acquisitions will process it as the current Ledger.  Fund names should NOT 

include year, since year is in Ledger.  Fund name should be something like “DVD” not “DVD.2012”. 

 

13.1.1.7 Reprocess EDI Orders 

 

A new entry (EDI Transactions) under Developer Options will show all EDI orders. Orders which have 

been rejected can be reprocessed with the Reprocess by Search button. This will show the user exactly what 

went wrong with a rejected EDI doc. Reprocessing an already processed document is harmless.   

 

You can also reprocess an order from any EDI tab (under Purchase Orders, Invoices, Vendor Accounts, or 

EDI Targets). Select the EDI doc(s) to update, and click the Reprocess Selected button. 

 

13.1.1.8 Creating a Test EDI Message 

 

When viewing or editing a PO, there is a new View, Create Test EDI option that will create, but not send, 

an EDI transaction: 

 

Choosing that option will give a popup: 
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That test message will show on the EDI tab at the bottom of the PO screen: 

 

Double-clicking that line (or clicking the Details button) will show the test message: 

 

The purpose of creating the test message is to examine the data string. This can be useful in troubleshooting 

problems; it isn’t something to be done under normal circumstances. Do NOT click the Reprocess button 

from the EDI tab unless you want to send the message to the vendor for examination. You can copy the 

message text out of the popup and email that to the vendor rather than triggering their order process by 

sending the message. 

 

13.1.2 Setting up Funds 

 

The fund hierarchy can be as simple or as complex as you need. First think about your reporting 

requirements. Do you need to track all money spent by a certain department? All money spent on certain 

types of materials? How granular do you need your reports to be?  Then structure your hierarchy 

accordingly. 

TIP: It might be a helpful to map the fund hierarchy out on a piece of paper prior to entering them into the 

system.  

TIP: Make sure to create separate fund for vendor processing (shipping, vas, and tax) costs so material costs 

are reflected accurately. 
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13.1.2.1 Fiscal Period 

 

The highest level of the hierarchy is the fiscal period. This is the tracking period, usually the fiscal year for 

your organization (e.g., Jan 1-Dec 31, July 1-June 30, or Oct 1-Sept 30).  To create it, select Funds and then 

click New: 

 

Select fiscal period first, and in the popup window enter a name and date range.  Each fiscal period must 

have at least one ledger under it, so check the box to create an initial ledger. Click Save when finished. 

 

 

13.1.2.2 Ledgers 

 

It creates a default ledger with the same name as the fiscal period; click on the ledger name and then click 

the Edit button to change it. 

 

For this example, I am planning to group my expenditures by academic department, so the first ledger is 

for the English department.  Once you save from this screen, you can either create another fiscal period if 

needed, or create more ledgers. 

 

Click the Fiscal Period line and then New, Ledger: 
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You can add more ledgers later as needed. The ledger is the parent, or “checkbook” level. 

 

13.1.2.3 Summary, Controlling, Reporting Funds 

 

Under each ledger you need to create funds, which are where the money is actually allocated. There are 

three fund types: 

Summary Funds summarize the balances of all Controlling funds lower in the hierarchy. Summary is the 

top level. It is recommended that you only have one top-level root Summary Fund, though you may have 

as many subsidiary Summary Funds under it as needed. 

Controlling Funds reflect actual appropriations. The encumbered, expended and available balances of a 

Controlling fund will be calculated using all transactions that use a Controlling fund or any Reporting funds 

lower in the hierarchy.  

Reporting Funds are used when there is a need to track the expenditure of a Controlling Fund account at 

a more detailed level (for example, breaking out books or CDs within a general purchase fund). Reporting 

Fund accounts can not have funds allocated to them, but since they are linked to the Controlling Fund 

account which can accept the allocation, Reporting Fund accounts can be used when funding copy lines on 

a Purchase Order. When a Reporting Fund account is used on the 'Fund' line at the copy item level of a 

Purchase Order, the Controlling Fund account to which that Reporting Fund account is linked is 

encumbered for the cost of the copy. When reporting on the use of funds from the Controlling Fund account, 

if a Reporting Fund account was utilized, the report will show how detailed the Controlling Funds were 

used. They are not required, and not all sites use them. 

To create a new summary fund, click on the ledger name and then New, Summary Fund. Enter a descriptive 

name and code; make sure you use unique names that are easy to identify when you are working with 

purchase orders. 
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Some sites require an internal identifying code; if you don’t, you can leave that field blank. The dates will 

pick up the date range from the top-level fiscal period. You can enter a different date range if this fund will 

only be active for a short time. 

As you create summary funds, you will see that they show financial data fields with a zero balance: 

 

The actual money is allocated at the controlling fund level.  First, select one of your summary funds, and 

click New, Controlling Fund. Initial setup is similar to the summary fund: 

 

 

13.1.2.4 Allocating Money 

 

Create as many controlling funds as needed. Then, add money to the fund using a fund transaction. Fund 

transactions can add an initial allocation, adjust fund balances or transfer funds between controlling funds.  

 

Initial Allocation--used to assign initial funds to a Controlling Fund.  

Transfer--used to transfer funds from one Controlling Fund to another  

Fund Adjustment--used to adjust the allocation fund balance of a given Controlling Fund. 

WARNING: Once money is allocated to a fund, that fund cannot be deleted. The money could be 

transferred to another fund, but the original one must remain. 
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NOTE: A new notes field has been added to all the transaction screens, so you can enter any additional 

information desired about the transaction. If you try to remove money from an account (a negative entry), 

the notes field is required. 

 

13.1.2.4.1 Initial Allocation 

 

For this example, I will give the Archaeology fund an initial allocation of $10,000. 

 

Do NOT use commas or dollar signs. The only thing other than the actual figures should be a decimal sign, 

if needed (i.e., 100000.50). If you enter a comma in the string, like 100,000, the system will interpret that 

as $100. 

Once the allocation is saved, the fund shows as having $100,000 in the Appropriation and Cash Balance 

columns.  As you place orders and encumber funds, and receive items and pay for them, the balances in the 

various fields will change accordingly. 

 

Here is a sample fund hierarchy that has all three fund types. Remember that a Reporting fund must be 

under a Controlling fund, which must be under a Summary fund, which must be under a Ledger. Note that 

you can place multiple Controlling funds under the same Summary fund, or use separate Summary funds 

if desired. 
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13.1.2.4.2 Transfer 

 

When you want to move dollars from one fund to another, use the Transfer option.   It’s advisable to display 

your funds to see which fund will be the source for the transfer.   Click on your source fund, then click 

Transaction, Transfer.   

 

The popup shows the source fund you started from. Click on the Destination Fund dropdown to select your 

target fund. You can also click on the tree icon to bring up a separate window, if you want to navigate 

through several layers of fund display to be sure you have the correct one. Select the fund you want and the 

system will use it as the target. Then fill in the amount you want to transfer: 

 

After the transaction is completed, the Funds grid will automatically refresh. The totals for the source fund 

and the destination fund will be changed by the amount you entered. 
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13.1.2.4.3 Adjustment 

 

There may be times when you need to add money to a fund during the year – you’ve received extra funding, 

for example.  You will use the Transaction, Adjustment option to make these changes. Enter the dollar 

amount as a whole number. This will add money to the controlling fund. In this example, I’m adding 

$25,000 to the fund: 

 

After the changes, the summary funds show the new totals: 

 

If the screen doesn’t update right away (it normally does), close the Funds tab and then click on Funds again 

from the sidebar menu, or refresh your browser. 

 

13.1.2.4.4 Negative Allocations 

 

Proper accounting rules do not allow you to withdraw money from a fund once it’s been created. You can 

transfer money out of it, but you shouldn’t just delete money. However, there are certain scenarios where 

this is necessary. You can do a negative allocation, but you will be required to enter an explanatory note. 

The Save button will be grayed out until a note is entered. 
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13.1.2.4.4 Viewing Transactions 

 

For any fund, you can see individual transaction entries. Click on the fund to select it, then click View, 

Transactions: 

 

You’ll get a popup window with all transactions on that fund: 

 

Any notes entered for any transaction are visible when you view fund transactions: 
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13.1.3 Setting up Locations 

 

Locations designate where each ordered copy is expected to be housed after it has been received – the 

combination of branchcode, collection code, shelving location and item type. All of these come from the 

policies created under the main catalog Administration menu. When an item is received, these policies are 

entered in the new item record. 

Location mappings are used because defining frequently-used settings in advance reduces the number of 

fields that the acquisitions staff needs to enter at creation and receipt of a copy.  

For instance, you can map a single location field to a set of branch, collection, shelving location and item 

type fields, such as New Fiction or Biography. When a copy is received that has “Create item on receipt” 

enabled, the system will create an item for that copy and will use the mappings to fill default values for 

branch, collection, shelving location and item type fields. The defaults can be overridden, and other item 

data added, prior to saving the item.  

The Location and Location to Copy Field sections have now been merged, and you no longer need to create 

policies in advance (although it’s recommended). Use the Locations link in the Configuration toolbar to 

open the locations grid. Then click New and a popup window allows you to map order items to various 

branches, item types, and locations: 
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The lists for organization, shelving location, collection and item type fields are pulled into acquisitions from 

the administrative policies, so you can choose from an established list. Click New to create a new policy, 

then use the pulldowns in each field to select values. Select the values you want and save. 

WARNING: The acquisitions module loads item policies once when you launch the application, so if you 

alter your item fields you must refresh your browser session to pick up the new values.  

Create mappings for all your standard needs – any combination for which you buy material. Remember, 

you can add new mappings later when you are creating orderline copies. 

 

13.1.4 z39.50 Search Targets 

 

One of the ways to add purchase orders lines to a purchase order is From Search. The Search Targets area 

allows you to add z39.50 targets for retrieving bibliographic records to attach to purchase order lines.  The 

Search Target setup displays a grid with the host address, the port used for z39.50 searching, the database 

name, the library type, and the country. You can use the same targets and accounts that are set up in the 

main catalog Administration section, but you have to recreate them here – the main cataloging targets aren’t 

available to the acquisitions system. [NOTE: earlier versions of acquisitions were limited to three 

targets; that limitation has been removed but we recommend keeping the number of targets small 

since a search is sent to all defined targets simultaneously.] 

Many sites will configure their own catalog database as a target in acquisitions, so that new items can be 

added to an existing title record rather than creating duplicates. This requires some setup at the server level 

first; contact Support Center for more information. 

Here’s an example setup for Library of Congress: 

Library of Congress 

Host: lx2.loc.gov 

Port: 210 

Database:  LCDB 

 

Under the Configuration menu at left click on Search Targets, then New. Enter the connection information 

and a name (which shows in the search results list) and save: 

 
 

If you use a target that requires authentication, such as OCLC, enter your username and password in the 

Basic section. 
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The Advanced Settings section allows advanced users to alter the acquisitions mappings from CCL 

(Common Command Language) to z39.50 bib1 search parameters. It is recommended that only those 

familiar with CCL and z39.50 bib1 attempt to alter these settings.  

 

13.1.5 Templates 

 

Templates let you create shortcuts for ordering, combining locations and funding. For example, if your 

system has four branches and you normally buy one copy of a book for each branch (paying for each 

branch’s copy from a different fund), you can do that as a template and then apply it when creating the 

purchase order line. A template also lets you order multiple copies, even if they’re using the same funding 

and settings. 

From the sidebar menu, select Templates, then click the New button: 

 

Name is the only required field, but if you frequently have the same values for other fields such as price or 

Rush Order you can enter them. Save the template policy, then edit it and click New to create a new copy. 

You want to add a new one for each location mapping you want to use; be sure to check the Create on 

Receipt box to have the order create item records: 

 

Use the pulldowns to select from the Location policies you created earlier, and the default fund for this 

template. You can add multiple funds and allocate a percentage of the cost by clicking the plus sign next to 

the percent box. 
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If you don’t have a location policy for the settings you need, click the icon next to the Location pulldown. 

Another popup window will allow you to make individual entries for item fields: 

 

Be sure to save your settings. 

 

Add new copy entries for each copy you want, with different locations and funds as appropriate. Even if 

locations and funds are the same, each copy must have its own line in the template. 

 

See the section on creating orders for how to apply templates. 
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13.1.6 Acquisitions System Preferences 

 

Most system preferences should be left as delivered. You should fill in the Bill To and Ship To (if different 

from Bill To) addresses if you will be sending purchase orders to your vendor. Select System Preferences 

from the lefthand menu, select Bill To (or Ship To), and the click Edit: 

 

You also should check the Default Ship Via field (how materials should be shipped – mail, UPS, etc.). 

You should look at other settings, such as Create Item Records, Update Item Records, Update Bib Record 

options, and Match Bib on ISBN.  

Update Bib Record will overwrite an existing bib record with the new one, if the records match (usually on 

ISBN). Most sites do NOT want to overwrite their existing bib records; you should probably set this to No. 

 

With Create Item Records set to create a single on-order item, the system will create a dummy item record. 

Later, when the title is received, that dummy item will be replaced by item record(s) with the locations and 

item types you set. If you don’t specify a single item, the system will create item records for all copies being 

ordered on the title. Many sites prefer this instead. 

 

Without Update Item Records on, receiving the item won’t bring up a screen to allow you to edit item fields, 

even if you have “create item” turned on. 
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A new system preference, Default Create on Receipt, lets you set a default for the flag to create copies when 

you are adding items to your order. This should probably be set to Yes. 

 

You probably also want to turn on Match Bib on ISBN.  If it is on, any action to send the title to your 

catalog will check for duplicate entries on isbn, issn, ismn, ean13, and upc. Without it, acquisitions will 

simply create a new title record. 

 

If you want to create multiple copies for a title, Create Item Barcode needs to be set to create items with a 

GET##### barcode (a dummy barcode that can be changed later). Otherwise, for titles with multiple copies, 

it will only create a single copy. 

You should also check Location Assign Mode and Location Delete Mode. These sysprefs control what 

happens to items created with location policies if the policy is edited or deleted: 

 

A new system preference Default Search Type allows you to specify the default index for a z39.50 search 

from a Purchase Order: 
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There are four sysprefs that allow you to configure warnings and errors if a fund is low. See Fund Cash 

Balance Reject Threshold, Fund Error Threshold, Fund Free Balance Reject Threshold, and Fund Warning 

Threshold. You may want to configure these so that staff are alerted before placing an order. 

 

For sites that use catsources to control access to bib records (see the Superlibrarian Guide), there is a system 

preference to specify a default catsource. Enter the authval code, not the description. This is needed when 

sending bibs from acquisitions to the catalog. If your site doesn’t use catsources, ignore this one. 

 

 

13.1.7 User Permissions 

 

Access to various parts of the acquisitions system is controlled by granular permissions. These are set 

outside the acquisitions interface, through a Role or directly in the staff user’s patron account (see those 

sections in the manual).  Here are the permissions currently available: 
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The permissions are designed so that a junior staff person could create orders etc., but a senior staff person 

would review and approve.  You will need to think about your site’s needs to assign your permissions. 

 

13.2 Searching Within Acquisitions 

 

The acquisitions header has a resident global search area that allows quick searching of Orders, Invoices 

and Vendors.  

 

You can expand the search by clicking the plus sign.  

 

You can change the object you are searching by clicking the buttons at right. The fields listed in the 

advanced search panel will change depending on which area you have selected to search.  To activate the 

search, click the appropriate button at right. 

The right-hand side of the Orders and Invoices search area lets you add additional search parameters to 

search for specific entries.  

 

You can initiate a search at any time and results will display in a new tab without interrupting any other 

modules you have open.  

 

13.3 Creating a Purchase Order 

 

Purchase orders are the first action you will generally want to take after your setup is complete. You can 

create a new order or edit an existing one. Orders are color-coded by status (open - red, approved - orange, 

completed - blue): 
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Click Purchase Orders at left, then New to create a new order. The first step is to select a vendor from the 

pulldown. [NOTE: in a change from earlier versions, you can create a new vendor at this point if needed, 

instead of having to exit and create one separately. Just click the plus sign, enter the vendor information, 

and save it. It should then be available for use here.] 

 

 

Purchase Order Number can be entered or will be auto-assigned – unless your site or vendor requires a 

certain numbering scheme, allow the system to assign a number. 

The order is the top-level entry. Individual items are added to it by creating purchase order lines (POL).  

With the order open, click the New button. You can add order lines by Manual Entry, From Search of any 

z39.50 target, via Upload MARC, or by uploading a spreadsheet: 

 

When a title/copy is added to the purchase order, if it does not have a bibliographic record ID, the system 

will search the catalog for matches by ISBN or ISSN (if your system is configured for it). If matches are 

found for a title, a “Matches Found” link will be displayed in the Purchase Order Lines grid; clicking this 

link allows you to select a matching catalog record.  
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Click the bib number in the popup window to open a separate browser window for that title record, so you 

can see which one you want. Click on the line you want in the popup and then click Select to link the order 

to that title. 

Some sites configure their own catalog as a z39.50 target; when a title is added from a search against your 

own catalog, it will automatically include a linking bibliographic record ID. 

If you choose Send to Catalog after approving the PO, the new item will be added to the existing bib record: 

 

 

13.3.1 Manual Entry 

 

When you choose Manual Entry, the basic PO Line Entry Form will be displayed. Fill in as much 

information as you have available. The title and list price are required. If the vendor record has a standard 

discount, it will be applied. You could also enter a discount to apply to this item only. Any discount will be 

calculated and show in the discounted price field: 

 

Once you save the order line, you’ll get another data section to enter item information.  Click New to create 

a purchase order line. 
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13.3.2 Copies 

 

Your item order is not complete until you specify how many copies, a location mapping, and the funding 

source: 

 

Each copy you order for this purchase order line must have at least one copy entry.  

Use the pulldowns to select location and fund mapping. Be sure to click the Create On Receipt field. 

Expected Date is primarily used with EDI connections and doesn’t affect orders otherwise. If you don’t fill 

in a value, it will be blank. 

The location comes from the location mappings you created earlier. To buy more than one copy of a title, 

you must enter a separate order line for each one. Create separate copy lines for items going to different 

locations or being funded from different sources. You can use the location policies you’ve already created, 

or build a new one by clicking the icon next to the pulldown: 
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If you don’t want to create a new policy, but just use these settings in this copy, leave the name field blank 

and click OK. If you do want to create a new policy, fill in the name field. That opens an additional dialog 

box: 

 

Keep the full policy details means storing the new location in the copy as the combination of branch, shelf, 

collection, item type. Select the new policy shortcut means to store the policy name in the copy. If you store 

it as the policy, the copy settings would be updated if the location policy itself is changed later. 

 

Either way, it will save your settings as a new location policy, and they’ll be available for future use. 

 

13.3.3 Funding non-EDI 

 

Funding used to be a separate step; it’s now done on the copy screen. Select the appropriate fund from the 

pulldown (or use the tree icon to navigate to it). Then enter the amount to be charged to that fund. You can 
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split the cost between different funds by clicking the plus sign to add a new fund line – enter the amount 

charged to each fund. 

The top line of the edit screen and the orderline display are color-coded – green means the order line is fully 

funded, yellow or orange means you need to add the funding source: 

 

 

WARNING: You cannot approve the order and send to the vendor until all copies are fully funded.  

 

13.3.4 Funding EDI 

 

EDI orders will automatically be funded based on the mapping preferences set up within the acquisitions 

module and vendor’s mapping settings. 

 

13.3.5 Apply Item Template 

 

If you have created an item template for ordering and funding multiple copies, you can apply it once you’ve 

created the order itself. After the title is entered, at the top click the Apply Item Template button: 
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From the popup, click on your template and then click the Select button. A copy for each entry from the 

template is created under your order, with the funding source identified in the template. 

You can edit each copy to change the location or the funding source if needed. 

 

13.3.6 From Search 

 

You can also add titles to a purchase order via z39.50 search. With the order open, in the orderlines section 

click New, then From Search. This will display a z39.50 search window and allow you to search the targets 

you created in the Search Targets section. Note that the search will run against ALL the targets; you can’t 

select just one. 

TIP: Enclosing your search term in quotes will help to narrow down the results. For example, searching 

“The Good Earth” as a title will find records with that string in the title. Without the quotes, it will find 

records with “good” and “earth” in a title field, but not necessarily adjacent. 

Enter your search term and click the Go button. The results display will indicate from which target the 

results were retrieved. Click on a particular entry and the MARC record will show in the bottom part of the 

screen: 
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If you have configured your own catalog as a target (useful for buying new copies of existing titles and 

checking for duplicates), and your search finds a title that currently exists in your database, the BR ID (Bib 

Record Identifier) column will include the title’s biblionumber. 

When you find the title you want to order, click the Select button or doubleclick on the title within the 

results area to download the bibliographic information into a purchase order line: 

 

Enter any additional information you want (List Price is required), and click the Save button. Then create 

copy and funding entries as above. 

 

13.3.7 Upload Records non-EDI 

 

Some vendors provide a file of MARC records when you place an order through their site. You can upload 

that file to add the bib records to your catalog.  Under the PO Lines screen, click New and select Upload 

MARC. The popup will ask you to locate your file: 

 

Navigate to the location on your computer and select the file, then click Upload. The upload will add all 

the titles from that file to your order: 
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For each entry in the upload, manually add the copy and funding information as above, if that data was not 

included in the vendor record data. 

 

13.3.8 Upload Records EDI 

 

After setting up EDI, work with each of your EDI vendors to set up grid ordering on the vendor’s website. 

The grids on the vendor’s website should map to the branch codes, collection codes, discounted price, 

quantity, and funds to the 9XX fields. Selectors will then create carts within the vendor’s online ordering 

system, apply the grids, download and email the marc file or transfer the completed carts to the designated 

ordering specialist profile within the vendor’s website.  

TIP: This process skips ordering through the vendor’s online website entirely.  

The designated ordering specialist will then download the brief MARC file into the acquisitions module, 

which will import and fill in the mapped data to the POL. Once this has been imported the designated 

ordering specialist will submit the order electronically to the vendor. 

 

13.3.9 Upload Spreadsheet 

 

A new option allows sites to upload bibliographic data in a spreadsheet or .csv file. Download an empty 

file from the PO line screen to ensure you have the correct file format. (NOTE: you can also download from 

a PO line screen with data; the existing PO lines will also download and you will need to remove them from 

the template file.) 
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The current file structure in .csv form will look like: 

"Order Type Name",Title,"Oclc Number",Author,EAN13,ISBN,ISSN,ISMN,UPC,"Place Of 

Publication",Publisher,"Date Of Publication",Binding,"Volume Part",Edition,"Manufacturer 

Number","Supplier Number",Description,"Order Line Reference","List Price",Discount,"Discounted 

Price",Prepaid,Rush,"Allow Backorder",Copies,"Copy Location","Copy Funds","Copy Identifier","Copy 

Create Item On Receipt","Copy Expected Date","Copy Vendor Note","Copy Staff Note" 

A spreadsheet with data might look like: 

 

Note that copy information can be loaded via the spreadsheet, but it is not required. If used, fields like copy 

location must match existing acquisitions policies. 

Once you have a spreadsheet with the data correctly formatted, from the PO Line screen choose New, 

Upload Spreadsheet.  

 

In the popup window, navigate to your spreadsheet and select it. Specify whether you are uploading a 

spreadsheet or a .csv file. 

 

The Show Instructions button will give a brief help description: 
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Click the Upload button to load the file. If the data is formatted correctly, the titles will appear as PO lines: 

 

Proceed as above to create copies and fund them. 

 

13.3.10 Deleting or Canceling Lines 

 

If there are no copies attached, you can delete an order line by selecting it and clicking the Delete button; 

you’ll get a popup asking you to confirm. 

 

If there are copies attached, you will be blocked from deleting the line. However, you can cancel it – click 

the Cancel button instead and pick a reason: 
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The title remains on the purchase order, but with a status of Canceled: 

 

 

13.3.11 Printing Purchase Order Information 

 

There are several print options. From the list of purchase orders, select one and click the top-line Print 

button: 

 

This opens a new browser window with details of that purchase order. NOTE: If your browser is set to 

block popups, be sure to allow them for this site.  
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This is not what you would use to print and transmit the order, though (see below) – use this option just to 

print a copy for your own records. It does not approve the order. 

With an individual purchase order open on screen, the top-line Print button will open a new screen with the 

same information as above: 

 

Down at the bottom of the screen, clicking on an individual purchase orderline will enable a Print button in 

that section: 

 

That opens a new window with information on just that title: 

 

The same information can be printed by opening the orderline and clicking the top-line Print button found 

there: 
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13.4 Approving and Transmitting a Purchase Order  

 

When all titles have been attached as funded PO lines, the order is ready to send to the vendor. Sending the 

PO to a vendor is the action that encumbers funds.  You have four options for approval: 

 

Approve marks the order as approved and encumbers the funds.  Approve and Print allows you print out a 

formatted purchase order to mail to the vendor.  NOTE: If your browser is set to block popups, be sure 

to allow them for this site. This opens a new browser window with the information. 
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Approve and Email sends the order to the email address in the vendor record.  The email will look something 

like this: 

 

Both print and email pull vendor address fields from the vendor record, so make sure you have full addresses 

entered (even if you’re using email). 

Approve and Send EDI sends the order by EDI. 

Some of the options may produce an additional popup warning: 

 

After you approve, the purchase order status changes to Approved and the encumbered/expended amounts, 

the relevant funds, and how many copies are expected are displayed in the PO header: 

 

If you then go and look at the fund(s) you’ll see the amount in the encumbered column and the other 

columns have adjusted their totals accordingly: 
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Orders are color-coded on the screen – orange means the order has been approved and closed; pink means 

it is still open. 

 

 

13.5 Send to Catalog 

 

After an order is completed, most sites want to go ahead and add the records to the catalog, with an “on 

order” flag in the item record so that users know the title is coming in the future.  (This can also be done 

later, after the order is received.) Be sure to check your system preference setup (see above) for Create Item 

Records, Update Item Records, and Match Bib on ISBN. If those are configured properly, the system will 

check and match duplicate titles at this stage. 

Once an order is marked as approved, the button Send to Catalog becomes active: 

 

When you click it, various questions come up, depending on your system configuration. With the default 

configuration, the first question is whether you want to suppress records from public view: 
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Usually you will want to say No; the point is to get the records visible to your users, after all. The second 

question is whether you want to create all item records or a single on-order copy: 

 

 

The popup wording will change depending on your syspref settings – if you have Create Item Records to 

create a single on-order copy it will only create one copy. If it’s just set to Yes, all items will be created 

based on the location-to-copy mapping you selected on the order line. The order line entries will then have 

a link to the catalog record: 

 

Depending on your system’s settings, the Discovery Layer view of the record will show the item as on 

order: 

 

The wording comes from the NOT_LOAN authorized value group – the authval of -1 is used for on-order 

copies. You could change the description from “Ordered” to “Title on Order” or whatever might suit your 

needs. 

 

13.6 Receiving 
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Receiving is more of a record-keeping process; certain sites need this additional step, but unless you 

specifically need it, it’s recommended to skip this and just use the Invoicing step. Receiving without 

invoicing does not leave a record of when items actually came in. 

To receive (without invoice), you can click the Receive link on the Dashboard. A drop-down box lets you 

select the vendor, just as in the creation of a Purchase Order.  

 

Once the vendor is selected, a list of outstanding orders for that vendor will appear; click the one(s) you 

want and then click the Receive button. 

 

The order is marked Received and will disappear from this screen. 

If the PO Line was marked with the “Create Item on Receipt” option, a popup window will appear to create 

an item for each item on the invoice: 

 

(If you had sent the title to catalog earlier and created an item, this step will overwrite/update that dummy 

item with appropriate settings from the orderline. You will need to change/update the Not For Loan field 

to remove the “ordered” status.)   

 Edit each item to add call number, barcode, and any other needed information. You can also change the 

default settings for item type and other fields. If there is more than one item, use the right arrow button to 

move to the next item. Note that the Save button is disabled until you have moved through and edited each 

copy attached. 

After editing the last item, use the Save button to send the item information to the catalog record. The item 

records will be updated and your settings will show in the Discovery Layer and in staff mode: 

After receiving, the purchase order now shows a link to the newly-created bib record: 
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If you click on that link, the bib record is displayed and its item record has the settings you entered on the 

item create screen: 

 

If you don’t create items, the entries are set to Receive and the window is closed. 

 

13.7 Invoicing 

 

You will want to create an invoice in acquisitions to track items received and payments. The invoice will 

match one or more vendor invoices. These will typically detail the material that has been included in one 

or more shipments. Sometimes, the vendor invoice will be provided with the shipment; other times it will 

precede or follow the shipment. The system provides for all three of these possibilities.  

Click on Invoices in the navigation sidebar. A list of existing Invoices will be displayed—those highlighted 

in red are new and those with a yellow background are approved: 

 

Create a new Invoice by clicking on the New button. Click on the drop-down arrow for the list of current 

Vendor Accounts; you can also type the first letter of Vendor Account to pop to that point in the pulldown: 
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If the invoice number from Vendor is not completed, the system will auto-generate the next sequential 

invoice number available.  You will probably want to use the invoice number on your vendor’s invoice so 

things remain in sync. 

Once you save the invoice, you need to add copies. Click New, and then select either From PO or Add 

Title.  The latter is often used in library workflows for Standing Orders processing: 

 

At the first invoice screen, choose From PO to display a list of purchase order lines on order for the chosen 

vendor. Select the title(s) from the list. Note that titles from different orders may be paid on the same 

invoice. If titles had not been previously received, the Mark as Received option is available at the bottom 

of the Add PO Lines to this Invoice window: 

 

Then click the Select button to add the order line to the invoice. 

If the dollar amount on the Invoice is not the same as in the Purchase Order record, you can edit the Invoice 

line by clicking the pencil icon:  
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You can also adjust the fund distribution for invoice copies; this will not affect the purchase order line 

copies funding. 

 

The final step is to approve the invoice for payment. This also updates your funds—encumbrances will be 

credited and expenditures will be debited. Click the Approve button on the invoice screen. 

 

If needed, you can also print a copy of the invoice using the Print button. It will open a new window ready 

to send to a printer: 
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After the invoice is approved, your fund display will show the amount as Expended: 

 

As mentioned above, your order line needs to have the Create on Receipt box checked at the order stage, 

to be able to create item records at the invoicing step. If it is, when you approve the invoice, you’ll get an 

item edit popup screen for each item in the invoice: 

 

(If you had sent the title to catalog earlier and created an item, this step will overwrite/update that dummy 

item with appropriate settings from the orderline. You will need to manually change/update the Not For 

Loan field to remove the “ordered” status.)   

Edit each item to add call number, barcode, and any other needed information. You can also change the 

default settings for item type and other fields. If there is more than one item, use the right arrow button to 

move to the next item. Note that the Save button is disabled until you have moved through and edited each 

copy attached. 

After editing the last item, use the Save button to send the item information to the catalog record. The item 

records will be updated and your settings will show in the Discovery Layer and in staff mode: 
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13.8 Credit Memos 

 

A credit memo allows you to take a payment that was invoiced and credit it back. This would be used when 

you return an item or get a vendor credit for some reason. The assumption is that the vendor has sent you 

an actual check, which has been deposited back into the original fund. (See further below for how to handle 

an online credit balance.) 

You can only apply a credit memo to an order that has been invoiced and approved. (If the order has not 

been approved, you would just cancel that orderline and not worry about a credit memo.) 

NOTE: If the title and item have already been sent to catalog, doing a credit memo does NOT remove those 

records. You will need to manually delete any items and the title. 

To create a credit memo, select Credit Memos from the sidebar menu, then click New and select your 

vendor from the pulldown: 

 

Then click New in the copies section and a popup will show all invoiced copies from that vendor. Click the 

one(s) you want and then click Select: 

 

The selected copy is added to the credit memo. By default, the process will credit the fund that was used 

for the order, but you could edit the line (click the pencil icon at the end) to select a different fund. 

Remember, this should be the fund where the vendor’s check was deposited. 
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When you have added all the needed lines, at the top of the screen click the Approve button and approve 

(or approve and print) the credit memo. A popup shows that it was approved, and the status at the top 

changes to Completed. 

 

If you then look at the fund entry, you’ll see that those funds are no longer expended but have been added 

back into the available balance: 

 

 

13.8.1 Handling Online Credits 

 

If the vendor has not sent a check but merely assigned a credit to your account, you can still use a credit 

memo. However, you cannot assign the money back to the original account. This is because the same 

account could be used for orders from multiple vendors – you can’t spend a $100 credit from Baker & 

Taylor on an order from Amazon. You need to handle credits separately. We recommend setting up a fund 

for vendor credits. (If your organization applies credit memos to a general fund, you can skip setting up a 

vendor credit fund.) You could create a separate ledger for credits, then one controlling fund per vendor 

under that ledger, or (if funds need to be kept separate by department) a vendor credit controlling fund 

under each ledger. Here’s an example of a fund designed to handle credits for the English department from 

Amazon: 

 

Do not allocate any initial funds to the credit fund, unless you are starting with an existing credit from the 

vendor. 
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Having created the credit fund, you would then go in and create a credit memo as above. Once you’ve added 

copies, use the pencil icon to edit the copy, then use the pulldown next to the “To Asset” field to select your 

credit fund: 

 

Once you approve the credit memo, you should see the balance in your credit fund. You can then spend 

that money on another order from that vendor. 

 

 

13.8.2 Miscellaneous Credits 

 

You can also enter miscellaneous credits on a credit memo. Instead of adding a line for a particular copy, 

select Misc Credit in the New pulldown: 

 

That opens a popup window where you can enter details: 
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As with other credit memo entries, the money is moved from the source expense fund, into the destination 

asset fund, when the credit memo is approved. 

 

Note that the first time a miscellaneous credit is applied for a particular vendor account, a new PO and 

invoice will be automatically created, both numbered "CM-VA####" (where "####" is the vendor account 

ID). These are required so that the credit memo lines have something to apply against. They are 

automatically maintained and should always stay in a completed state. 

 

13.9 Purchase Requests 

 

Purchase Requests allow patron-initiated purchase suggestions from the Discovery Layer to be managed 

by Acquisitions, if the system preference suggestion is turned on (see the Discovery Layer section for more 

details). 

Click on Purchase Requests from the sidebar menu and you’ll see a list of existing requests. 

 

Orange entries are new ones that have not been handled yet.  

Click on a suggestion and then click the Accept or Reject button at the top of the table to accept or reject 

the suggestion.  If you accept, depending on your system’s setup, you may be asked whether to place a 

hold: 
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If the patron or other staff have notification messaging options set, the “Notifications” column will update: 

 

The patron will see the updated status in their Discovery Layer account, under the My Purchase 

Suggestions tab. 

 

Once a suggestion has been approved, you have the option to add it to a purchase order. Click the 

Add to PO button at top, then in the popup choose an open purchase order: 

 

 
 

If you don’t want to add it to an existing order, step out and create a new purchase order before 

clicking the Add to PO button. If you then open that order, you’ll see the line for the suggested 

title: 

 

 
 

You’ll need to add a copy with price, location mapping, and funding data. 

 

13.10 Standing Orders 

 

Standing orders are orders for titles that recur with some frequency. Most are for serial subscriptions, but 

you can also use a standing order for monographic series, dictionaries or atlases, etc. – anything where you 

would regularly get a new version of the title. The orders are usually placed on titles for which it’s important 

to ensure uninterrupted receipt of updates or new editions or part. A standing order helps simplify the 
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acquisitions process because library staff do not need to remember to check for new editions or parts.  These 

titles may arrive at any time, and usually are accompanied with an invoice.  

You can manage standing orders either completely in acquisitions, or in conjunction with the Serials module 

for serial titles. Benefits of using this feature include a streamlined process that provides historical price 

information, new functionality that permits creating an invoice without first creating a purchase order, and 

the ability to create the workflow that works best for your library. 

Standing orders may also be referred to as Continuations. 

TIP: If you are currently using EDI or enriched EDI for ordering through preselected carts (which are 

pushed out to selectors or designated staff member as materials become available for pre-order), you can 

set up these prepopulated carts to include standing orders. Once standing order titles are added to these carts 

they can be ordered as monographs (making use of the grids), creating individual bibliographic records that 

will enable easier access for patrons (most recent cover art) in the catalog, simplifying the ordering, 

processing, receiving, weeding, and invoicing processes for staff.  Contact your vendor(s) to set up this 

process. 

 

13.10.1 Standing Orders Setup 

 

13.10.1.1 Vendors 

 

Review your vendor accounts to ensure that you have standing order type accounts created. You must 

specify that in the Account Type field. 

 

Some sites create multiple accounts for a vendor, with one account specifically for standing orders.  
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13.10.1.2 Order Types 

 

You can set the order type at the vendor record level, the vendor account level, the purchase order (PO) or 

the purchase order line (POL). When an order type is entered at the vendor record level or the vendor 

account level, the order type field will be populated in the PO and the POL. If you have one account with 

a vendor, but want to identify the order type in the PO or the POL, leave the order type in the vendor and 

vendor account blank. 

As mentioned in the vendor setup section, most of the order types are for reporting purposes only; they 

don’t affect functionality. The Standing Order order type is different.  

NOTE: When a PO has an order type of Standing Order, any subsequent receipt of the same title will create 

a new POL with the same order type.  

This vendor account record shows that this specific account is set in the vendor record. Any PO or POL 

that uses this vendor account will automatically have the order type set to Standing Order: 

 

 

13.10.1.3 Funds 

 

There is no specific action for funds that needs to be done before beginning to create standing order purchase 

orders. Some sites want to track the amount spent on subscriptions or standing orders; it may be useful to 

create a separate fund for them. 

 

13.10.2 Ordering Standing Orders 

 

Creating a standing order purchase order is essentially the same as creating one for a firm order. There are 

some important differences, however. Selecting the order type ‘Standing Order’ will place this PO in 

everlasting openness.  When you do rollover at the end of the fiscal year, this order will be rolled into the 

next fiscal year (unless you actively close the order). This means, of course, that different materials should 

not be mixed on the same purchase order. Only add standing orders to a Standing Order type purchase 

order. 
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Create a new purchase order and choose the vendor. If the vendor account includes an order type, it will 

automatically be added. If the vendor account doesn’t include an order type, this field will be blank, and 

you can select the order type from the drop-down choices. If you click Save without adding an order type, 

there will be one more opportunity to identify this purchase order with the Standing Order type. 

 

Next, add a new PO line. Either key in the information manually or download from a search.  

 

The List Price field is required; adding the List Price will automatically fill the Discounted Price if your 

vendor has a discount set.  NOTE: The price should be the cost for an individual issue or copy, not the 

full subscription cost. 

Save the order and add a copy and assign a fund, as with a regular order. 

You can also add receiving notes to a POL that will display while receiving the item. The POL has a Notes 

button in the toolbar. These notes will appear on the PO line grid, the Receiving grid and the Invoicing 

‘POLC Finder’ windows. You can enter a long note; be aware that the display area in the three windows 

may not display your entire note. For standing orders, it may be useful to include the call number, location 

and handling instructions. 

 

This purchase order line is a placeholder; as you receive individual issues/copies, they are added to the 

order while the original order line remains in place. 
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13.10.3 Receiving Standing Orders 

 

As with regular orders, you can either use the Receive function to receive copies, or the Invoice function to 

both receive and add to an invoice (recommended – see those sections above). You can either create a 

new invoice for this order, or add it to any existing invoice from the vendor. 

 

Then add the standing order copy to that invoice: 

 

As you receive copies, the original order shows them. The green line is the original “dummy” line; the 

orange lines are the real copies that have been received. 
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Depending on your settings, you may add new copies to the linked bib title each time you receive an 

item. 

  

13.11 Link to Serials 

 

Some libraries may order yearbooks, annuals, or other continuing resources from a subscription agent, and 

each time an issue is received, a bill for payment comes with it. Libraries that have implemented both serials 

and acquisitions can create a purchase order line simply by receiving the next expected issue.  This will 

only work on POs defined as standing orders.  

Subscription agencies can supply almost any publication that has a predictive publishing schedule. If you 

subscribe to some annuals, yearbooks, or other titles through your subscription agency, you probably 

already have Serial Subscription MARC records in your database. If your annual subscription invoice 

predicts a price for the title, a serials receipt may be all that is necessary. However, if you receive an invoice 

when the title is received, you can now send purchase information from the serials module to acquisitions 

and track the invoice and payment information. Add one copy to your title as a template, with the price and 

settings. Subsequent copies are created automatically when issues are checked in through serials. 

 

The link to the purchase order is made from within the serials module; see that section for details. When a 

new issue is received in Serials, a new line item will be added to the purchase order automatically; you 

don’t have to receive the item in acquisitions. Be sure that the acquisitions orderline is NOT set to Create 

on Receive. If you want to create individual item records, set the serials subscription record accordingly. 



Bibliovation User Manual Copyright © 2023- by   Page 488 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

NOTE: An orderline should only be linked to one serials subscription record and vice versa. If you 

will have multiple serials records for this title, create multiple orderlines for the same title. Then, 

from serials, link each subscription to a different orderline. 

When you are billed by your supplier, create and approve an invoice for payment. It should pick up each 

copy received from the PO.  Once those copies have been invoiced, they won’t show up again the next time 

you need to create an invoice. 

 

13.12 Acquisitions Reports 

 

13.12.1 Running Reports 

 

Certain reports are delivered with the system. You can run them by selecting Reports in the sidebar menu, 

clicking the report name you want, and then clicking Run. 

 

You may be prompted to enter several parameters, depending on the type of report.  For Current Fund 

Balances, the user is prompted to enter the fiscal period, ledger name, and fund name. Leaving any of the 

fields blank will run the report against all entries. 

 

 

NOTE: Dates should always be entered in YYYY-MM-DD format. 

The report output will show on the screen. 
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You now have two buttons at lower right which allow you to either download the output or print it. The 

Print button produces a .pdf in a new browser window: 

 

The Download button will save the report output as a .csv file. You can then open it in Excel and manipulate 

the data as desired. 

 

13.12.2 Creating/Editing Reports 

 

You now have the ability to create your own SQL reports, or edit existing reports. Use the buttons at the 

top of the Reports screen: 

 

To edit an existing report, click on the title and then click Edit. It will open in an edit screen and you can 

make modifications: 
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Make your changes and save. To create a new report, click the New button. 

 

The syntax is rather specialized, and the table structure is different from the regular catalog reports. Creating 

or editing reports will require some expert knowledge. You can get some ideas by looking at the existing 

reports. There is also a delivered report named Table Schema which will list the tables and fieldnames: 

 

If you want to create your own reports, you’ll need to understand where the data lives and the relationship 

between tables. 
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13.12.3 Deleting Reports 

 

You can also delete reports, but we do not recommend deleting any of the delivered reports. Only delete 

reports you’ve created. 

 

13.13 Hotkeys 

 

On the sidebar menu, the Hotkeys section shows keyboard shortcuts that have been added to the system: 

 

You can use these as desired instead of mouse clicks. 
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13.14 Rollover 

 

Rollover is the process of closing one fiscal year and beginning the next. There are a series of steps, and 

they must be performed in order. The procedures have changed slightly from earlier versions, so read this 

section carefully. 

 

13.14.1 Audit 

 

NOTE: Audit is documented as part of the rollover process, but can be run at any time. 

The audit step examines current funds and makes sure they match purchase orders. An audit is no longer 

required for rollover, but it is strongly recommended. Audits used to have to be performed on request at 

the system level. Sites can now run audits at any time through the interface. It will not hurt anything to run 

an audit any time, or run it more than once. An audit can also be scheduled regularly as a cron job (contact 

Support Center to get that configured). 

Audits may be run in either test only or repair mode. It is recommended you first run in test mode to see 

whether there are problems. An audit performs several phases in order. As some phases depend on the 

previous step completing, if an audit run in test-only mode encounters errors in a phase, the audit will 

terminate. Most problems can be automatically repaired. There are some problems which will necessarily 

require human review; if such a problem is encountered during a phase, the audit will always terminate, 

even when run in repair mode. 

NOTE: some audit steps are time consuming on large databases. To prevent the front end from timing out, 

the audit backend will pause after a certain number of records are processed, and then the audit will continue 

where it left off. 

To run in test mode, in the Funds tab, click Actions, then Audit (Test Only): 

 

This opens a popup window that updates as each step is passed: 
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Scroll down and make sure that all the steps are successful. The last line should be “Audit Completed.” 

 

If you see any problems, rerun the audit with the Audit and Repair step. As above, scroll through the popup 

and check the status of each step. If the process does not finish cleanly, open a Support Center ticket. Do 

not proceed with a rollover until the audit results are clean. 

The audit can identify and repair certain problems, such as summary balances. If the audit can repair a 

problem, the test mode run will recommend running in repair mode: 

 

Doing that will fix the problem: 
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All audit runs and results are logged; the log is available under Configuration → Developer Options → 

Audit Log. Double-click on an audit or click View to see the details.  

 

Each detail entry includes the phase, error code (which can be reported to developers), error level, 

description, and whether or not the problem was repaired. Additional data gathered, but not made available 

via the frontend, includes internal DB object references, as well as the SQL command(s) that were, or would 

be, used to repair the problem. Audit runs and detail entries are color-coded according to severity: cyan 

(audit run started but not completed), green (info/ok), yellow (warning/repaired), or red (error encountered, 

either not repaired or irreparable). 

 

You can delete entire audit runs (from the Audit Log tab, Delete button), but you cannot delete or modify 

individual audit run entries. 

 

13.14.2 Copy Current Fiscal Period and Ledgers to New 

 

There are two ways to create the fund setup for the new fiscal period. If you want to keep the same basic 

fund structures, the easiest is to copy your current fiscal period to create a new one (previously you had to 

create this separately). Click on your current fiscal period and then click Copy. 
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Give it a name and a date range. Fund Date Adjustment governs how the fund open and close dates are 

adjusted when a fund is copied from one fiscal period to another. The options are: 

• Don't set open/close dates – will leave the open and close dates of all funds blank. You can then go 

through and set them yourself. 

• Keep original open/close dates – will keep them as they were in the previous fiscal period. Again, 

you would want to go through the funds and adjust them yourself. 

• Set to new fiscal period's open/close dates – means the funds will inherit the fiscal period's open 

and close dates. This is a good option if most or all of your funds open and close at the start and 

end of your fiscal year. 

• Match fiscal period year, keep mo/dy – means that the month and day of a fund are the same as the 

fund had in the old fiscal period, but the year is updated. So for example a fund that opens June 

12th, 2017 copied to a fiscal period with a start date in 2018 would then open in June 12, 2018. 

• Proportional to fiscal period start date – would keep the same number of days relative to the fiscal 

period start. For example, if you have a Jan 1 2017-Dec 31 2017 fiscal period, and a fund starting 

30 days into the fiscal year, then you copy to a fiscal period May 1 2018-April 30 2019, the new 

fund would start 30 days after May 1 2018. 

IMPORTANT: Do NOT at this stage delete, add, or change any funds in the new fiscal period. You 

MUST finish the entire rollover process first. Once rollover is finished, you can delete funds as long as 

there is no activity on the new fund (i.e., delete now, before you place any new orders.) 

 

13.14.3 Manually Create Fiscal Period and Copy Fund Structure 

 

Copying everything at once (above) is easier, but you can still follow the earlier procedure of manually 

creating a new fiscal period and then individually copying ledgers. See sections 13.1.2.1 Fiscal Period and 
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13.1.2.2 Ledgers for details on how to manually create the fiscal period and the first ledger. Do not create 

funds under the default ledger. 

 

Then copy the current year’s fund structure. For each ledger, click on the ledger for the current year, then 

click the Copy button: 

 

Select the new fiscal period.  This step copies the entire fund structure from the current year to the new 

year. It does not copy any money/allocations. See above for the options under Fund Open/Close Dates. 

If you have multiple ledgers, you must copy each one to the new fiscal year. If you don’t plan to use a 

ledger in the new year, you can omit the step of copying it. 

IMPORTANT: Do NOT at this stage delete, add, or change any funds in the new fiscal period. You 

MUST finish the entire rollover process first. Once rollover is finished, you can delete funds as long as 

there is no activity on the new fund (i.e., delete now, before you place any new orders.) 

 

13.14.4 Rollover Steps 

 

After you have your new fiscal period and ledger/fund structure in place, click on each ledger in the previous 

fiscal period, then click the Actions button. There are several steps and you must do them in order for each 

ledger.  Each step will bring up one (or possibly more) confirmation screens. 
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You can either go through all the steps in one ledger, then proceed to the next ledger, or you can do each 

step for each ledger, then move on to the next step for each ledger. It doesn’t matter, as long as the steps 

are done in order for each ledger. 

 

13.14.4.1 Roll Encumbered Orders 

 

The first step rolls over orders which have been approved but not yet received/invoiced. Click on your 

ledger name, the Actions, Roll Encumbered Orders 

 

Since the ledger names are the same, be sure you select the new fiscal period as your destination. 

You’ll need to select the new year’s ledger. The system will then change any open orders to use the new 

fiscal year’s funds. At this point, your funds will show a negative balance because you haven’t transferred 

the money yet. 

 

13.14.4.2 Roll Balances 

 

This step moves any remaining free money from the old year into the new year’s funds. Again, click on 

each ledger from the current year in turn, then click Actions, Roll Balances. 
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Select the destination fiscal period/ledger. As above, be sure to choose the correct fiscal year since the 

names are the same. 

 

13.14.4.3 Templates 

 

If you have set up any templates (see that section under Acquisitions Setup), this step changes any fund 

selections to the new year’s funds.  As above, click on each ledger from the current year in turn, then click 

Actions, Roll Templates. 

 

Select the destination fiscal period/ledger. As above, be sure to choose the correct fiscal year since the 

names are the same. 

 

13.14.5 Roll Open Records 

 

This is a new step – it will roll over any orders which have not yet been approved. As above, click on each 

ledger from the current year in turn, then click Actions, Roll Open Records. 

 

Select the destination fiscal period/ledger. As above, be sure to choose the correct fiscal year since the 

names are the same. 
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13.14.6 Set Default Ledger 

 

The final step is to set the default ledger for the new fiscal period. Unlike the previous steps, click on the 

ledger in the NEW fiscal period, then click Actions, Set Default Ledger. This step does not produce a popup 

– it just changes the fund display: 

 

You only do this step once, to set the default for the new fiscal period. You do not repeat it for each ledger 

because that would change the default. Just pick the ledger you want as your default and set it. 

Note that it also moves the new fiscal period to the top of the funds display. The default ledger is the first 

one shown in the funds table, and in a fund selection pulldown, funds from the default ledger will be shown 

first. 

 

13.14.7 Allocate New Funds and Change/Delete Funds 

 

After completing the rollover steps above, you can go into each fund. Use the Transactions, Initial 

Allocation function to add new money to the fund.  You can also now delete any unused funds, or create 

new ones as desired – this MUST be done before you start placing orders in the new year.  

Note that the fund starts out with any money rolled over from the previous fiscal period; add the new year’s 

amount to that. 
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14. Serials 
 

This feature allows libraries to receive magazine/journal issues.  Individual item records may be created for 

each issue (for circulation and holds) if desired. Staff can link serial subscriptions to a vendor record and 

generate claims notices to vendors for damaged issues, or issues not received. 

There are new granular permissions in the serials group for working with serials: base (Create, update, or 

delete serials) and template (Create, update, or delete serials-related templates). Base permissions can be 

restricted to a particular branch if desired. 

A link to the Serials module appears on the main staff menu or in the More dropdown: 

 

In working with Serials, it is important to understand record structure. Six key pieces of functionality are 

equated with Serials control: 

1. Bibliographic Record * 

2. Publication Record * 

3. Subscription Record * 

4. Issue Records 

5. MARC Holdings Record 

6. Item Records 
 

The first three are required; issue records are maintained in the serials module as issues are received, and 

MARC holdings and item records are optional. 

A MARC Bibliographic Record is required prior to using Serials.  It can be very brief. 

The Publication Record is the top-level data point in the serials module. There should be only one 

publication record per title; multiple subscription records can be attached to this record. (This is a change 

from earlier modules, where individual subscriptions were the top-level records.) Publication patterns 

control the prediction for subscription checkin.  For example, if a magazine uses volume numbers, copy 

numbers and is a monthly publication, the publication record will include all of this information. The system 

predicts future issues based on the information entered in the publication record. 

The Subscription Record stores information about the library’s subscription and the serial’s publication 

pattern.  
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Issue Records reflect the individual physical issues received for each subscription. The issues are 

maintained in the serials module but can be displayed in the bibliographic record. 

 

MARC Holdings Records allow the display of staff-entered free–text information in the Discovery Layer; 

for example, “Library retains current year only” or “Current issue on shelf. Later issues kept in basement”. 

If you set your subscription to create items, you can also have it automatically create a MARC Holdings 

Record (MFHD) – make sure the syspref SubscriptionHoldings is turned on. 

 

Item Records are optional and are primarily used to circulate individual issues to patrons through the 

Circulation functionality. If you do not check out individual issues, you may not want to create item records. 

See the item in the second MARC Holdings record above for an example of a serial checkin creating an 

item in a MARC Holdings record. 

 

14.1 Creating a Publication Record 

 

The process begins with a publication record linked to a MARC bibliographic record. Go to the main serials 

menu: 

 

The home screen for serials shows all existing publication records. You can search existing publication 

records at the top. Clicking the right arrow next to the search box without entering a term, or clicking the 
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Serials Home tab again, will show all existing records. Enter a search term in the masthead to find existing 

publication records. The search uses the Solr title index, and the display shows subfields abnph for the 245, 

so that the appropriate title can be identified: 

 

From the home screen, you can also create a new publication record (the first step), manage claims, manage 

vendors, or manage templates for schedule, chronology, or enumeration. 

Start the subscription process by going to the New Publication tab: 

 

You can search on the biblionumber (Bib Record ID field) if you know it. Otherwise, search for the record 

(by title, ISSN, etc.). A popup window shows search results. Click the title to select it (clicking the bib ID 

opens the title in a new browser window, so you can verify that it’s the one you want). 

 

Once you’ve linked to the title, you will probably want to enable Auto Create Issues: 
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This means the system will automatically generate predicted issues at their expected dates (a system cron 

job named periodicals.pl runs overnight to create the new issues scheduled for that day). A system 

preference named SerialIssueAdvanceDays allows sites to specify that issue records should be created X 

days before their expected date; some periodicals arrive earlier than scheduled. 

 

14.1.1 Chronology and Enumeration (Prediction Pattern) 

 

Next, open the Chronology and Enumeration section. There are three parts here: the schedule pattern for 

this title, a section where you can manually adjust counters for titles with odd patterns, and the predicted 

issues based on your entries. 

 

In the Schedule section, click Add to add a new pattern. 

 

This opens a popup window where you can choose from a number of predefined patterns, or create a new 

one. On the various edit screens throughout serials, a question mark icon will open a popup help screen for 

that entry. 

 

Templates have been created for most standard patterns; choose one that matches your need, such as 

Monthly or Weekly. Then check the entries to make sure it’s what you want. NOTE: the first section, 
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referring to date (such as every Monday, or the first day of the month), is the date the issue is 

published – the date that shows on the cover. It is NOT the date that you expect to receive the issue. Use 

the SerialIssueAdvanceDays syspref to create the expected issue based on when you expect to receive it. 

 

For example, you may need to change the expected date from the first of the month to the 15th of the month.  

You can also set up your own pattern for unusual titles – give it a title in the Save As field to save it for 

future use.  Save the pattern when you’re finished. Note that “During” on this screen means that the 

pattern will apply during that period in the calendar – January to December, or January to June, or 

whatever. It is unrelated to the time range of your subscription. 

After saving, be sure to enter the next expected date and enumeration. This should be the next issue you 

expect to receive or check in: 

 

 

14.1.2 Predictions 

 

After saving your schedule, open the Predictions section (the third section) and you’ll see the next several 

expected issues and numbering. Scroll down the list to check the pattern change when the year rolls over. 

Use this to check your pattern. Edit the pattern and adjust as needed. If your changes don’t appear in the 

predictions, try refreshing by closing and opening that section of the screen. 
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14.1.3 Enumeration Counters 

 

The center section (Enumeration Counters) should be left alone for almost all of your publications. It should 

only be changed if you have a serial with a very unusual pattern; for example, one that doesn’t roll over to 

a new volume or issue each year, or that rolls over in mid-year instead of in January. 

 

The default of “Automatic Mode” means the system will adjust the counters based on your pattern. This 

should be fine for most patterns – don’t uncheck it.  There are some examples below for particularly odd 

patterns (see section Editing the Enumeration Counters for Special Patterns). 

 

14.1.4 Saving the Publication Record 

 

Be sure to save your publication record after you have everything configured. The screen will warn you 

that there are unsaved changes: 



Bibliovation User Manual Copyright © 2023- by   Page 506 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

 

14.1.5 Setting up a Supplement 

 

Frequently serials titles may have a regular subscription pattern, but also will issue occasional supplements. 

For titles where this is a scheduled issue, you can add a new schedule to your pattern. For example, this 

journal is set up as a monthly, but a supplement is expected in July. You can add a schedule for the 

supplement, but it must have the same start and end dates. 

 

Click Add to add a new schedule, and set it up as a yearly to arrive in July. Use Supplement as the 

enumeration and chronology. 
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If the supplement should not increment the numbering, use the pulldown to select that option. When you 

save the pattern, the supplement will show in the list of predictions. 

 

See under Receive section below for creating unexpected Supplement records when they arrive. 

 

14.1.6 Irregular Patterns 

 

A lot of serials have no regular pattern, or a pattern which doesn’t fall neatly into the monthly or weekly 

schedule. These can be managed by creating several sets of schedules. For example, here is a serial which 

has 10 issues per year, with January/February and July/August combined. There are schedule entries for 

the two spans where one issue per month is expected, with those date ranges. Then there are entries for the 

two months where a combined issue is expected, set up as Bimonthly. Remember, the “During” date range 

is when this schedule should be applied during the year. 
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The schedule for the Monthly sets looks like this: 

 

For the Bimonthly sets, it looks like this: 

 

The resulting list of predictions has the monthly and bimonthly issues falling in their proper places and with 

the proper numbering: 
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Here’s another trick: If you have issues that always arrive on the last day of the month, instead of setting 

up separate entries to specify January 31, February 28, etc. you can do a monthly and use -1 for the day: 

 

You could use -2 for two days before the end of the month, etc. 

 

14.1.7 Editing the Enumeration Counters for Special Patterns 

 

For most subscription patterns, altering the schedule can accommodate pattern irregularities. However, 

there are some genuinely odd patterns where staff will need to manually edit the enumeration counters. This 

is not recommended unless there is no other way to get the pattern right. Here are some examples – you 

should test on sandbox first before editing production enumeration counters, since it can be hard to return 

to the default settings. 

NOTE: The Reset button will attempt to return to default settings but it may not clear all custom entries. 

(Not all of the screenshots below have been updated to show that button.) 
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14.1.7.1 Continuous Issue Numbering 

 

There are certain publications where the volume rolls over each year, but the issue numbering is continuous. 

A normal setup for a monthly publication looks like this: 

 

The X column refers to the volume numbering; the Y column refers to the issue numbering. 

To get continuous numbering, in the enumeration counters section, first uncheck the Automatic Mode box 

(which keeps the enumeration synchronized with the schedule). Remove the Rollover at Number entry from 

the Y column (the issues). Then unlink the X and Y counters by going to the With field and changing the 

X column choice to None: 
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You will probably have to re-enter the “Once Every” setting of 12 in the X column after unlinking the two 

columns. That will make the volume number (the X column) roll over at the end of each year. Having that 

field blank in the issue number (the Y column) will mean that the issue numbers keep going up every time. 

The predictions for this publication now look like: 

 

 

14.1.7.2 Roll Over on Date 

 

Another special problem is that of serials that roll over on a specified date (like July 1) rather than by count 

of issues. To achieve this, as above open the enumeration counters section and uncheck the Automatic 

Mode box.  

Then, in the Y column, remove the entry in the Rollover at Number field, and set the Rollover at Dates field 

with the month and year for the rollover. Enter it with four digits, like 07/01. NOTE: The leading zero is 

required on single-digit months and days (01/01 instead of 1/1). You MUST use a slash separator, or 

the system will not pick up the desired date. 
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This example is a bimonthly, so the predictions show six issues a year, rolling over with the July issue: 

 

You can enter more than one date – use a space to separate (like “01/01 07/01”). For example, this setting 

would roll over the volume in both January and July: 

 

The predictions look like: 
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Again, working with manual enumeration counters is not recommended. Only try these settings if you can’t 

accomplish what you need with a delivered pattern or schedule. 

 

14.1.7.3 Rolling Over Weekly Schedules By Date 

 

The default template for weeklies can be problematic – it assumes 52 issues per year. Depending on what 

day of the week is expected, this probably won’t coincide with the calendar year. For example, in 2019, 

December 30 is a Monday. However, if the issue count has already reached 52, the system will assume that 

week should start a new volume: 

 

If a weekly publication should always start a new volume only with the new calendar year, you’ll need to 

set a Rollover at Date (as above), but use 01/01 instead of the mid-year example: 
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14.1.7.4 Multiple Volumes Per Year 

 

Some publications have multiple volumes in a calendar year. For example, Volume 1 (January-March, 

Volume 2 (April-June), Volume 3 (July-September), and Volume 4 (October-December). Then the 

schedule rolls over again for January. In this case, the schedule would be set up as a monthly, but you would 

need to edit the Enumeration Counters field. Uncheck the Automatic Mode box, then change the Rollover 

at Number entry in the Y column to 3 (instead of 12).  

 

The predictions for this pattern look like 
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14.1.7.5 Accounting for Leap Year 

 

Leap years can be problematic when setting up patterns. If you have a pattern that needs one piece to end 

in February, with the next section beginning in March, always enter the ending date for February as 2/29 

(leap day). The system will convert that to 2/28 for non-leap years. 

 

14.1.8 Note on Indexing 

 

When you create a new publication record or subscription record, the system will update the indexes so that 

new records are visible and searchable within the serials module. However, if you merely edit an existing 

publication record, there is usually nothing requiring reindexing, and so the record is not queued for 

reindexing. This should not be an issue for any normal usage, but can show up in specialized testing. 

 

14.2 Creating a Subscription Record 

 

NOTE: If your site restricts create/update/delete permissions on subscription records, you will be able to 

see subscription records belonging to other branches in the list. However, if you attempt to edit or delete 

them, or receive issues, you will be blocked. 

 

After you have saved the publication record, you will be able to create subscription records. For multi-

library systems, create separate subscriptions for each branch. You will also create separate subscriptions 

if you receive multiple copies for different departments in the same branch. 

At the lower left of the publication record display, click Add under Subscriptions to create a new one: 



Bibliovation User Manual Copyright © 2023- by   Page 516 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

The subscription record has details about each individual subscription – vendor, dates, etc. 

 

You need to complete the fields in order, as the later entries depend on data from the earlier ones. Give it a 

descriptive name so that it’s easily recognizable from a summary list – something like Main Branch or 

Administration Dept. Then select the library branch from the pulldown. If you need to create serials claims, 

you’ll need to link to an acquisitions vendor record. 

 

NOTE: Unlike earlier versions, the serials module now uses the regular acquisitions vendor records. 

You will need to create records in acquisitions for your serials vendors. Staff users with serials 

permissions but not acquisitions permissions will still be able to create vendors in acquisitions if 

needed. 
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Next, enter start and end dates for your subscription. Both dates are required –issue records may not be 

generated without both dates. The Late After setting is used by a new cron job which automatically marks 

issues late after X days beyond the expected date. 

 

The staff note and Discovery Layer note fields are meant to display on the subscription tab under the title 

record in the staff and Discovery Layer interfaces respectively. You can use them for additional information 

about the subscription for your users. 

If you want to link the subscription to an acquisitions purchase order (useful for automatically creating a 

purchase orderline for each issue received), set the Create PO lines field to Yes. You can create the link 

later from the acquisitions module’s purchase order. 

Save your subscription record after making all your edits. Add new subscriptions as needed. 

 

14.2.1 Item Defaults 

 

If your library creates item records for individual issues (only needed if you check out those issues), set 

Create Items to Yes in the subscription record. Then in the section below, you can enter certain item 

defaults, such as branch, item type, location, call number. Use the pulldown to select the item field, then 

enter your data. The system will use the subscription’s branch for permanent and current location (home 

and current branch), but you may want to set those just to be sure. You probably will want to set item type, 

shelving location, and call number. You can override any of these defaults when you receive individual 

issues. 
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If you don’t want to create items, set that field to No and ignore the item default area. 

 

14.2.2 Link to Acquisitions Purchase Order 

 

If your site uses acquisitions, and you have a Standing Order purchase order for this title, you can link your 

subscription record to that order record. Then, as issues are received, a new orderline is automatically 

created in acquisitions, which can be used for vendor invoicing. 

In the subscription record, first select your vendor record. Then click the Create PO lines box. If you do not 

have a vendor record selected, you’ll get a screen warning and will be unable to proceed: 

 

After selecting a vendor record, click the Create PO Lines box: 
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To link the record to the purchase order click in the Paired GetIt PO/Line pulldown and find your purchase 

order number: 

 

Once you select that, you’ll get a second pulldown to select your orderline for this particular title: 

 

Select your orderline, then click the Pair Subscription button: 

 

The subscription screen will then show the paired status. 
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Now, every time you receive an issue on this subscription record, a new copy line will be created on that 

purchase order. That data is available for creating vendor invoices in acquisitions. 

 

14.2.3 Routing Lists 

 

If your library routes new issues to people on staff (primarily used in departmental or business libraries), 

you can create a routing list. Go to the lower area of the subscription record, under the Item Defaults section.  

 

To add patrons, start typing the patron name in the box. A dropdown will show matching records; select 

the one you want. 

 

Click Add to save that patron to the routing list. Then search for your next patron: 
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You can rearrange the order of the names at any time. Hold down your cursor on a name and drag it to 

where you want it (the one out of alignment in this screenshot is being dragged): 

 

 

14.2.4 Staff and Public Notes 

 

The subscription record has fields for entering staff and public notes about this subscription: 

 

In staff mode, the title display of subscription data will show both notes – staff will be outlined in red and 

Discovery Layer notes will be outlined in blue: 
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The Discovery Layer view will only show the public notes: 

 

 

14.3 Receiving Issues 

 

NOTE: if issues have not been generated, you may need to do so before you can receive. To generate issue 

records manually (without waiting for the cron job to do it), on the publication record screen, at lower right 

click New under the Issues section. 

 

That will add an expected issue; move back to this screen and add more if needed. 
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If no issues show when you go to the Receive screen, go back and do this step. 

You can receive expected issues from different places, but you usually must receive issues separately for 

each subscription. From the serials home screen, search for your title and you’ll see how many subscriptions 

are attached: 

 

A dropdown from the Receive button here will let you choose which subscription to receive on: 

 

That in turn will take you into the receive screen for that subscription (see below). 

If you have two subscriptions for the same branch, from this screen you will be able to select both and 

receive both together: 
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Receiving for multiple subscriptions is only possible when starting from the main search list, and only 

possible when the subscriptions belong to the same branch. 

You can also receive from the publication record. Clicking on the title from the above results list will display 

that record. At the lower left, you’ll see the subscriptions attached, each with a Receive button: 

 

Again, clicking the Receive button will take you to the Receive screen: 
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On this screen, check off the issue(s) you want to receive. The system will automatically insert today’s date 

into the Received field; you can change that if needed.  

If this subscription has a routing list, at the end of the line, the “i” button will let you view it. (If there is no 

routing list, no buttons will show in this area.)  

 

The printer button next to the “i” button will open a separate browser window so you can print it: 

 

Alternatively, the Print Routing Lists button at the bottom will print lists for all the items marked as 

received. 

When you have selected the issue(s) to receive, you MUST click the Receive button at the bottom. If your 

subscription is set to create items, an item edit popup window will appear. At this point, you can add a 

barcode, change any of the default fields, or enter additional item information: 
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At this point, the item record has already been created; you are just making any desired changes to it. Click 

the Save button to save those changes. 

Go back to the publication record display. In the Issues section, you’ll see that the count has changed. In 

this example, two of the three expected issues for March and April have been received. 

 

Go into the Receive screen for the other subscription attached and receive the same issue, and the count 

will drop to zero expected and three received. 

 

14.3.1 Unexpected Issues or Supplements 

 

Journals may sometimes send an unexpected issue or supplement (not accounted for in the prediction). You 

can create a new issue record when it arrives. In the Issues section, click the New Special button: 
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This produces a popup window. 

 

At this point you have some options for how to handle the special issue. Look in the Type pulldown: 

 

Supplements and Indexes do not normally increment the issue counters. However, you may receive an extra 

single issue, or an unexpected double or triple issue. Depending on the journal’s numbering, you may 

choose to increment the issue once, twice, or three times. 

For example, to enter a triple issue, select Triple Issue, 3x enum increment. Then fill in the rest of the fields 

manually: 
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Clicking the arrow next to Predictions at the bottom will show you the proposed entry. If it is what you 

want, click Save. 

The new issue is added to the list and is ready to be marked as received. If you then generate another issue, 

it will pick up the next available issue number: 

 

Use the New Special button only to generate records for unexpected issues or supplements. If a publication 

has a standard supplement at the same time every year, add it into the publication record’s schedule. 
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14.3.2 Editing Expected Issue Data 

 

There may be times when you need to edit specific issues, to alter the enumeration, the expected date or 

perhaps change the status.  

 

14.3.2.1 Editing Status or Date or Adding Note 

 

Date or status may be edited for one branch’s subscription by opening the subscription record, then clicking 

edit on the bottom part of the screen: 

 

That will open an edit screen for just the issues belonging to that subscription; staff can change status or 

date, or add a note relevant to that issue: 

 

From the main publication record, clicking Edit next to an individual issue 
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and clicking the Edit button in the lower part of the screen will open all the issues for all the subscriptions: 

 

Change the status or the date and save. Note that you would not normally need to edit issue data – only if 

there is something unusual about this issue or if you need to manually mark an issue for claiming, or need 

to add a note. In this example, I left the status as Expected but changed the date on one of the issues: 

 

You can also use this screen to manually set status to late or claimed. Be sure to save your changes. 

 

14.3.2.2 Changing Enumeration or Chronology 

 

Changing the enumeration is NOT recommended as a standard practice. Unexpected issues should be 

resolved by using the New Special button (see that section). However, there are times when sites need to 

change this data. This would most likely be used to edit manually-created issues or supplements – to change 

the description in the enumeration field, for example. 

Note that if you edit an issue that has been received and change the chronology or enumeration, your 

list of expected issues may not reflect the change. If that is the case, edit the publication record itself. 

Then in the Chronology, Enumeration, and Schedule section, change the date and/or enumeration 

counters for the next issue to be generated. 

Unlike status or date received, this can only be changed for all issues (not just for one subscription. Click 

the Edit button next to a particular issue: 
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As above, it opens a two-part screen with information about that particular issue. Instead of clicking the 

Edit button in the bottom section, use the button in the top section: 

 

That opens an edit screen for chronology and enumeration: 

 

Make your changes and save; the issue display will update accordingly: 
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If for some reason you change the chronology and/or enumeration, after saving be sure to edit the 

publication record and check the next issue date and enumeration. Make sure that both are valid for the next 

issue you expect; edit if needed and save. 

 

Again, this is NOT a recommended practice. 

 

14.3.3 Title Record Display of Serials Issues 

 

Details on serials issues can be seen from the linked title record in a couple of places. NOTE: The Latest 

Issues tab will not show in the staff or Discovery Layer display if the MARC record is not defined as 

a serial (leader positions 6 and 7, rtype=a and blvl=s). The publication record will give a warning if 

linked to a non-serial title: 

 

If a serial title record is linked to one or more subscriptions, a new section in the staff display will show 

details: 
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The Publication Details link will take you to the serials publication record. Click the More or the double 

arrow icon and you’ll see information on subscriptions and latest issues received: 

 

The number of issues displayed is controlled by the StaffSerialIssueDisplayCount syspref; the default is 

three. 

Click the Holdings tab to see an auto-generated holdings statement based on all the issues received in the 

serials module. This is created on the fly from all of the issues received in Serials; you can also create an 

86x record in either the MFHD or the title record with notes about earlier issues. 

 

You can close the expanded screen by clicking on Less or on the double arrow icon. 

In the Discovery Layer, a tab at the bottom labelled Subscriptions will show the same serials information: 
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The number of issues displayed is controlled by the OPACSerialIssueDisplayCount syspref; the default is 

three. 

As with the staff display, the Holdings tab in this display will show the auto-generated textual holdings 

string: 

 

In addition, if you created MFHD and item records, the auto-generated holdings string is shown in the 

Discovery Layer item/MFHD holdings table (the display can be toggled between Show and Hide): 

 

Although the 86x entries are auto-generated, they will be converted and exported with MFHD records 

during a bibliographic export if that option is selected: 
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14.4 Claiming 

 

If your subscription is configured for automatically marking items as late (the Late After setting 

in the subscription record) and the cron job is running, items should automatically have their 

statuses changed to Late. Otherwise, you can mark something late manually (above). The status 

will show in the Issue Copies section -- remember, you get to that screen by clicking the Edit link 

next to a particular issue from the publication record screen: 

 

 
 

You can send a claim by email or print it out. To create a claim notice, go to the Claims tab in 

serials. Then select the branch and the vendor to see what issues have not been received. If the 

vendor account has an email address, that will be used. Otherwise, enter an email address here if 

you want to send the claim by email. You may want to do this if your vendor has a separate email 

address specifically for claims. You can also enter multiple email addresses if you want to send 

copies to more than one person; separate the addresses with a comma or a space. 

 

 
 

If you would rather print the claim letter, click the Print Claim Form button. A new browser 

window will open with the message to print: 
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Both the email and the print claim use the same message template (Serials Claim) so you can 

modify the text to your needs. 

 

Be sure to check the Mark Issues Claimed box before printing or emailing. Otherwise, the issues 

will not change status. 

 

 
With that box checked, when you print or email, the issue will be removed from this list. Back on 

the Issue Copies screen, the status will show as claimed: 

 

 
 

On the claims screen, you can see what issues have been claimed for that branch and vendor, by 

checking the Show Claimed Issues box: 

 
Then, you can sort the list by Status to see all the claimed issues together, and all the late and 

expected issues together: 
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14.5 Editing Issues That Have Been Received 

 

Occasionally you may want to edit or change status on an issue that has already been received. This is 

similar to the process described above in Editing Expected Issue Data. From the publication record screen, 

click on the subscription. That brings up the Issue Copies screen: 

 

Click the Edit button and you can change the status or date of any issue, including those already received: 

 

This should not be necessary except in unusual circumstances. 
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14.6 Managing Serials Vendors 

 

Vendor records are needed for claiming serials issues. The serials module uses the acquisitions module’s 

vendor database; vendors can be set up in either the serial or acquisition module. However, not all sites 

have implemented acquisitions. Therefore, the serials module has an interface to create, edit, or delete 

vendor records without going into the acquisitions module.  

To set up vendors under serials, in the sidebar menu, in the sidebar menu, click Vendors, and you’ll be 

asked for your branch: 

 

The branch selection is needed for certain large sites which have separate acquisitions installations for 

different branches; sites with only one installation (or none) will share vendors between all branches, so 

this setting is not restrictive. 

If there is an available acquisitions installation, you will see vendor records from that database. You cannot 

modify those records from within the serials interface, but you can use them for claiming. 

 

If there is not an available acquisitions installation, you can create a new vendor record from here. Click 

the New button and you’ll get a popup for a new vendor record. 
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If you plan to send claims messages by email, you just need to give it a name and email address. If you 

need to mail claims messages, fill out the address fields as well. Save the record, and your new vendor will 

show in the list: 

 

Note that while you cannot edit vendor records created through the acquisitions module, you can edit or 

delete records created through the serials interface – click the Edit or Delete buttons if needed. 

The new vendor record is now available for use in Claims (you may need to refresh your browser to see it): 

 

Note: Multi-library sites which do not share acquisitions and serials vendors require some additional setup. 

We have added a new system preference, SerialBranchSharedVendors. If this is off, then any time a branch 

makes a new serial vendor, it's tagged with the branch code, and only that branch has access to it. If the 

syspref is on, then all branches tied to a single acquisitions database share vendors. 
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14.7 Managing Custom Templates 

 

You can save custom templates for schedule, chronology, and enumeration – each entry screen has a place 

to enter a name. You can also create a new one outside those screens. To see the templates currently 

available, go to one of the tabs on the left side of the serials module: 

 

 

14.7.1 Schedule Templates 

 

A number of templates are delivered with the module; you will also see any custom templates you have 

saved.  

 

You can edit an existing template or click the New button at the bottom of the screen to create a new one. 

That opens a line in the list; give it a name: 
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If necessary, click Switch to Advanced Mode to customize the pattern. Add or edit a pattern: 

 

The question mark icons will bring up help screens for that section. 

 

14.7.2 Chronology Templates 

 

These templates control the chronology patterns. You can edit one of the delivered templates or create your 

own. 
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If you need to edit one, below is the list of directives that can be used and their meaning.  Note that these 

templates use a 'printf' format in which percent-sign-prefixed single-character directives render as specific 

date elements. For example, '%B' is the month, '%Y' is the year. These are case sensitive, e.g. '%b' is the 

abbreviated month. You can usually do basic calculations on dates by using brace-expressions: for a date 

in August, "%b/{%b+1}" would render "Aug/Sep", "{%b-1}/%b" as "Jul/Aug", etc. Numeric calculations 

are non-modulo, i.e. they do not loop at the min/max values, thus {%d+1} on Jan 31st would render "32". 

Directive Meaning   Brace-expressions? 

%Y  4-digit year   Yes 

%y  2-digit year   Yes (non-modulo) 

%m  2-digit month   Yes (non-modulo) 

%b  Month abbrev (Jan)  Yes 

%B  Month name (January)  Yes 

%d  2-digit day   Yes (non-modulo) 

%a  Weekday abbrev (Sun)  Yes 

%A  Weekday (Sunday)  Yes 

%w  Day of week (1=Monday) Yes (no modulo) 

%E  Day of month (1st, 2nd, ...) No 

%q  Northern hemisphere seasons 

%Q  Southern hemisphere seasons 

 

14.7.3 Enumeration Templates 

 

These templates control how issues are numbered: 
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You can create your own numbering pattern. Again, click the New button to open a line for editing: 

 

 

14.8 Managing Upcoming Renewals 

 

A serials function will help staff identify subscriptions that are near to their expiration dates. Click the 

Renewals tab in the serials sidebar menu. Then select the branch and the desired date range. The default is 

for subscriptions that expire within the next month. 

 

Each entry has buttons that will allow staff to edit that subscription record or just renew the subscription. If 

you opt to renew from this screen, a popup allows entry of new dates. 
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14.9 SQL Reports 

 

Here are some SQL reports that may be helpful for working with serials; these will be added to the LibLime 

Reports Library. 

 

List of Titles with a Serials Publication Record 

select periodicals.id AS "Periodical Record", biblio.title from periodicals 

JOIN biblio on (periodicals.bib_id = biblio.biblionumber) order by 

biblio.title 

 

Subscriptions by Branch, Title 

select subscriptions.branch_code, subscriptions.start_date, 

subscriptions.expiration_date, periodicals.id AS "Periodical Record", 

biblio.title from subscriptions JOIN periodicals on 

(subscriptions.periodical_id = periodicals.id) JOIN biblio on 

(periodicals.bib_id = biblio.biblionumber) order by 

subscriptions.branch_code, biblio.title 

 

Serial Claims by Branch 

select periodicals.id, bib_id,subscriptions.id,branch_code, count(*) "num of 

claims", date(start_date) as "start Date" ,date(expiration_date) as "expiry 

date",title from periodicals join subscriptions on ( periodicals.id = 

periodical_id ) join biblio on (bib_id=biblionumber) join serial_instances on 

( subscriptions.id=subscription_id and status = 7) group by subscriptions.id 

order by title,branch_code 

 

Serials - Number of Issues Late 

select periodicals.id, bib_id,subscriptions.id,branch_code, count(*) "num of 

late", date(start_date) as "start Date" ,date(expiration_date) as "expiry 

date",title from periodicals join subscriptions on ( periodicals.id = 

periodical_id ) join biblio on (bib_id=biblionumber) join serial_instances on 
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( subscriptions.id=subscription_id and status = 3) group by subscriptions.id  

order by title,branch_code 

 

Serials Summary by Issues Status 

select periodicals.id, bib_id,subscriptions.id,branch_code, ( select count(*) 

from serial_instances where subscription_id=subscriptions.id and status = 1) 

"1 expected", ( select count(*) from serial_instances where 

subscription_id=subscriptions.id and status = 2) as "2 received", ( select 

count(*) from serial_instances where subscription_id=subscriptions.id and 

status = 3) as "3 late", ( select count(*) from serial_instances where 

subscription_id=subscriptions.id and status = 4) as "4 missing", ( select 

count(*) from serial_instances where subscription_id=subscriptions.id and 

status = 5) as "5 unavalable", ( select count(*) from serial_instances where 

subscription_id=subscriptions.id and status = 6) as " 6 deleted", ( select 

count(*) from serial_instances where subscription_id=subscriptions.id and 

status = 7) as "7 claimed", date(start_date) as "start Date", 

date(expiration_date) as "expiry date",title from periodicals join 

subscriptions on ( periodicals.id = periodical_id ) join biblio on 

(bib_id=biblionumber) order by title 

 

Serials List of Issues for a Bib (expects a biblionumber as a runtime parameter) 

select bib_id, branch_code, status, expected_date, received_date, barcode, 

item_id, chronology_vintage, sequence_vintage, title from periodicals join 

subscriptions on ( periodicals.id = periodical_id ) join biblio on 

(bib_id=biblionumber and bib_id = "__BIB__") join serial_instances on ( 

subscriptions.id=subscription_id ) left join items on ( itemnumber=item_id) 

join serial_editions on ( serial_edition_id=serial_editions.id) order by 

sequence_vintage 

 

Subscriptions with Number of Issues Received and Not Received 

select periodicals.id, bib_id,subscriptions.id,branch_code, ( select count(*) 

from serial_instances where subscription_id=subscriptions.id and status = 2) 

"received",( select count(*) from serial_instances where 

subscription_id=subscriptions.id and status <> 2) as "not 

received",date(start_date) as "start Date" ,date(expiration_date) as "expiry 

date",title from periodicals join subscriptions on ( periodicals.id = 

periodical_id ) join biblio on (bib_id=biblionumber) order by title 

 

Serials with expired subscriptions 
 

select biblio.title, subscriptions.branch_code, subscriptions.start_date, 

subscriptions.expiration_date, periodicals.id AS "Periodical Record" from 

subscriptions JOIN periodicals on (subscriptions.periodical_id = 

periodicals.id) JOIN biblio on (periodicals.bib_id = biblio.biblionumber) 
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WHERE subscriptions.expiration_date < date(NOW()) order by 

subscriptions.branch_code, biblio.title 

 

14.10 Deleting Subscriptions 

 

An individual subscription can be deleted while leaving the publication record in place. To do so, 

click the Del button next to the subscription summary: 

 

 
 

If the subscription was configured to create items (sysprefs SerialDeleteItem and 

SerialDeleteItemConstraints), a popup will ask if you want to delete those items as well: 

 

 
 

Note that you can opt to keep the items while deleting the subscription. If you choose the Remove 

Items button, the item records and the MFHD holdings record (if created by serials) will be deleted 

from the title record. If you click Keep Items, the item records (and MFHD) will remain attached 

to the bib record, but the link to serials will be removed and the subscription record deleted. 

 

If the subscription does not create items as issues are received, the bib and item records will not 

be affected. 

 

14.11 Deleting Publication Records 

 

Usually you will want to keep publication records even if there are no active subscriptions, because 

the publication record has the serial pattern information. However, these records can be deleted if 
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desired. From the main serials screen, find the title and click the Del button at the end of the line: 

 

 
 

As above, you’ll be asked to confirm deletion of any items that may have been created by receiving 

serials issues. You can choose to keep the items or delete them (and MFHD record, if created). 

 

 
 

You’ll get a popup confirming the publication record deletion: 

 

 
 

 

15.  Lists 
 

The list function allows users to create lists items that may or may be shared with other users.  It is available 

in both staff and the Discovery Layer.  Lists may be public, private or open. 

• A private list is created, managed and seen only by the person who created it; 

• A public list is seen by everyone but managed only by the person who created it; 

• An open list can be seen and managed by everyone.  This can become unwieldy or unmanageable 

and is not recommended. 

 

The individual staff or public patron or the associated Role must have the 

catalogue, bib_list -- Lists/virtshelves of bibs 

granular permission (see that section) to be able to create lists. 
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15.1 Creating a List (Staff Mode) 

 

To create and manage lists in the staff mode, select Lists from the home page menu or from the More 

dropdown: 

 

When you select Lists from the home page you are taken to a display of your current private and public 

lists: 

 

From here, you can create a new list, edit an existing list, or delete a list. 

To add a new list, click on the button New List.  This will bring up a template for the new list details. This 

includes a name for the list, how it will sort, and whether it is Private, Public or Open. 

 

Click Save when you are done.  When the template is saved, you are taken to a screen where items can be 

added to the list. To add the items, scan in the barcode and click “Add.” 
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After an item is scanned it appears in the list: 

 

You may continue to add as many items as needed from this point.  Note also that once items are added to 

the list they are available for placing a Hold through the list. 

Clicking on the Edit button of the list takes you back to the set-up parameters, which allows you to change 

the name of the list, how it is sorted or whether it is Private or Public. 

 

 

15.2 Deleting a List 

 

You may also Delete a list from the staff mode. Go back to the main Lists display (More, Lists). If you 

click on Delete, you will be asked to confirm the action.  If you agree to the Delete action, but there are 

items in the list, you will be asked for further confirmation: 



Bibliovation User Manual Copyright © 2023- by   Page 550 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

The list will not be deleted until you Confirm; once deleted it cannot be retrieved. Note that this does NOT 

delete the titles themselves, just the grouping into a list. 

 

15.3 Creating/Adding to a List From Search Results 

 

Lists can also be created or added to through the search results list.  Select titles from the results list and go 

under the Selected button at the top: 

 

 

Select Add to List (or Shelf if you’ve changed the wording).  You can either create a new list at this point 

or add your selections to an existing list (use the pulldown to choose the list): 
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See the Discovery Layer section for information about working with lists in the public interface. 

 

 

16.  Moderating Tags and Comments 
 

16.1 Moderating Tags 

 

Tags are added by users in the Discovery Layer (see that section), and can be moderated by staff, if enabled 

(syspref TagsEnabled).  When a patron adds a new tag it is subject to moderation by staff (if 

TagsModeration syspref is enabled).  We strongly recommend that library staff moderate tags. 

NOTE: Tag moderation is overridden and the term is automatically approved if the term is whitelisted. A 

term will be whitelisted if the program defined in the TagsExternalDictionary syspref says that the term is 

a legitimate word. If you want to force moderation for all tags, remove the value in TagsExternalDictionary. 

To check and approve newly-added tags to go Tools, Tags: 
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From this screen you can: 

• Search for terms that are pending, approved, or rejected; 

• Filter tags by Searches, by Reviewer, or a date range; 

• Test a term against the Test Blacklist, which is a whitelist/blacklist of terms; 

• See a summary of all terms currently moderated; click on the link to see the terms under each 

category. 

 

New tags appear in the list of Pending terms (the default display, above), where they can be Approved or 

Rejected. You can approve one tag at a time by clicking the Approve button on that line, or check several 

boxes and then the Approve (or Reject) button at the bottom: 

 

If Approved, the tag will be added to the Tag Cloud, where it can be used for searching by any patron.  
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It will also be added to the Test Blacklist. Searching against this test will tell if you a tag is permitted, 

prohibited, or has not yet been moderated.  For example, an approved tag gives the following information: 

 

Note also that from the main screen you can retrieve a list of all tags that have been moderated to date and 

revise the original decision. Set the sidebar filter to Approved and apply the new filter: 

 

Reject buttons can be used to reject a previously-approved term. 

See the Discovery Layer section for how tags appear and can be used in the public interface. 
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16.2 Moderating Comments 

 

The system allows users to write comments or reviews about items held by the library. These comments 

are available for others to read. If enabled (syspref reviewson), a tab labeled Comments appears in the 

bibliographic display in the Discovery Layer.  Patrons must be logged in to submit comments.   

Comments are moderated by staff before they are made public.  Staff must have the moderate_comments 

granular permission to moderate comments. 

Comments are moderated in Tools, Comments.  All pending comments will be listed here, awaiting action.  

Information on the patron commenting, the title of the item, and the comment are included here. 

Click on Approve or Delete to take action on the comment: 

 

Once a comment is approved or deleted it cannot be retrieved or changed.  

See the Discovery Layer section for how tags appear and can be used in the public interface. Note that users 

can modify their own comments, so the same title/entry may reappear on the staff approval list. 

 

 

17.  Using the Discovery Layer 
 

The Discovery Layer is the patron interface to the catalog (the OPAC).  Patrons can search, place holds, 

renew items and see information about their account. 

 

17.1 Home Page 

 

The home page is the main entry point to the Discovery Layer.  The masthead bar contains a search box 

and links to several options.  In the upper right corner is a link to log in. Sites may add images or text to the 

masthead or to the body of the main page as desired. 
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The options available from the masthead depend on how your system is configured.  The Lists and Map 

buttons are controlled by system preferences and initial setup.  (The Cart button now does not always show 

on the masthead; it only appears when items have been placed in it. The Cart and Lists may be renamed in 

the configuration editor; other common labels are Bookbag and Shelves.) The Cart allows users to collect 

titles for emailing or downloading. Lists are predefined groups of titles created either by library staff or by 

the user. The Map button allows searching and display by map coordinates.  

New Titles is a list of titles added to the catalog in the last X days (timing specified in the syspref 

NewTitlesAge).  Course Reserves is the patron interface to the course reserves module.  Browse allows 

browsing by authorized terms (author, subject, uniform title).  Tag Cloud shows tags that have been applied 

by all users to records in the system.  If enabled and the patron has permission, Add Content will allow 

upload of digital objects. Any or all of these can be disabled. 

The middle of the page may include news items, informational text, search tips, links to library and other 

resources, and contact information. This is controlled by the library through the Discovery Layer 

Configuration Editor (see that manual). 

 

 

17.2 Simple Search 

 

The masthead has a search box; you can select from certain indexes, enter a term, and click Go to perform 

a search.  The default Library Catalog is a keyword search – every field in the MARC record is included. 
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Because the keyword index is so broad, users will probably get better results by choosing an index more 

suited to what is being searched. Search terms and facet selections are persistent but may be cleared from 

the box by using the circled X in the upper right of the search box (previous versions had a separate Clear 

button). The search results will remain on the screen. 

 

17.3 Advanced Search 

 

The Advanced Search page offers more options for focusing a search, depending on how your system is 

configured.  System administrators can configure additional indexes to be added to the search pull-down 

box.  Users can also select specific item types, collection codes, shelving locations, languages, target 

audience, publication date, musical instrumentation, and owning library. 

 

Search entries are persistent – they will remain if the user comes back to the Advanced Search screen later. 

Click the Clear link to clear previous settings. 

Your system may have the various options configured as checkboxes rather than pulldowns. See the section 

on searching earlier in the User Manual for additional options and search tips. 

 

17.4 Results List 

 

From either basic or advanced search, you’ll be taken to a results list.  The screen will show the search 

strategy used, titles, and information about item availability.  If you used more than one setting in your 

search, you’ll see an X next to your limiters; you can remove that limitation and redo the search if desired. 

NOTE: For titles with a lot of items attached, the results list will now display only the first three items/call 

numbers, with a note of how many others there are (e.g., "and 7 other locations"). The first three are 

displayed on separate lines for better readability. 
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Note that if there are no physical copies attached to the title, the results list will omit that section rather than 

saying zero copies. The previous display was confusing for electronic resources which usually do not have 

items attached. 

If the system is configured for it (see Discovery Layer Configuration Guide), and there is only one result, 

the display may go directly into the title display. 

 

At the left side, you’ll see facets for narrowing your search.  Depending on your site’s configuration, these 

can include availability, format (based on the MARC fixed fields), author, subject, language, geographic 

region, publication date, item type, and collection code.  Clicking on any entry from the facet will narrow 

the existing search. 

A help button (question mark icon) will open a popup window with facet tips: 
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NOTE: There is an upper limit of 200 for the number of entries displayed for any facet group. If you 

do a search with a large results set, facets with few entries may not be displayed. For example, if an 

author or subject is only used once in the results set, it may not show if the number of more 

frequently-used terms is large. 

From links on the results list, you can individually add titles to a cart or list or place a hold.  (Some actions 

require that you be logged in first.) You can also use the checkboxes next to each title to select multiple 

entries, then use the Action pull-down at the top upper right. 

 

If your site is configured to use external content, you will see dust jacket images where available. Titles 

which do not have available images will show a box with the title and author: 

 

 

17.4.1 Search Results Paging 
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Beneath the statement of the search terms are the search results; at the bottom, a pagination bar allows you 

to move to the next page of results. In earlier versions, this only showed four page options at a time. Now 

sites can configure the number of pages to show in the pager bar. 

 

By default, 20 search results will display per page; this can be adjusted in the administrative settings (the 

OPACnumSearchResults syspref) if desired. Users can adjust the number of results per page by clicking 

the down arrow next to the count: 

 

This opens a dropdown; the user can choose another count: 

 

This is persistent for the current session or until the browser is refreshed.  If a user refreshes, log outs, or 

closes and reopens the interface, it will reset to the system default. 

 

17.4.2 Display Results as List or Images 

 

You can switch views of the search results. The standard view is List, as shown above. You can use the 

icon at upper right to switch to Images. If selected, this will display the search results with available images 

(either dust jackets or thumbnails from digital objects): 
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A user’s choice is persistent – if you have images selected and log out, then log back in and do another 

search, images will still be the default view. If a user is not logged in, the choice does not carry over to the 

next anonymous session. 

 

17.4.3 Clearing Terms and/or Facets 

 

Search terms may be cleared in different ways to begin a new search. If you have done a search and applied 

one or more facets, you can clear the facets by clicking the X next to the facet at the top of the results list: 

 

Clearing the facet using the X will redo the search without the facet.  

To clear a search term from the masthead search box, either select it and delete, or use the X icon. 

 

NOTE: If the patron or Role record has enabled enhanced facets, logged-in patrons will be able to use the 

Boolean options. See earlier section on Enhanced Facets for Boolean Operators. 

 

17.4.4 Sort Order and Relevance Ranking 
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The default sort order is relevance ranking.  The Solr search engine is configured to give more weight to 

records with the search term in specified fields (such as title, author, and subject).  Entries with the search 

terms adjacent to each other will be ranked higher as well. The weighting for keyword goes title - subject - 

author - isbn - fulltext.  

In previous versions, results list sort options have been hard-coded -- sites could not hide unwanted options 

or add new ones. Now the Discovery Layer Configuration Editor allows sites to specify the sort options 

they want.  Users can sort on the configured options by clicking on the word Relevance in the top line.  

 

That opens a pulldown with the configured options: 

 

 

17.5 Title Display 

 

Clicking on a title from the results list will bring up the title display screen.  Here you will see information 

about the title and about items attached to that title. 
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There are also links to place holds and requests, move through the results list, view or save the record in 

other formats, and send a search for this title to other resources such as WorldCat or Google Scholar.  Some 

options will be disabled until you log into your account. 

The bottom part of the display gives details about the item records – shelving location, call number, 

availability, etc.  The display can show if an item is checked out, on hold, in transit, damaged, or lost. 

Locally-defined custom statuses will also display. 

 

Note that it is possible for sites to customize both the fields and the order in which item data is shown; your 

site may be different than the screenshots.  This is documented in the Superlibrarian Training Guide. 

If the site is configured for the full Bibliovation system (with digital object functionality), and the title has 

associated digital objects, links will show at the right-hand side with certain information (object type, size, 

etc.). 

 

(If the user has the appropriate permissions, an Upload and/or a Delete link will also appear, allowing a 

new digital object to be uploaded to this title, or removal of the selected digital object.) 
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Digital objects show the file type or file name. If there are multiple objects attached, and the names are 

lengthy, the truncated display makes it hard to tell them apart. A display name can be entered in the 856$y. 

The display will show that as a tooltip-style popup if the cursor hovers over a name: 

 

That same entry is used as alt text for screenreader software. 

You can add any of the digital objects to your Cart by clicking the checkbox.  

The thumbnail image shows in both the bib and results list display; clicking on the thumbnail will open the 

object in a viewer. Clicking on the thumbnail or any of the file links will open the digital object in a popup 

viewer window: 

 

You will see the object along with certain information about it. Other tabs give you options for downloading 

or printing the object, or focusing in on particular geographic boundaries. 

Clicking the Detach button in the upper right opens the document viewer in another window. 

Click the X in the upper right corner to close the Document Viewer window and return to the previous 

view. 
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17.5.1 Showing the Name of the Person Who Has Checked Out 

 

Certain specialized libraries need the public interface to show who has an item checked out; this should be 

disabled for most libraries. A public user will see the checkout patron information if (1) the 

OPACShowCheckoutName syspref is on and (2) the user has the new circulate.issue_history.view and the 

borrowers.borrowers_details.name permissions. (If the syspref is on and the user is superlibrarian, the name 

will also show.) These should be set in the associated Role record or (rarely) directly in the patron’s record. 

 

 

 

 

 

17.5.2 Printing a Record 

 

The title display has a Print Record link on the left side of the screen: 

 

That feature will print a streamlined version of the record: 
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However, if you need to print the entire MARC record, click the View Record As button and select MARC 

from the pulldown: 

 

A popup window will show the MARC record; a print icon at the top allows for printing the record in that 

form: 
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Clicking the icon opens a new window, ready for printing: 

 

 

17.5.3 Exporting Record in APA Citation Format 

 

Patrons can now produce American Psychological Association (APA) style citations from contents of 

MARC record. The output returns a citation in one of four classifications: book, journal article, 

dissertation/thesis, or offprint article. If the record in question is not one of those four, it will produce a 

message saying that the citation is not available.  

 

17.5.3.1 Individual Records 

 

The citation is available in the DL bib detail view under View record as, APA Citation. 
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If the current title has matching data, this produces a popup with the output formatted appropriately: 

 

Users can copy and paste the contents, or use the Print icon to print the citation. 

 

17.5.3.2 Multiple Records 

 

You can also get multiple citations by adding records to the Cart. When you’ve collected all the records 

you want, go into the Cart. Select all desired titles and you’ll see a link for View Citations: 

 

Click that and a popup will show the citations. As above, you can copy/paste the citation data. 
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Remember that if the record doesn’t contain the appropriate data, the citation will be incomplete. 

 

17.5.4 Exporting in Other Formats 

 

Records can be exported/saved to file in several formats, including Dublin Core: 

 

 

17.5.5 Shelf Browser 

 

NOTE: The display for this feature has changed from earlier versions. If enabled (syspref 

OPACShelfBrowser), a user can click the View Nearby Items on Shelf button at the top of the item holdings 

table to see what items are on the shelf nearby.  

 

Clicking the button produces a dropdown with the branches and shelving locations of attached items: 
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Select one, and a popup window shows nearby items. This is based on a combination of call number and 

shelving location. The default display is the cover image (or text with title/author/call number if no image 

is available). Hovering the mouse over an image will display the title/author/call number information 

superimposed over the image, as in the second title below. Users can click the left/right arrows to page 

through the display. 

 

 

17.5.6 Serials and MFHD Display 

 

Serials titles with attached MARC holdings (MFHD) records have different display options, depending on 

your configuration (see the Discovery Layer Configuration Guide). The simple display won’t show the 

MFHD record in the Discovery Layer; the holdings display will look like any other record: 

 

If the system is set to display and group holdings records, the MFHD shows with a textual holdings string. 
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The Subscriptions tab in the Discovery Layer will show latest issues received for each subscription. 

 

The Holdings tab will show the textual holdings string. 

 

IMPORTANT: If a bib record has no items, but does have an MFHD record that is not linked to a serial 

subscription, that record will not show in the Discovery Layer unless the holdings table is set to 'group by 

holdings' in the Discovery Layer Configiguration Editor. If it is properly configured, such a record would 

display like this: 

 

 

17.5.7 Records with Large Number of Items 

 

To improve response time, records with more than 30 items attached will break the item display into 

multiple pages. In the Discovery Layer, users will see screens of 20 items with a pager at the bottom: 
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If the Discovery Layer is set for simple item display, sorting by any column will sort all items. If the display 

is grouped by branch, sorting will only sort the items belonging to that branch. You can click the arrow 

under the branch name to collapse that branch’s holdings, so that you can see other branches. 

 

 

17.6 Authority Browse 

 

If enabled, the Browse link in the masthead will allow users to browse for titles related by an authorized 

term (author, subject, uniform title). 

 

Use the pulldown to select the appropriate authority index; the default will search all indexes: 
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The second box on the search line specifies whether to only search authority records that are linked to bib 

records, or all records. The default is to search only linked records: 

 

 

The Search Focus says whether you want to search against an exact main entry, or just find the term 

anywhere in the record: 

 

Enter your search term and (if desired) change the default sort: 

 

The results list will show you the authority record entries and how many times they are used in the catalog.  

The View Full Heading link will pop up a window with the full MARC authority record.  Clicking on either 

the heading entry itself or the link under Titles in Catalog will bring up a search results page with the titles 

that use the heading. 
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17.7 New Titles 

 

The New Titles feature allows sites to easily feature new material.  It is a list of titles added to the catalog 

in the last X days (number of days specified in the syspref NewTitlesAge).  The feature uses only new title 

records, not new items added to existing titles. 

 

 

17.8 Cart 

 

The Cart is a holding place for a collection of records. (Note that sites can change the name from Cart to 

something else, like Bookbag.) When you have added items to the cart, the masthead display will show a 

cart icon and a count: 
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Clicking on the Cart button in the masthead will open a popup window with the contents of your cart. 

 

The More Details link will expand the entries: 

 

You can email the group of records (MARC format), print them, add to a list, or place holds. The cart is 

not persistent – if you create a cart during one session, it will not remain in place the next time you log in.  

It’s meant as a temporary holding bin for a collection of records during a catalog session.  The cart display 

does not include much item data, but the print or download output does: 
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You can add items to the cart and print them without being logged in, but you must log into your account 

to be able to email them or add them to a list.  In addition, your patron account record must have an email 

address for validation. 

The titles in the cart are hyperlinked; clicking on one will change the underlying screen to that record. When 

you are finished with this group of records, you can empty the cart and close the window with the Empty 

and Close link. 

 

17.9 Lists 

 

A patron must be logged into his/her account before creating or editing a list; existing public lists can be 

accessed without logging in. (Note that sites can change the name from Lists to something else, like Shelves 

or Collections.)  The individual patron or the associated Role must have the 

catalogue, bib_list -- Lists/virtshelves of bibs 

granular permission (see that section) to be able to create personal lists. 

 

17.9.1 Viewing a List 

 

Go to the Lists link in the masthead and click on the drop down.  Select one of the lists to view. If you are 

logged in, the lists you created are towards the bottom, under the caption “Your Lists.” 

 

If you are logged in, you can create a personal list in a couple of ways. Go to your dashboard (see that 

section later) and click the My Lists tab. You’ll see any lists you have already created, and a button allowing 

you to create a new one. 
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For a new list, enter the name of the list. Make the list public, if desired, which means it can be viewed by 

anyone.  Choose how to sort the list – by title, author, or date. Then click on Create New List. 

 

You can add items to a list (or create a new one) from any search while you’re logged in to the Discovery 

Layer. From a search results screen, click the checkboxes next to the titles you want, and select Add to List 

under the Actions pulldown. 

 

The popup will allow you to create a new list at that point, or select one of your existing lists from the 

pulldown. 
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When you view an individual title, the option to add to your list appears to the right of the bibliographic 

display, under Title Actions. 

 

Clicking that link brings up the same window as above; create a new list or add to one of your existing lists. 

All of your lists are available for viewing and managing in your dashboard. 

 

17.10 Logging In 

 

You can log into your account at any time by clicking the Log In link in the upper right corner.  If you click 

on something that requires a login status, such as placing a hold, you’ll also be prompted: 
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Enter your ID and password.  NOTE: a user can log in either with the defined userid (DL Login field) 

or the cardnumber – if the value entered does not match the DL Login, it will try to match against a 

cardnumber.   

 

When you log in, the screen will change to show your name.  You can then proceed with what you were 

doing, or go to your account page by clicking on your name and selecting My Dashboard.   

 

A popup message with a link to your account will also display briefly: 

 

 

17.10.1 Prompt for Missing Account Information 

 

If configured, the system will prompt a user at login to add missing data to the user’s account: 

 

Clicking on the Update button will take the user to the My Personal Details tab (see below for more 

information) with a prompt to complete the required fields: 
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The user can choose to ignore the prompt, but it will show at every login until the required field data is 

added to the patron record. The patron’s update note will be emailed to the address in the branchcode policy 

(or the KohaAdminEmailAddress syspref if there is no address in the branchcode), and library staff will 

update the patron record. 

 

17.10.2 Logging in With Partial Barcode 

 

If configured, patrons can log in with a partial barcode (only the unique string after the branch’s prefix). 

Related to the staff Partial Patron Barcode Searching feature, this requires use of patron barcode prefixes 

in the branchcode policy. If a site uses branch-specific URLs, the system will attempt to use the prefix in 

the branch defined in the host-regex setting. Otherwise, all branch prefixes will be checked. If more than 

one prefix expansion finds a patron record, lookup will fail (reverting to non-expanded lookup). 

 

17.10.3 Forgot Password Reset Option 

 

The Login dropdown now has an option for patrons to reset their passwords if needed. Select Forgot 

Password? from the menu and you’ll get a popup: 

 

Enter either cardnumber, email address, or login ID and the system will search for the patron record. You 

will receive an email at the address on your patron record: 

 

Click on the link and you’ll be taken to a screen with data fields: 
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Enter either cardnumber, email address, or login ID in the first field, then create a new password and 

confirm it. When you click Reset Password, the system will update the database. You can then log in using 

the new password. 

Note that if the site has turned off the OpacPasswordChange syspref (the default for LDAP authentication), 

the Forgot Password link will not appear. 

 

17.11 Discovery Layer Patron Dashboard 
 

The Discovery Layer patron account section has been reorganized into a dashboard. The top of the display 

shows current checkouts, holds, and fines. 

 

This area of the screen may also show alerts for various conditions. In this example, the patron’s record 

was flagged as “gone no address” so a warning appeared: 

 

Below that are tabs for various sections (what shows depends on your site’s configuration). 
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17.11.1 Checkouts  

 

 

Clicking the Checked Out link in the first section shows what items you currently have checked out. 

 

 

17.11.1.1 Renewing 

 

A Renew button (half-circle arrow icon) will allow the item to be renewed, and a note will show how many 

renewals remain. An item that is on hold for another user cannot be renewed by the patron (staff may be 

able to override and renew). However, patrons will be allowed to renew eligible items if there are other 

items available in the system to fill other active holds on the same bibliographic record. 

If a renewal is blocked for another reason, such as max number of renewals reached, the Renew button 

won’t show for that item. 
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NOTE: Certain sites need to mark titles as suppressed but still check them out to users. To allow title 

information to show on the patron's list of checkouts, the patron or (preferably) the Role assigned to 

those patron categories must have the catalogue.view_suppressed_bibs granular permission. 

Note that sites may have configured the system to block renewals if the amount owed is above a certain 

threshold, or for other reasons. If that is the case, an error message will show when the user tries to renew. 

A popup message will say something like “Could not renew some items at this time” and the list of 

checkouts may show the reason: 

 

 

17.11.1.2 Renewing Multiple Items 

 

You can click the button under the Renew column to renew an individual item, or you can select multiple 

checkboxes to renew several at once 

 

A popup window will ask for confirmation: 

 

 

17.11.1.3 Self Checkout 
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If the patron has the self_checkout granular permission (either directly or through a Role assignment), a 

Self Checkout button will show on the My Checkouts screen: 

 

The patron can click that button, enter a barcode in the popup form, and check an item out: 

 

NOTE: The older self-check module no longer works and has been removed. A new Kiosk module 

has been added (see that section and the Superlibrarian Guide under System Preferences). 

 

17.11.1.4 Checkout History Anonymization 

 

If enabled, users can choose to retain their checkout history under the Show Checkout History Preference 

button on the Dashboard, My Checkouts display: 

 

 

Retain Checkout History works with the anonymization function. If that feature is being used, note that the 

default behavior is to REMOVE previous checkouts. To keep that history, this button MUST be checked.  

If configured in the Discovery Layer (see that manual), users who choose not to retain their history will not 

see borrowing history, but they WILL continue to see their current checkouts. 
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When users make a change to settings, they will be asked to enter their password for confirmation: 

 

 
 

 

17.11.1.5 View Checkout History 

 

If enabled, patrons can use the View Borrowing History link under Checkouts to view previous checkouts. 

 

NOTE: If the new Anonymize Reading History feature is being used, old checkout data may not 

appear. Earlier versions used a syspref; the new code uses a combination of granular permissions 

and user preferences. See the section on anonymizing data in the Superlibrarian Guide. To simply 

view the reading history, only the permission circulate.issue_history.view is required. This can be 

assigned in the Role record. 

The list can be sorted as desired, by clicking on the arrows in the column headers. 

 

17.11.2 My Holds 

 

Clicking the On Hold link will show details about your present holds, including the expiration date for holds 

that have been triggered. 

 

The title display has been expanded to include extra subfields so users can distinguish between similar 

titles. You can see if an item is in transit, waiting for pickup, or is still pending. If a waiting hold has expired 

without being picked up, it will no longer show in the Dashboard list. 
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For serials titles, the enumeration and chronology has been added to the display: 

 

If configured (syspref OPACDisplayRequestPriority), your position in the holds priority queue will show 

in parentheses after the Pending status.  You may cancel any hold that has not yet been triggered.  NOTE: 

a new granular permission circulate.cancel_waiting_holds will allow users to cancel even triggered holds; 

this permission can be assigned in the Role record but is not recommended for most sites. 

As with renewals, checkboxes will allow action on multiple holds at once. 

 

17.11.2.1 Suspending Holds 

 

Users may suspend any hold which has not yet been triggered (waiting for pickup).  Click the Suspend icon 

(double vertical bars); a popup window will appear. 

 

You can set a date for the hold to automatically resume (controlled by the cron job 

misc/cronjobs/holds/resume_suspended_reserves.pl).  To set a date, click in the Resume On box and a 

calendar gadget will appear.  Navigate to the desired date and click Done. Then click the Suspend button. 

If you want the hold to be suspended until you resume it, ignore the date field and just click Suspend. 
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The Discovery Layer display changes to show the suspend status, with a button to Resume the hold (right 

arrow icon): 

 

Even if the hold was suspended with a “resume on” date, the user can resume it at any time by clicking the 

Resume button. It does not have to wait for the target date. 

 

17.11.2.2 Holds History 

 

A new user preference (Retain Hold History) allows users to display a record of previous holds. This can 

be set by staff in individual patron records or Role records (under the Patron user preferences section): 

 

It can also be set by patrons themselves under the My General Preferences tab. If it is enabled, you can 

click the View Holds History link at the top of the dashboard: 

 

 

This will show previous filled and cancelled holds: 



Bibliovation User Manual Copyright © 2023- by   Page 587 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

 

17.11.3 Fees 

 

The Fees link will show current charges: 

 

The Fees screen will show details: 

 

Accruing fines on items that are still checked out will show, but won’t be included in the total owed: 

 

 

17.11.4 My Personal Details 

 

This tab shows patrons the contact information on file for them.  
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You can use the Change Password button at the top of this screen to change your password.  That will bring 

up a popup window with boxes for the current and new passwords: 

 

Users will be blocked from entering a password shorter than the system-specified length. 

Patrons can enter new data in various fields and click the Submit Changes button at the bottom. The patron’s 

update note will be emailed to the address in the branchcode policy (or the KohaAdminEmailAddress 

syspref if there is no address in the branchcode). Library staff must then review the update(s) and make the 

changes in the patron record as needed.  Patrons may not directly modify the database. 

 

17.11.5 My Requests 

 

If call slips, document delivery, or informational request forms are configured, patrons can see their requests 

under the My Requests tab. 
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As library staff update the status or post responses, those become visible.  See the section below on placing 

requests through the Discovery Layer. 

 

17.11.6 My Lists 

 

As covered under the Lists section, from your account page you can manage your personal lists. 

 

From here you can review the items on a list, edit the list, and send the list to an email address.  To email a 

list, your patron account record must have an email address for validation. A personal list may also be 

deleted from here. 

In the Discovery Layer, you can see your own lists under either the My Lists link or the masthead Lists: 

 

Either opens the public list display. At the bottom, click Show My Lists: 
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This displays your own lists; you can switch back to the public set if desired: 

 

A granular permission (catalogue.bib_lists.create_public) is required for patrons to create lists that are 

publicly available to other users. Otherwise, patrons can only create personal lists. 

 

17.11.7 My Interlibrary Loan Requests 

 

If enabled (ILLRequests system preference), the Interlibrary Loan module allows patrons to place requests 

and staff to manage those requests.  It works similarly to Call Slips and Document Delivery, but is intended 
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for material not owned by the library.  In the dashboard, under the My Interlibrary Loan Requests tab, you 

will see a list of current requests and their status. 

 

Click the New Interlibrary Loan Request link to create a new one.  That opens a popup window with various 

fields (the fields on the form can be controlled by the site in the Discovery Layer configuration editor). 

 

The user would fill out as much information as possible, and click Submit Request.  The request is then 

visible in the Discovery Layer screen; the user could cancel it or edit it to include additional information 

 

17.11.8 My Purchase Suggestions 

 

If enabled (syspref suggestion and some associated configuration and permissions), patrons may create 

purchase suggestions from the Discovery Layer or see the status of previous suggestions.  Patrons can delete 

suggestions if desired.  

 

To create a new suggestion, click the “New Purchase Suggestion” link.  That will open a data entry popup 

screen: 
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In the top part of the screen, complete as much information as possible about the requested title.  Scroll 

down to ask for the item to be placed on hold or course reserve, and for notification options. 

 

Library staff can review and act upon suggestions in Acquisitions.   

 

17.11.9 My Tags 

 

If Tags are enabled on the system, this tab shows any tags the patron has created, with a link to the title and 

an option to delete the tag. Note that the system may be configured to require staff approval of tags; if that 

is the case, your tags may not show until library staff approves them. 
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17.11.10 My Messages 

 

The My Messages tab shows a list of messages which have been delivered to the list message endpoint 

type.   These are retrieved periodically according to the Messaging Poll Interval (in the My Messaging 

Preferences tab).   

 

Messages stay on this list until they are explicitly removed, either by clicking the X button on a given 

message, or the Clear All button at the top of the page.  The Refresh button will retrieve any new messages 

immediately.   The printer icon next to each message will print that message. 

 

 
 

Remember, this only shows messages directed to the list endpoint – email messages do not show here. 

 

 

17.11.11 My Messaging Preferences 

 

Under this tab, patrons can see existing settings for notifications, and make changes as desired.  The tab 

shows a table of all message types the patron is authorized to receive by their permissions.  Message types 

are grouped by category.  The Scope column indicates whether this is a unicast message (Sent to Me) or 

multicast message (Anyone).  The remaining columns indicate the delivery preferences. 

Default message settings from the Role record show as grayed out checks. 
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If the Override role preferences box is unchecked, the remaining checkboxes (Popup, List, RSS, etc) show 

the patron's Role preferences, if any.  To alter these, the patron must  

• check Override role preferences  

• change their delivery settings or unsubscribe from messages entirely (by unchecking all 

endpoint type boxes). 
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For some message types, users may request an email digest, in which case all email messages of a given 

type are merged together whenever the queue is processed (typically daily).   

Popup and list messages are retrieved periodically by the Discovery Layer from the LAK backend.  The 

frequency is governed by the Messaging Poll Interval setting at the top of the page.  This setting has role 

and category role defaults; if none of these are set, the default is 20 seconds.  The duration that popups stay 

on the screen is governed by a setting in the My General Preferences tab (see below).  

Changes to any of these settings are not saved until the patron presses the Submit Changes button! 

IMPORTANT: there is a subtle but important semantic difference between user and role preferences.  For 

example, suppose Alice and Bob are both assigned the AdultPatronRole role, and that role is subscribed to 

receive overdue messages by list alone.  Alice overrides these role preferences (checking the Override role 

preferences box) and changes to RSS alone (RSS checked, but all others are unchecked).  Later, a staff 

member decides to change the AdultPatronRole role to receive overdue notices by email.  Now, Bob will 

receive these by email, because he has not overridden his role preferences.  Alice, however, will still get 

overdue notices only by RSS, because she has overridden her role preferences.  If she unchecks 

Override role preferences, she will automatically go back to the current role defaults (email). 

 

17.11.12 My General Preferences 

 

The General Preferences tab has an assortment of options.  Staff can also set these on patron records or 

Role records through the staff interface; patrons can override those settings here. Different sites may show 

different preference options, depending on system configuration. 
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The first one (Default Query Filter) allows the user to set a filter that will automatically be applied to all 

searches.  See the manual section on searching for more information; this setting should probably not be 

used except in special circumstances.  You must be familiar with the Solr index names and search syntax 

to set these up properly. Use this option with caution – invalid settings could disable searching altogether. 

 

The filter is applied automatically, but the patron can turn it off on a search results set by clicking the 

Default Filter toggle button: 

 

 

The search re-executes, and the button toggles to Default Filter On. 

If the site has configured extra search filters or options in the masthead, the Masthead search type pulldown 

will allow the user to keep those settings (Prefilter) or return to a Simple masthead search box. 

The Popup Duration setting controls how long a popup message remains on the screen in the Discovery 

Layer.  The default is 10 seconds; users can set that to any duration (in seconds) desired.  Setting this to 

zero will make all popups persist until the user actively closes them. 

 

The Advance Days’ Due Notice is the number of days in advance that Advance Notices should be sent.  If 

the patron opts to receive Advance Notices, this is what controls the timing. This is the most important of 

the settings on this screen. 

 

Retain Hold History allows your previous holds to display in the Discovery Layer (see section above). 

 

17.11.13 Proxy Borrowing 

 

This tab shows any proxy relationships configured on your account – if you can borrow for other patrons, 

or if other patrons can borrow for you. 
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17.11.12 Patron Group 

 

A Patron Group section of the Discovery Layer dashboard will show details for a family group on the “head 

of household” account: 

 

 
 

This allows the responsible account to monitor circulation status for all family members. 

 

A family group member Discovery Layer account will only show the name of the parent/head of household 

account. 

 

 

17.12 Placing Holds 

 

There are links in the Discovery Layer to place holds in a search results list, the title display page, the cart, 

and lists.  From whatever point you begin, a popup window will show you the title and hold options: 
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Click the Add Notes toggle to enter any special notes in the Notes field. If needed, select a different pickup 

location.  

 

Click the Place Hold button to place a title-level hold. 

 

 

You can click the View My Holds link to see your account’s Holds screen. Otherwise, click Done to close 

the popup window. 

If your library allows item-specific holds, you can change the pulldown from Next Available to Choose A 

copy.  Then click the Place Hold button next to the desired item.  However, in most cases users should 

select Next Available.   

 



Bibliovation User Manual Copyright © 2023- by   Page 599 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

The list of holds in your Dashboard will show whether the hold is on any copy or a specific item. 

 

If your library doesn’t allow on-shelf holds, you’ll get a “blocked” message when you try to place a hold 

on an available item. You will be able to place holds on items that are currently checked out. 

If your library limits the number of on-shelf holds per day, you will get a blocked message when you reach 

that limit: 

 

 

Note that if you’re placing a hold on a serials title with enumchron data, that data now shows on the holds 

screen: 
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17.12.1 Placing Holds on Multiple Items on the Same Title 

 

If permitted, users may place holds on more than one item on the same title. The intended use is for titles 

like periodicals or DVD sets, where the title has items for different issues or parts – a user might want to 

place a hold on issues 33 and 35 of a magazine, for example. After getting the Place Hold popup, change 

the pulldown from Next Available to Choose a Copy. 

 

This will show the items attached. Click the Place Hold button next to each item for which you want to 

place a hold. That places the hold on the particular item, and lets you continue placing holds on other items: 

 

When you are finished, click Done to close the popup. 
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17.12.2 Placing Holds and Other Actions from the Results List 

 

Users can place a hold on a single title in the results list by clicking the Place Hold link at the bottom of 

each title entry. Buttons to perform actions on multiple titles are normally hidden. If enabled, users can also 

place holds on multiple titles by checking off entries. When you do, new buttons will appear at the top of 

the results list: 

 

These buttons replicate some of the actions available under the Actions dropdown, but are more visible. 

Click the Place Holds button and you’ll be placed into a holds popup with all the selected titles: 

 

If desired, you can choose a specific copy rather than Next Available. Be sure to click the Place Hold button 

on each title. Click Done when finished. 

You can also save the search or add items to the cart or a list. 

 

17.12.3 Hold Date in the Future 
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If the syspref OPACAllowHoldDateInFuture is on (rarely used and not recommended), patrons placing 

holds will have an option of specifying a start date: 

 

Click the Add Delay toggle and you can enter a start date (a calendar widget will appear). 

 

The hold will become active on that date. 

 

17.13 Recalls 

 

If the system and the applicable circulation policy are configured to allow it, a patron placing a hold on a 

checked-out item may request a recall.  This will show as an option in the holds popup window. To trigger 

a recall, place an item-level hold – select Choose instead of Any in the Copy field. Then, from the list of 

items, click the Place Hold button on an item that is checked out.  
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Once you have placed the hold, you’ll see a Recall option. NOTE: This is a change from earlier versions, 

where the hold and recall were placed in one step.  

 

Click the Recall button to have a recall notice sent. You’ll see a popup about the action: 

 

The holds screen will not change, though. Click Done to close it. The current user has the option to keep 

the item for some period of time (set in the circulation policy). 

As noted in the staff section on recalls, placing a recall does NOT automatically move the user to the top 

of the priority list. If others have holds, those holds will be filled first unless staff manually rearrange the 

queue. 
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17.14 Call Slips and Document Delivery 

 

If configured, Call Slip and Document Delivery features let patrons place requests on items in closed stacks 

or remote storage, for retrieval by the staff.  Most call slip and document delivery requests are placed by 

the patron in the Discovery Layer.  The patron must be logged in to place a request.  Search for the item 

that is wanted; when it is retrieved click on the Place Request (call slip) or Document Delivery links at the 

right of the detailed bibliographic record: 

 

This will open the Request screen as a popup: 

 

The request screen asks for: 

• Not Needed After date (this will be the expiration date of the request);  

• Pickup Library (default is the library from which the request is made);  

• Items requested, from the dropdown choices; 

• Notes 
 

In the case of a Document Delivery request it also requires the specific citation information: 
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For either type of request, patrons can select a specific item if desired: 

 

Click Place Request when finished. When the request is saved it will be given a Request ID number. The 

request shows in the patron’s dashboard My Requests screen with the current status: 
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17.15 Other Request Forms 

 

Three informational forms are available; these are Comments and Suggestions, Technical Support, and 

Enhancement/New Feature.  The RFI (Request for Information) module controls these; it is only visible if 

you are logged into the Discovery Layer.  If you are logged in, you will see the RFI menu pulldown in the 

masthead (note that library staff may change the default descriptions to something specific to the site, or 

hide the option altogether): 

 

All three types produce a general request form where users can enter notes, comments and questions: 

 

As with call slips and document delivery, these requests show on the patron dashboard’s My Requests tab: 
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Responses from library staff will be delivered to this screen, so patrons will need to monitor it. 

 

17.16 Comments 

 

If enabled, the system allows users to write comments or reviews about items held by the library. These 

comments are available for others to read. To submit a comment in the Discovery Layer the user must be 

signed in. 

Click on the Comments tab that appears in the holdings display of the bibliographic record: 

 

Click on Add New Comment and write your comments in the popup window.   
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Note that comments must be approved by library staff.  When you click Submit, a popup message appears 

saying the comment has been successfully submitted and will be published after staff has approved it. 

 

Once approved, comments can be viewed by any user: 

 

You can edit your own comments, but changes must also be approved by staff before the new version is 

visible to others.  

 

17.17 Tags 

 

Once tags are enabled, a patron can search by existing tags and add tags to the details record and/or results 

list. Tags can be searched and viewed without logging in, but you must be logged into your account in order 

to create new tags. 

Click the Tag Cloud link in the masthead to see a popup window with the existing list of tags to search 

from: 
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The font size indicates the number of titles with that tag applied – the larger the font, the more records use 

it. 

Clicking on a tag in this window will take you to all records that have the tag assigned to it: 

 

Tags are shown in the results list and in the Tags tab of the details record: 



Bibliovation User Manual Copyright © 2023- by   Page 610 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

 

You must be logged in to add your own tag to a record. Search for the record you want and, when found, 

click on the Add a Tag link in the results list or title record. 

It will expand to a text box; enter your term and click Add. 

 

If required by your system configuration, new tags must be moderated and approved before they will appear 

in the tag cloud.  Patrons can always see their own tags under their dashboard in the Discovery Layer (see 

that section above). 

 

17.18 Ratings 

 

Users with appropriate granular permissions will have the ability to rank a bibliographic record and/or view 

bib ratings but not create or modify them.  Users lacking these permissions will not see bib rankings at 

all.  By clicking on the stars in the display 1-5 (1 is lowest, 5 is highest) a user can show their rank or 

approval of a title.  Titles can be rated in the results list: 
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After a bib is ranked, the results list display will change; the ranking assigned by the user (logged in) will 

display as will any other patron/user rankings: 

 

Rankings do not show on the title display page. 

The rank assigned to each bibliographic record is stored by Solr in sorting. Sort options now have Patron 

Ranking as a category.  

 

 

17.19 Course Reserves 

 

If Course Reserves are enabled, users can view course materials through the Discovery Layer; click on the 

link in the masthead: 
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Click on a course name, and a popup will show titles that are on reserve for that course: 

 

Clicking on a title from the popup will open the title in the window beneath: 
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A title attached to a course will show a link in the Discovery Layer Display: 

 

Click the Show link to display details: 

 

 

17.20 Saved Searches 
 

When logged in to the Discovery Layer, all users have the ability to save a search.  Existing searches can 

be retrieved from the masthead link; this link will not show until you have saved at least one search. 

To do this, create a search and view the results. At the top of the results list, you will see the search strategy 

used.  Under the Actions dropdown, select Save This Search: 
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Selecting that option will bring up a screen where you can name the search: 

 

You can name it anything you want; the default name is the search term. In this example, the term is in 

parentheses because it was a multiple word search. 

After saving, you’ll see a Saved Search link in the masthead. Click it and you’ll get a popup window with 

your existing searches: 

 

Click the search name to run it again. Note that you can schedule a search to run daily; if you select this 

option and the library has enabled a nightly cron job, it will run the search and email any new results to 

you. 

 

17.21 Map / Geospatial Functionality 
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Bibliographic records with key data in the 034 field (Coded Cartographic Mathematical Data) will display 

in a map if the GeoSpatial options are configured upon install.  See the section under Searching for more 

information and tips. Most sites will have this disabled. 

 

 

18. External Content in the Discovery Layer 
 

This version of the code adds the option to display content from several third-party providers. In almost all 

cases a subscription to the service is required, as well as server-level configuration. OverDrive requires an 

active SIP2 connection as well. For some content, the user must be logged into the Discovery Layer; if 

required, a login popup will appear before you can proceed. See the Superlibrarian Guide for setup 

information. 

 

18.1 EBSCO Discovery Service 

 

If the library has database subscriptions from EBSCO and is also purchasing the EDS service, the system 

can be configured to search and display EBSCO database results directly in the Discovery Layer. Once 

configured (see the Superlibrarian Guide), the full results of a Discovery Layer search will show as a 

separate display; click the EBSCO link at the top of the facets sidebar: 

 

That will populate the main results list with entries from the databases to which your library subscribes. 

The facets change to entries appropriate to the content, and can be used to narrow results. 
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Clicking on a title will show information about that entry and, if available, an option to view the full text in 

the EDS database. 

 

Clicking that link will open a separate browser window; you will need to log into your EBSCO account.  

Some titles may also have a link to view a .pdf view of the document. 

Some EBSCO titles can be interleaved in the main results list if configured; local holdings are continued 

below these entries in the list: 

 

 

18.2 Index Data MasterKey Widgets to Access Databases 

 

Index Data’s MasterKey Widgets can be used to search remote databases directly from the Discovery Layer. 

These can also be viewed from the search results. If configured, it will be another option at the top of the 

facets sidebar. 
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Click the External Databases link, and the system will retrieve results from the various databases in that 

resource: 

 

There is no individual title display for these results. You can click on any of the hyperlinked entries to limit 

your results; facets for these results are also available on the left. 

The Links entry (Link1, Link2 in the above screenshot) will take you to the original source(s) for the 

material; that source may require a user account. 

 

18.3 OverDrive eBooks 

 

Sites with OverDrive subscriptions can offer direct checkout of titles from the Discovery Layer. Links for 

previews and checkouts will show on the results list: 

 

The links also show on the record’s title display: 

 



Bibliovation User Manual Copyright © 2023- by   Page 618 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

If an OverDrive title is currently in use, you can place a hold on the title from the Discovery Layer. If the 

item is available, you can click Checkout Now and it will be checked out to you.  

 

You can choose your delivery format, or return the title from this screen. 

The title also shows in your My Account Checkouts tab: 

 

Use the Choose Format dropdown to choose the delivery method. Different methods may be available for 

different titles. 

 

Select the format, and the button changes to a green Download Now. A popup tells you to click that button 

to get the content.  
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If you choose Kindle, for example, you’ll be taken to Amazon’s site where you may choose your target 

device: 

 

Choosing epub will download a copy of the book to be read on your computer. The OverDrive option will 

take you to a web copy of the book.  

When you are finished, you can return the title from your Checkout tab; click the Return Title link. 

 

18.4 Bibliotheca cloudLibrary eBooks 

 

If configured, eBooks from Bibliotheca’s cloudLibrary can be downloaded from the Discovery Layer. From 

the results list, matching items will show availability: 

 

The same data and checkout button also shows on the title display: 
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Clicking the Checkout button will do the checkout. The screen changes to show that; your My Account 

Checkouts tab will also show it. Click Download Now to start reading. 

  

That takes you to the cloudLibrary site; you may need to enter your library cardnumber. Then you’ll get a 

popup screen with the title: 

 

You can start reading on the site. If you leave the site, you can return to the book later from the Download 

button in the My Account Checkouts tab. When finished, you can return it from the cloudLibrary site 
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Or from the Return Now link in the Dashboard list of checkouts. 

 

 

18.5 EBSCO NoveList 

 

Sites with EBSCO NoveList accounts will see extra content such as more titles in the series, related authors, 

related series, and GoodReads. This will show on the record’s title display: 

 

The available content will depend on the title. Other content that may show: 
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18.6 LibLime Community Reviews and Ratings 

 

Sites can participate in a LibLime community-based database of reviews and ratings. Information from 

your library and all other participating Bibliovation libraries are included in this database. Community 

reviews and comments will display in a "Shared Reviews" tab under each title. Patrons can add their own 

reviews, or comment on other patrons' reviews, and this content is available to all other participating 

institutions. Community ratings will display both on the search results and the tile detail pages. Patrons can 

make their own ratings. The aggregate rating for a title is calculated across all participating institutions. 

This community shared content is indexed based on the title's primary ISBN. Note that this is unrelated to 

the bib rating feature described above.  

In the results list, users will see the aggregated rating on a title, and if anyone has written a review: 

 

In the record’s title page, the ratings are also displayed, and users can see the reviews under the Shared 

Reviews tab; this example is from a demo system: 
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19. Basic System Configuration and Administration 
 

There are a great many options and settings for configuring the system.  Most of these will be reviewed and 

set at implementation, and will not need further attention unless library policies change.  Some will need 

additional entries as time goes on, such as calendar closed dates, item types, patron categories, circulation 

rules, and course reserves. 

Access to configuration options is limited to staff users with administrative or superlibrarian rights.  See 

the separate Superlibrarian Training and Configuration Guide for details about system setup and 

management. 

 

 

20. Discovery Layer Configuration 
 

Various sections of the Discovery Layer can be customized for appearance or functionality.  This is done 

through the Discovery Layer configuration editor. Access to this new editor requires superlibrarian rights; 

you will also need to log into the Discovery Layer.  The older OPAC interface was controlled primarily by 

https://cdn.kohalibrary.com/c/Docs/SuperlibrarianTrainingGuide.pdf
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system preferences which remain (under the Legacy OPAC tab) but are not used in the Discovery Layer.  

They will probably be hidden or removed in a future version. 

Details on customizing the Discovery Layer are found in the separate Discovery Layer Customization 

Guide document. 

 

https://cdn.kohalibrary.com/c/Docs/DiscoveryLayerCustomizationGuide.pdf
https://cdn.kohalibrary.com/c/Docs/DiscoveryLayerCustomizationGuide.pdf


Bibliovation User Manual Copyright © 2023- by   Page 625 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

Appendix 1: Solr Index Names 
 

There are several places (record matching rules, Discovery Layer search configuration, facets) where you 

may need to know the name of the Solr index.  Here is the default configuration for the current version 

(subject to change).  Much of this may not make sense; the index name is in the first column and should be 

reasonably obvious.  Fields/subfields included are in the second column.  Some indexes are used for internal 

purposes. 

Bibliographic Indexes 

 

id | object | emit_id 
rtype | record | emit_bib_rtype 
biblionumber | 999c 
 
text | record | fullmarc 
text | 001[0-15] | trim 
f001_lc | 001[0-15] | | trim 
 
author-display | 100acq 110a 111a 700acq 710a 711a 
author_rcn_facet | 100 110 111 700 710 711 | emit_rcn_facet 
author-full | 100abcd 100q 110ab 111ab 245c 505r 700abcd 700q 710ab 711ab 
author-sort | 100a 110a 111a | | first 
 
title-nostem | 245ab 490a 440a | | first 
title-short | 245a | | first 
title-sort | 245 | first title_sort | 
title-full | 245 | cat_alpha_subfields | first 
title-alt | 130 222 243 245 246 730 740 | cat_alpha_subfields 
title-alt | 240a 247a 505t 700klmnopqrst 710t 711t 780t 785t 
series-title | 800at 810at 811at 830at 490a 440a 
series-title_rcn_facet | 800 810 811 830 | emit_rcn_facet 
series-title-sort | 800at 810at 811at 830at 490a 440a | | first 
uniform-title | 130 240 243 730 | cat_alpha_subfields | first 
uniform-title_rcn_facet | 130 240 730 | emit_rcn_facet 
 
journal-title | 773t 
 
note | 500a 501a 502abcdgo 504a 505art 506af 508a 511a 518adop 520ab 521a 530bcd3 533abcdefn 
534at 536abcdefgh 538a 545a 550a 586a 753abc 
 
subject-exact | 6.. | cat_alpha_subfields 
subject | 6.. | cat_alpha_subfields 
 
topic | 650a 
topic_facet | 650a 
topic_rcn_facet | 650 | emit_rcn_facet 
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geo | 651a 
geo_facet | 651a 
geo_rcn_facet | 651 | emit_rcn_facet 
 
era | 648a 
era_facet | 648a 
era_rcn_facet | 648 | emit_rcn_facet 
 
genre | 655a 
genre_facet | 655a 
genre_rcn_facet | 655 | emit_rcn_facet 
 
publisher | 260b 264b 
publisher-display | 260b 264b 
publoc | 260a 257a 264a 
pubyear | 008[7-10] 260c 264c | clean_year | first 
 
url | 856u 
 
format | record | | emit_format 
content | record | emit_content 
audience | record | emit_audience 
language | 008[35-37] | map_language 
ln | 008[35-37] 041abdhjkmn 377a 
 
itemtype | 952y | | unique 
collection | 9528 | | unique 
location | 952c | | unique 
barcode | items | emit_barcode 
 
isbn | 020a 020z | | emit_isbn 
isbn-a | 020a | | emit_isbn 
upc | 024a | | emit_upc 
issn | 022a 022y 022z 440x 490x 730x 776x 780x 785x 
issn-sort | 022a 022y 022z 440x 490x 730x 776x 780x 785x | | first 
callnumber | 952o 
callnumber | 099ab 090ab 050ab 082ab 
callnumber-a | 099a 090a 050a 082a 
 
lccn | 010a 010z 
ctrlnum | 035a 001[0-15] | trim 
ctrlnum-035a | 035a | trim 
ctrlnum_lc | 035a | ctrlnum_normalize 
acq-stock-number | 037a | trim 
acq-stock-source | 037b | trim 
record-origin | 999 | extract_org 
origin-system-id | 999f 
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text | 999f | just_numeric | first 
 
 
# cn-sort -- some catalogs seem to have no cn_sort at bib level, so fall back on first item cn. 
cn-sort | 9426 9526 | | first 
 
instrumentation | 048 | cat_alpha_subfields 
 
geo-bbox | bib | emit_bbox 
geo-shape | bib | emit_shape 
geo-scale | 034b | emit_scale 
fulltext | 856b | emit_fulltext 
uuid | bib | emit_uuids 
eformat | 856q 
 
suppress | 942n | | dne_to_zero 
# could use filter here like 'coerce_int' 
 
koha-tag | bib | emit_tags 
 
linked_rcn | record | emit_linked_rcns 
 
popularity | bib | emit_totalissues 
 
subscriptions | bib | emit_total_subscriptions 
 
catdate | bib | emit_datecreated 
 
acqdate | bib | emit_latest_acq 
 
on-shelf-at | items | on_shelf_at | unique 
for-loan-at | items | for_loan_at | unique 
owned-by | 952a | | unique 
lost | bib | lost 
# record must have at least one item with lost value < 1, or no items at all. 
 
on_order_count | 942t 
in_process_count | 942u 
 
rating | bib | emit_rating 
 
create-date | 260c 264c | first emit_best_effort_timestamp | first 
load-date | 856x | just_date emit_best_effort_timestamp 
cloudLibrary-id | record | emit_cloudLibrary_id 
overdrive_id | record | emit_overdrive_id 
 
pubnum | 028a 
geoarea | 043b 
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prodcountry | 044a 
geoclassarea | 052a 
geoclasssubarea | 052b 
subject-code | 072a 
corpname | 110a 710a 260b 
corpnumber | 110n 710n 
short-title | 210a 
map-series | 246a@1=3@2=3 
edition | 250a 
content-classification | 355a@1=0 
content-releasability | bib | emit_releasability(0) 
metadata-classification | 355a@1=5 
metadata-releasability | bib | emit_releasability(5) 
releasability-normalized | 599c 
downgrade-date | 355g | emit_best_effort_timestamp 
acquisition-source | 541ac 
language-note | 546a 
action-id | 583b 
action-datetime | 583c | emit_best_effort_timestamp 
catsource | 942x 
local-collection | 793a 
title-version | 830v 
guide-site | 952S 856h 
guide | bib | emit_guides 
modified-datetime | bib | emit_modified_timestamp 
creator_i | bib | emit_creator 
 
record-status | record | emit_record_status 
 
start-available | 952{ 
stop-available | 952} 
 
local1_exact | 930a | first 
local2_exact | 931a | first 
local3_exact | 932a | first 
local4_exact | 933a | first 
local5_exact | 934a | first 
 

Authority Indexes 

 

id | object | emit_id 

rtype | record | emit_auth_rtype 

authid | 999e 

rcn | record | emit_rcn 

kauthtype_s | record | emit_authtype 

is_stub_b | record | | auth_is_stub 
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ctrlnum | 035a 016a 024a | trim 

sysctrl | 035a | trim 

naco | record | emit_naco 

catsource | 040a | trim 

modified-datetime | 005[0-15] | first emit_best_effort_timestamp 

lccn | 010a 

link_count_i | record | emit_link_count 

 

personal-name_auths | 100 | cat_alpha_subfields 

corporate-name_auths | 110 | cat_alpha_subfields 

meeting-name_auths | 111 | cat_alpha_subfields 

uniform-title_auths | 130 | cat_alpha_subfields 

chronological-term_auths | 148 | cat_alpha_subfields 

topical-term_auths | 150 | cat_alpha_subfields 

geographic-name_auths | 151 | cat_alpha_subfields 

genre-form_auths | 155 | cat_alpha_subfields 

 

Heading-use-main-or-added-entry | 008[14] 

Heading-use-subject-added-entry | 008[15] 

Heading-use-series-added-entry | 008[16] 

Subject-heading-thesaurus | 008[11] 

Match-heading-see-from | 4.. | cat_alpha_subfields 

 

coded-heading_s | record | emit_coded_heading 

auth-heading | 1.. | cat_alpha_subfields 

auth-heading-sort | 1.. | cat_alpha_subfields 

auth-full | 1.. 4.. 5.. | cat_alpha_subfields 
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Appendix 2: Search Tips 
 

See http://lucene.apache.org/core/2_9_4/queryparsersyntax.html for detailed search tips.  Here are some 

extracts and examples. 

 

Phrases 

 

Entering multiple words or putting parentheses around multiple worded terms will search the words in any 

order.  To search a term as an exact phrase, enclose it in quotation marks.  For example, searching 

 United States 

 (United States) 

without quotation marks will find records with the word United and the word States (in any order), but will 

not limit the search to only those records with the two adjacent.  For that, search as 

 “United States” 

 

Searching Against Indexes 

 

You can search against multiple indexes by specifying the index name followed by a colon and the term. 

For example: 

 author:”Mark Twain” and title:”Huckleberry Finn” 

See Appendix 1 for a list of Solr index names. Note that there aren’t actually indexes named “author” and 

“title” alone – those are aliases. They include several of the defined indexes: 

• author expands into author-display author-full 

• title expands into title-nostem title-full title-alt series-title uniform-title 

If you want a tighter result set, use a specific index name from Appendix 1, not the generic author or title 

alias. 

 

Wildcard Searching 

 

You can do single and multiple character wildcard searches within single terms (not within phrase queries).  

For single character wildcards, use a ? symbol. For multiple characters, use an *. For example: 

 

http://lucene.apache.org/core/2_9_4/queryparsersyntax.html
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 te?t will find “test” and “tent” but not “tests” or “tents” 

 te*t will find “test” and “tent” and “tenet” (among others) 

You cannot use the ? or * as the first character of a search. 

 

Fuzzy Searching 

 

Fuzzy searching looks for similar words, based on an internal algorithm.  Use the tilde (~) at the end of a 

single word search, and it will try to find terms that are spelled similarly.  For example, searching 

mark~  

finds not only “mark” and “mark” but also things like “cork” and “mart” and “marx” (and many other 

variants). 

 

Proximity Searching 

 

You can look for words within a specified distance of each other.  For example, searching 

 "pilot Mississippi"~10 

will find records with the “pilot” and “Mississippi” within 10 words of each other somewhere in the record. 

 

Boolean Searching 

 

The Boolean operators AND, "+", OR, NOT and "-" are available. Note that the operators must be entered 

in all caps.  OR is the default – if you enter a multiple word term like United States without the surrounding 

quotes, it will look for all records with either United or States.  You can construct a Boolean search like 

this: 

 “United States” AND government 

 “United States” NOT government 

You can also group search terms with parentheses: 

 (“United States” AND government) NOT Congress 

More elaborate queries and additional operators are available; see the above web site for examples and 

information. 
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Appendix 3 – Version Changes 
 

The current version change page is at the beginning of this document; historical pages are preserved here. 

 

Changes between Version 5.10 and Version 5.12 

 

These manual sections have been added or updated since version 5.10 was released. 

1. Log in to LSP (updated v. 5.11.8) 

1.3 News Items (updated v. 5.11.8) 

1.4 Custom Menu Configuration (added 5.11.8) 

3.1 Basic Search (updated v. 5.12.0) 

3.3 Truncation, Wildcard, and Direct Index Searching (updated v. 5.12.2) 

5.2 Creating a Patron (updated v. 5.11.12) 

6.5 Available Granular Permissions (updated v. 5.11.12, 5.12.1) 

6.5.1. Digital Object Permissions (updated v. 5.11.8) 

8.4.1 Statistical Data Logging (updated 5.12.0, 5.12.2) 

9.1 Opening the Cataloging Editor (updated v. 5.11.8) 

9.3.11 Refreshing a Record (new in v. 5.11.8) 

9.3.17 Reviewing and Saving a Staged Record (updated v. 5.11.8) 

9.3.17.1 Resolving Edit Conflicts (new in v.5.11.12) 

9.6.4 Importing Authority Records (updated v. 5.11.8) 

9.10 Batch Edit Bib Records (added v. 5.11.12,  5.12.01) 

9.10.2 Editing or Deleting a Ruleset (updated v. 5.12.0) 

12. Digital Object Handling (LSP Systems Only) (updated v. 5.11.1) 

14.3 Routing Slips (updated v. 5.11.2) 

14.4 Claiming (updated v. 5.11.1) 

17.5.1 Printing a Record (added v. 5.11.4) 

Appendix 1: Solr Index Names (updated v. 5.11.12) 
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Changes between Version 5.12 and Version 5.14 

 

These manual sections have been added or updated since version 5.12 was released. 

2. Searching (updated v. 5.13.03) 

2.1 Basic Search (updated v. 5.13.03) 

2.4.2 Search Results (updated in v. 5.14.08) 

2.4.2.1 View Digital Objects (new in v. 5.14.08) 

2.4.3 Display Results as List or Images (new v. 5.13.02) 

3.2 Viewing Digital Objects (updated v. 5.13.01) 

5.12.1 Paying Fines (updated v.5.14.07) 

6.5 Available Granular Permissions (updated v. 5.14.01, 5.14.11) 

8. Reports (new/revised v. 5.13.01) 

8.2.5 HTML Formatting (updated v. 5.13.03) 

8.4 Statistical Data Logging (updated v. 5.13.01) 

8.4.1.1 Additional User Data Logging (new v. 5.13.01) 

9.2.3 Creating a Bibliographic Record using Z39.50 (updated v. 5.14.01) 

9.2.6.2 Manage Staged Biblio Records (updated in v. 5.14.08) 

9.3.15 Deleting a Single Bibliographic Record (added) 

9.5.2 Edit an Item Record (updated v. 5.13) 

9.8 Authorized Values (updated v. 5.13.01) 

9.10.9 Checking Status of a Ruleset Edit (new v. 5.18.12) 

9.11 Identifying and Deleting Records Flagged as Deleted in the Leader (new v. 5.14.01) 

9.12 Forcing Reindex of a Single Record (new v. 5.13.01) 

12. Digital Object Handling (LSP Systems Only) (updated v5.13.04) 

12.1 Uploading as New Titles (updated v. 5.14.02, 5.14.14) 

12.1.1 Viewing Objects by GUIDE ID (updated in v. 1.04.03) 

12.3 Attaching to an Existing Record in the Cataloging Editor (new in v 5.13.01) 

12.4 Linking to a Digital Object Uploaded Separately (new in v. 5.14.02) 

12.5 Thumbnail View in Cataloging Editor (new in v. 5.14.02, updated v. 5.14.04) 

12.6 Removing a Digital Object From a Title (updated v. 5.13.01) 
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12.7 OCR Capability (new in v5.13.01) 

12.8 Display Text (new in v5.13.01) 

13 Acquisitions (text revised and expanded) 

13.8 Credit Memos (new feature) 

13.13 Hotkeys (new feature) 

14.2 Creating a Vendor Record (added) 

14.5 Claiming (expanded) 

15.  Lists (updated v. 5.14.01) 

17.4.1 Display Results as List or Images (new v. 5.13.02) 

17.5.1 Showing the Name of the Person Who Has Checked Out (new v. 5.14.01) 

17.5.3 Exporting Record in APA Citation Format (new v. 5.14.01, updated v. 5.14.04) 

17.9 Lists (updated v. 5.14.01) 

17.11.1 My Checkouts (updated v. 5.14.11) 

Appendix 1 Bibliographic Indexes (updated v. 5.14.03) 
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Changes between Version 5.14 and Version 5.18 

 

NOTE: Version 5.16 was skipped for production. 

These manual sections have been added or updated since version 5.14 was released. 

1.5 Hotkeys (new in v. 5.16.04) 

2.4.4 Facets (updated v. 5.15.02, 5.18.00) 

2.4.8 Default Cover Images (new v.5.16.01, revised v. 5.18.06) 

2.6.5 Setting Circle Radius (new v. 5.18.00) 

4. Circulation and Material Management (updated v. 5.16.01) 

4.1 Checking Out (updated v.5.18.17) 

4.2.1 Global Cap on Checkouts (new v. 5.16.02) 

4.5 Checking In (updated v. 5.16.01, 5.16.03) 

4.5.1 Backdate Checkins (new in v. 5.16.01, 5.16.03) 

4.5.2 Clearing On Order Status at Checkin (new v.5.16.01) 

4.5.3 Shelving Cart Display (new v.5.16.02) 

4.5.4 Checkin Notes (new v. 5.16.03, updated in 5.16.05) 

4.7 Handling Transits (updated v. 5.16.04) 

4.9.3 Cleaning Up Inventory Problems (updated v. 5.16.05) 

4.11.2 Placing a Hold for a Patron (updated v. 5.16.04 

4.11.2.1 Placing Holds on Multiple Items on the Same Title (new v. 5.16.05) 

4.11.6.1 Triggering Holds When Waiting Holds are Cancelled (new v. 5.16.04) 

4.11.7 Holds Queue Report (updated v. 5.16.04, 5.18.10, 5.18.14) 

4.11.9 Cancelled Holds (updated v. 5.16.02, 5.16.04) 

4.11.10 Hold Fees (new v. 5.16.05) 

4.11.11 Hold Handling When Items Become Unavailable (new v. 5.18.14) 

4.11.12 Search To Hold (new v.5.18.17) 

4.14.5 Kiosk Selfcheck (new v. 5.18.13, 5.18.14) 

5.3.1 Patron Display Timeout (new v.5.16.01) 

5.12.1 Paying Fines (updated v. 5.16.01) 

5.12.8 Paying Accruing Fines (new v. 5.16.01) 
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5.2 Creating Patrons (updated v. 5.15.05) 

5.3 Editing a Patron (updated v. 5.15.05) 

6.5 Available Granular Permissions (updated v. 5.15.02, 5.15.06) 

6.5.1. Digital Object Permissions (Full LSP Sites Only) (updated v. 5.15.02) 

6.8 Permissions for Anonymous Users (new v.5.16.04) 

7.1.2 Role or Individual Patron Settings (updated v. 5.18) 

7.1.5 Print Notices (new v. 5.16.02, 5.16.03) 

7.1.5.1 Change to Overdue Notice Handling (new v. 5.18.23) 

8.1.1 Running an Existing Report (updated v.5.15.02, 5.16.01) 

8.1.2 Creating and Running a SQL Report 

8.1.2.1 Forbidden SQL Commands (new v.5.16.01) 

9.2.1 Searching for Existing Bibliographic Records (updated v. 5.15.02) 

9.3.3 Validation Error Checking (added separate section to clarify v. 5.18) 

9.3.17 Batch Delete Bibliographic Records (updated v. 5.16.05) 

9.3.20 Link Bibliographic Record to an Authority Record (updated v. 5.16.03) 

9.3.23 Transliteration Macro (new in v. 5.16.05) 

9.5 Managing Item Records (major revisions v. 5.15.02, updated 5.16.04, 5.18.14) 

9.6.7 Deleting Authority Records (new section added v. 5.18.20) 

9.7 HotKeys (updated v. 5.16.04) 

9.8 Authorized Values (updated v. 5.15.05) 

9.9 Batch Edit Items (updated v. 5.15.2) 

9.9.2 Batch Edit Utility (updated v. 5.15.02) 

9.10.4 Applying Ruleset to Bibliographic Batch Load (updated v. 5.18.00) 

12.1 Uploading as New Titles (updated v.5.16.02) 

12.5 Thumbnail View in Cataloging Editor (updated v. 5.18.00) 

12.9 Displaying Large Numbers of Digital Objects (new v. 5.18.14) 

13. Acquisitions (revised/expanded v. 5.15, new features v. 5.18.10) 

13.8.2 Miscellaneous Credits (new feature 5.18.23) 

14.6 Editing Issues That Have Been Received (added section v. 5.18) 

17.5 Title Display (updated v. 5.15.02) 
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17.5.4 Shelf Browser (updated v.5.16.01) 

17.11.1.1 Self Checkout (updated v. 5.18) 

17.11.8 My Hold History (new v. 5.16.03) 

17.12 Placing Holds (updated v. 5.16.01) 

17.12.1 Placing Holds on Multiple Items on the Same Title (new v. 5.16.05) 

17.13 Recalls (updated v. 5.16.03) 

Bibliographic Indexes (updated v. 5.16.04, 5.18.00, 5.18.07) 
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Changes between Version 5.18 and Version 5.20 

 

The underlying stylesheet and code libraries have changed, which means the overall appearance has 

changed. Screenshots have been updated throughout the manual, although some older screenshots remain. 

Many sections have minor changes in functionality. 

2.1 Basic Search (updated v. 5.19.5) 

2.3.4 Did You Mean (updated v. 5.19.06) 

2.3.5 ISBN-10 and ISBN-13 Searching (new v. 5.19.21) 

2.4 Search Results (updated v. 5.19.x) 

2.4.2 Search Results (updated v. 5.19.06) 

2.4.4.1 Publication Date Facet (new in v. 5.19.x) 

2.5 Manage Search Results (updated v. 5.19.x) 

4.1 Checking Out (updated v. 5.19.20) 

4.8 Tracking In-House Use (updated v. 5.19.20) 

4.11.4 Suspending Holds (updated v. 5.19.10) 

4.11.7 Hold Handling for Lost or Withdrawn Items (updated v. 5.19.16) 

4.11.9 Clearing the Holds Shelf (updated v. 5.19.10, 5.19.13) 

4.14.4 Removing an Item From a Course (added to manual v. 5.19.x) 

4.16 Offline Circulation (new v. 5.19.22) 

5.2 Creating a Patron (updated v. 5.19.16) 

5.5 Messages (updated v. 5.19.x) 

5.11 Patron History Tab (new in v. 5.19.x) 

5.12.3 Patron Lists (manual updated 5.19.x) 

5.13 Fines (major revisions in v. 5.19.13) 

5.13.7 Lost Item Handling (updated v. 5.19.x) 

5.14 Lost Card Tracking (new v. 5.19.10, updated v. 5.20.00) 

5.15 Borrower Notes (new in v. 5.19.11) 

5.16 Anonymize Reading History (new in v. 5.19.13) 

6. Role Patrons and Default Permissions (updated v. 5.19.13) 

6.5 Available Granular Permissions (updated v. 5.19.x) 

7. Messaging and Message Preference Defaults (updated v. 5.19.x) 
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7.1.5.1 Change to Overdue Notice Handling (new in v. 5.19.11) 

9.1.1 Authorized Values (section relocated in v. 5.19.x) 

9.3.10.1 Item Level Suppression (new in v. 5.19.05) 

9.3.24 Retrieving an Unsaved Record (new in v. 5.19.3) 

9.5.1 Create an Item (updated v. 5.19.20) 

9.5.2 Edit an Item Record (updated v. 5.19.20) 

9.5.3.1 Deleting Checked-Out Items (updated v. 5.19.19) 

9.5.4 Item Session Defaults (new v. 5.19.13, updated v. 5.20.00) 

9.5.5 Item Status Settings (updated v. 5.19.x) 

9.5.5.1 Custom Item Status (new in v. 5.19.05) 

9.5.5.2 Reports to Find Items with Custom Statuses (new in v. 5.19.05) 

9.5.6 Moving Items to Another Title (new v. 5.19.8) 

9.8 Batch Edit Items (updated v. 5.19.x) 

9.9 Batch Edit Bib Records (updated v. 5.19.16, 5.19.18) 

9.9.1 Types of Actions Possible (updated v. 5.19.16) 

9.9.2.1 Create Ruleset from Template (updated v. 5.19.18) 

9.9.2.2 Create Ruleset from Scratch (updated v. 5.19.18) 

13.1.6 Acquisitions System Preferences (updated v. 5.19.x) 

13.8 Credit Memos (updated v. 5.19.15) 

13.8.2 Miscellaneous Credits (updated v. 5.19.15) 

13.11 Link to Serials (updated v. 5.19.x) 

14. Serials (new in v. 5.19.x) 

17.  Using the Discovery Layer (updated, style changes in v. 5.19.x) 

17.2 Simple Search (updated v. 5.19.05) 

17.4 Results List (updated 5.19.x) 

17.5.5 MFHD Display (new v. 5.19.20) 

17.11 Discovery Layer Patron Dashboard (new v. 5.19.18) 

17.11.1.1 Renewing (updated v. 5.19.10, 5.19.18, 5.19.21) 

17.11.1.2 Renewing Multiple Items (new in v. 5.19.x) 

17.11.1.4 Checkout History (new location v.5.19.18) 
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17.11.2 My Holds (updated v. 5.19.05, 5.19.12, 5.19.18, 5.20.00) 

17.11.2.2 Holds History (new location v.5.19.18) 

17.18 Ratings (updated v. 5.19.x) 

18. External Content in the Discovery Layer (new in v. 5.19.x) 

18.1 EBSCO Discovery Service (new in v. 5.19.x) 

18.2 Index Data MasterKey Widgets to Access Databases 

18.3 OverDrive eBooks 

18.4 Bibliotheca cloudLibrary eBooks 

18.5 EBSCO NoveList (updated v. 5.19.16 additional content) 

18.6 LibLime Community Reviews and Ratings 

Bibliographic Indexes (updated v. 5.19.22) 
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Changes between Version 5.20 and Version 6.0 

 

These manual sections have been added or updated since version 5.20 was released. 

 

2.3.6 Partial Item Barcode Searching [new in v. 5.21.02, updated 5.21.07] 

2.3.7 Barcode Search Goes to Item Status Tab [new in v. 6.00.01] 

2.3.8 Searching in Date Field Indexes [new in v.6.00.08] 

2.4.2 Search Results [updated v. 5.21.07] 

2.4.4 Facets [updated v6.00.13] 

2.4.4.1 Publication Date Facet [updated v. 5.21.09, 5.21.10] 

2.4.4.2 Authority Term Facets [new in v.6.00.08] 

2.4.5 Enhanced Facets for Boolean Operators [new in v.6.00.09] 

3.1 Discovery Layer View of Individual Bibliographic Record [updated v. 5.21.07] 

3.4 Staff View of Individual Bibliographic Record [updated v. 5.21.07, 5.21.11] 

4.2 Checkout Messages, Warnings, and Blocks [screenshot updated v. 5.21.11] 

4.2.2 Limit Number of Current Checkouts Visible [new in v. 5.21.02] 

4.3 Receipt Printing [updated v. 6.00.06] 

4.4 Renewing Items for a Patron [updated v. 5.21.01, 5.21.10, 5.21.11, 5.21.12] 

4.5 Checking In [updated v. 5.21.12] 

4.8 Tracking In-House Use [updated v. 5.21.12] 

4.11 Holds [updated v. 5.21.x] 

4.11.1 Item-Level versus Title-Level Holds [note added v. 6.0] 

4.11.2 Placing a Hold for a Patron [updated v. 5.21.01, 5.21.12] 

4.11.2.1 Search and Sort Options [new in v. 5.21.12, updated v. 5.21.13] 

4.11.2.2 Placing Holds on Multiple Items on the Same Title [updated v. 5.21.01] 

4.11.2.3 Placing Holds and Other Actions from the Results List [new v. 5.21.07, updated v. 5.21.08] 

4.11.2.4 Hold Date in the Future [updated v. 5.21.01] 

4.11.2.5 Overriding a Hold Block for a Patron [updated v. 5.21.06] 

4.11.3 Reordering the Priority Queue [updated v. 5.21.05] 

4.11.4 Suspending Holds [updated v. 5.21.08] 
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4.11.5 Recalls [updated v. 5.21.01] 

4.11.8.1 Checkin/Pass/Trace Options [new v. 5.21.x, 5.21.11] 

4.11.9 Clearing the Holds Shelf [updated v6.00.13] 

4.14.2 Adding Items to Courses [updated v6.00.13] 

5.1 Searching and Displaying Patrons [updated v. 5.21.01, 5.21.12] 

5.1.2 Partial Patron Barcode Searching [new in v. 5.21.02] 

5.2.1 Validate Codabar Barcode [new in v. 5.21.01] 

5.2.2 Copying an Existing Patron [new in v. 5.21.01] 

5.11 Patron History Tab [updated 5.21.03] 

5.11.1 Circulation History [new in v. 5.21.12, updated v. 6.00.01] 

5.13.3 Waiving or Forgiving Fines [updated v. 5.21.11] 

5.13.7 Payment/Credit Details [new v. 6.00.06] 

5.13.8.1 Checked Out Items Marked Lost [updated v. 5.21.06, 5.21.08, 6.00.12] 

5.13.9 Fine Threshold Forgiveness and Transfers [updated v. 5.21.01] 

5.16 Anonymize Reading History [updated v. 5.21.07] 

6.4 User Preferences [updated v. 6.x] 

6.6 Available Granular Permissions [updated v. 6.x] 

7.1.5 Print Notices [updated v. 6.00.12] 

8.1.3 Scheduling a Report [new v. 6.00.02] 

9.2.6.1 Stage Bibliographic MARC Records for Import [updated v. 6.00.03] 

9.2.6.2 Leader 05 Delete Handling [new in v. 6.x] 

9.2.6.3 Add Item Profiles [new in v. 5.21.04] 

9.3 Editing New or Existing Bibliographic Records [updated v. 6.00.08] 

9.3.1.1 Navigating Between Fields [updated v. 6.00.08] 

9.3.1.2 Leader/008 Edit Screen [updated v. 6.00.08] 

9.3.5.4 Selecting Multiple Fields to Copy or Delete [new v. 6.00.08] 

9.3.8 Viewing Two Bibliographic Records in Tabs or Side by Side [updated v. 5.21.14, v.6.00.08] 

9.3.10 Discovery Layer Suppression [updated in v.6.00.08] 

9.3.16 Deleting a Single Bibliographic Record [updated in v.6.00.14] 

9.3.18 Staging a Record for Review (Reservoir) [updated v. 6.00.08] 
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9.3.18.3 Removing or Abandoning Records in the Reservoir [updated v. 6.00.08] 

9.3.19 Link Bibliographic Record to an Authority Record [updated v. 6.00.09] 

9.3.24 Individual Record Holds Control [new in v. 5.21.01, updated 5.21.11] 

9.3.4 Expanded View Options [updated v. 6.00.10] 

9.5 Managing Item Records [updated v. 5.21.01] 

9.5.1 Create an Item [updated v. 5.21.04] 

9.5.1.1 Validate Codabar Barcodes [new in v. 5.21.01] 

9.5.5 Item Status Settings [updated v. 5.21.09, 6.00.09] 

9.6.1 Searching for Authority Records [updated in v.6.00.08] 

9.6.5 Legacy Authority Search/Display [updated v. 5.21.12] 

9.8 Batch Edit Items [new v. 5.21.05] 

9.8.3.2 Modifying Items [updated  5.21.11] 

9.9.1 Types of Actions Possible [updated v. 6.00.10] 

9.9.11 Applying a Ruleset within the Cataloging Editor [new v. 6.00.10] 

9.11 Forcing Reindex of a Single Record [updated v. 5.21.11] 

10. Label Printing [updated v. 6.00.08] 

10.4 Quick Spine Label [new v. 5.21.11, updated v. 5.21.12] 

11. Exporting Bibs and Items [updated v. 5.21.09, 5.21.10, 6.00.03] 

13.1.2.4 Allocating Money [updated v. 5.21.02] 

13.1.2.4.4 Negative Allocations [new in v. 5.21.02] 

13.1.6 Acquisitions System Preferences [updated v. 5.21.02, 5.21.09] 

13.1.1.7 Reprocess EDI Orders [added v. 6.00.20] 

13.1.1.8 Creating a Test EDI Message [added v. 6.02.00] 

13.11 Link to Serials [updated v. 5.21.02] 

13.3.7 Upload Spreadsheet [new v. 6.00.18] 

13.3.9 Printing Purchase Order Information [new v. 6.00.06] 

13.14.1 Audit [updated v. 6.00.18] 

14. Serials [updated v. 5.21.12, 5.21.13] 

14.1.4 Setting up a Supplement [updated v. 5.21.12] 

14.1.6 Editing the Enumeration Counters for Special Patterns [new v. 5.21.12] 
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14.1.6.5 Accounting for Leap Year [updated v. 6.00.28] 

14.1.7 Note on Indexing [updated v. 5.21.04] 

14.2 Creating a Subscription Record [updated v. 5.21.01, 5.21.07] 

14.2.2 Link to Acquisitions Purchase Order [new in v. 5.21.02, updated 5.21.03] 

14.3.1 Unexpected Issues or Supplements [updated v. 5.21.12] 

14.3.2 Editing Issue Data [updated v. 6.0, 6.00.06] 

14.3.2.1 Editing Status or Date or Adding Note [new in v6.00.13] 

14.3.2.2 Changing Enumeration or Chronology [updated v. 6.00.06] 

14.3.3 Title Record Display of Serials Issues [new in v. 5.21.02, updated 5.21.03, 5.21.12, 5.21.14, 6.00.01] 

14.6 Managing Serials Vendors [updated v. 6.00.18] 

17.5.4 Exporting in Other Formats [new v. 6.00.03] 

17.5.5 Shelf Browser [updated v. 5.21.09, v.6.00.08] 

17.5.6 Serials and MFHD Display [updated v. 5.21.02, 5.21.03, 6.00.01, v.6.00.08] 

17.10.2 Logging in With Partial Barcode [added v. 6.00.01] 

17.10.3 Forgot Password Reset Option [new v. 6.00.06] 

17.11.1.1 Renewing [updated v. 5.21.01, 6.00.01] 

17.11.1.4 Checkout History Anonymization [new/updated v. 5.21.07, 5.21.12] 

17.11.2 My Holds [updated v. 5.21.10] 

17.11.12 My General Preferences [updated v. 5.21.07] 

17.12 Placing Holds [updated v. 5.21.01] 

17.12.1 Placing Holds on Multiple Items on the Same Title [updated 5.21.01] 

17.12.2 Placing Holds and Other Actions from the Results List [new v. 5.21.07, updated 5.21.08] 

17.12.3 Hold Date in the Future [updated v. 5.21.01] 

17.13 Recalls [updated v. 5.21.01] 

17.19 Course Reserves [updated v6.00.13] 

Appendix 1: Solr Index Names [updated v. 6.x] 

 



Bibliovation User Manual Copyright © 2023- by   Page 645 
LibLime, 1801 Research Blvd., Suite 310, Bethesda, MD 20850 -- Unauthorized duplication of this material is prohibited 

Changes between Version 6.0 and 6.2 

 

3.5 Records with Large Number of Items [new in v. 6.02.01] 

4.1 Checking Out [updated v. 6.01.03] 

14.11.2.7 Paging for Holds Display [new in v. 6.01.01, updated v. 6.02.01] 

4.11.8 Holds Queue Report [updated v. 6.01.03] 

5.2.2 Password Length [new v. 6.02.02] 

5.4 Changing Passwords for Patrons [updated v. 6.02.02] 

5.13.1.2 Account Receipt [new in v. 6.02.00] 

10.2 Generating Labels [updated v. 6.02.10] 

14.1.7 Editing the Enumeration Counters for Special Patterns [updated v. 6.02.00] 

14.2.4 Staff and Public Notes [new in v. 6.02.00] 

14.8 Managing Upcoming Renewals [new in v. 6.02.00] 

17.5.7 Records with Large Number of Items [new in v. 6.02.01] 
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Changes between Version 6.2 and Version 7.0 

 

2.3.9 Slashes and Hyphens [new in v. 7.00.01] 

2.4.2 Search Results Paging [updated v. 7.00.01] 

2.4.7 Sort Order and Relevance Ranking [updated v. 7.00.01] 

14.11.2.7 Paging for Holds Display [updated v. 7.00.06] 

5.2.3 Copying an Existing Patron [updated v. 7.00.03] 

5.3.2 Deleting a Patron [updated v. 7.00.03] 

5.8 Guarantor or Family Group Records [new/revised in 7.xx] 

5.8.2.2 Creating the Link from the Head of Household [updated v. 7.00.06] 

5.8.2.3 Enforcing the Circulation Thresholds [updated v. 7.00.06] 

5.12.4 Patron Delete Tool [updated v. 7.00.06] 

6.6 Available Granular Permissions [updated v. 7.x] 

9.3.3.2 Custom Validation Rules [new in v. 7.00.01] 

9.3.5.4 Selecting Multiple Fields to Copy or Delete [updated v. 7.00.01] 

10.2.2 Label Batch – Searching for Items [updated v. 7.00.06] 

17.4.1 Search Results Paging [updated v. 7.00.01] 

17.4.4 Sort Order and Relevance Ranking [updated v. 7.00.01] 

17.11.12 Patron Group [new in v. 7.x] 

Bibliographic Indexes [updated v. 7.x] 

 

 


