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Introduction

e Create lists are stored in a review file

(Review files only contain record no’s of database records)

e Lists based on own criteria/needs
« Can combine data from different record types

e From the review file, the records can be:

— Displayed on screen

— Sorted

— Edited

— Printed/exported

— Used to global/rapid update data



Tools you require

e Authorised for create lists

 Knowledge/understanding of
— Boolean operators & expressions
— Indexes & fields
— Create list procedure
— Manipulation of data in review file

*Create lists modes are available in all major modules

*If you are authorised



é Boolean expressions
v—

And Contains both values specified
eg. ptype=1 and ptype=2 (retrieves both ptype’s)

OR Contains one of the values specified

eg. ptype=1 or ptype=2 (retrieves only ptype 1
or 2)

AND & OR

Used only for adding multiple search lines (using append)




Boolean expressions

=  Equal to (exact match)
eg. ptype = 1 (retrieves only ptype 1)

'=  Not equal to
eg. ptype =1 (retrieves all ptype’s except ptype 1)

> Greater than
eg. ptype > 5 (retrieves ptype 6 + higher)

>= Greater equal
eg. ptype >=5 (retrieves ptype 5 + higher)



& .
7% Boolean expressions
A

< Less than
eg ptype < 5 (retrieves ptype 4 + lower)

<=  Less or equal
eg. ptype <=5 (retrieves ptype 5 + lower)

Has Exact match for value entered

eg. ptype field z has @ (retrieves patrons with e-mail
addresses)

Elaborated description in Manual # 101608
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Ensure “Review files”
Is selected

Display your
list on the

Displays
your search

Select data
to export to
spreadsheet

i Export Records ﬂ

strate —
Millenniurn S‘E[e?n . i gY
©> -
Crezte Lists .| Max Records Status | Initials [Created [datefim..
103 [“Library has" CSIR#pdv#20-03-... 2526 10000 1] complete
@ 109 2001 Twdskrifafsknawings gh 10 10000 0 complete
108 2002 afsknawings gh 336 10000 h complete
Statistics 965 [checkin HM 30/45 2862 10000 C complete
83 [Africana Jun-Aug 2006 100 A000 | complete |ajl 11-09-2006 / 0¥:5...
@ 112 |[AJ CSIR e-mails 21/9/06 a5 25000 1] complete (aj 21-09-2006 | 09:4...
19 [ajl 528 283 10000 1] complete [ajl 16-10-2006 | 14:5...
Yiieb Options 24 |ajl coldev 581 1341 A000 1] complete [ajl 16-10-2006 | 14:5...
18 ':ajl csir overdue - AlC books 30 10000 p complete |ajl 29-09-2006 / 15:4...
O 29 [ajl ereserves 20012 with pdf 1321 A000 h complete |ajl 30-09-2006 / 15:2...
2 [ajl expired patrons 2730 60000 p complete |ajl 16-10-2006 [ 15:2...
WWish Master 09 [ajl swartlys okt D6 1866 10000 p complete |ajl 17-10-2006 / 12:1...
iﬂ url 136 10000 b complete ajl  20-10-2006 / 09:3...
@. 85 |ajl xmi g A000 1] complete [ajl 21-07-2006 / OF:4...
1 |ajl vtdcirc 47411 60000 I complete [ajl 209-09-2006 / 15:1...
Oata Exchiang= ™40 |he 156 Haf 2006110119 26 5000 0 complete
A 69 |Bibs: call numbers not in SCAT(... 618 000 h complete D3-10-2006 / 12:2...
o 62 [BioChentek hooks H08 H000 i complete




Basic layout of screen

¢ Millennium Administration - University of Pretoria/CSIR - Anette Lessing - |EI|5|
File Edit View Go Tools Admin Reports Help
z € E
Create Lists Functions = [ = EEI I Vi B Vi B
bppend Dedupe Copy Ernptay Rernzrme Resurme Stop Suspend Settings=
ame O 0 2 eg
per o - U A 2
Millenniurm C OI'E i~ aved 2COI0 " o - A
E uc PUO ng genera Date generated
Creste Lists File \ Hame ° } urrent Reco.. ax Recohds ials ed [datetim..
103 ["Library has6&Remth20.03-... 2 10
@ 109 [2001 Tydskrifafsknnwings gh 10 10000 0 complete
108 [2002 afsknawings gh ) h complete
Statistics 96  |2checkin HM 30/5 Fi | e typ e eg . C complete
83 |Africana Jun-Aug 2006 i complete [ajl 11-09-2006 /07 5...
q 112 I.H..J CSIR e-mails 21906 —hi - - p complete (3] 21-09-2006 / 09:4...
19 |ajl 528 b b I b I 10 g rap h IC 1] complete |ajl 16-10-2006 / 14:5...
Wb Options 24 |ajl coldev 581 . . h complete |ajl 16-10-2006 [/ 14:5...
18 lajl Csir overdue - AIC hooks I=Item p complete [ajl 29-09-2006 / 15:4...
Q 29 |aj| e-reserves 200172 with pd h complete (ajl 30-09-2006 § 15:2...
2 |ajl expired patrons p = p atron 1] complete |ajl 16-10-2006 f 15:2...
REg 09 |ajl swarthys okt 06 p complete ajl 17-10-2006 | 12:1...
il url 0=0 I'd er 1] complete ajl 20-10-2006 / 09:3...
@, 85 Ejl sml b complete [ajl  21-07-2006 / 07:4...
1 |ajl ytdcirc 47411 60000 i complete |ajl 29-09-2006 / 15:1...
f=ta Exchang= | ™40 |he156 Ha 2006/10/19 26 5000 0 complete
Y 649 Bihs: call numhers not in SCAT{... 618 5000 h complete 03-10-2006 5 12:2...
b— 62 [RioChemtek bhooks H08 H000 I complete
9




Basic create list process

Select create list mode SEARCH CRITERIA <— = Repeat steps

l Double click on white for search criteria

. space below “type”,
Select empty file “field” & “condition”
or file to overwrite

l Select from popup

Click “search record” template with options Click append to add
Type value/s

l Click “operator box”
Select “AND” or “OR”

Name your list Add more criteria?

NO

Select relevant “store
record type” eg. patron, Click on search box
bibliographic, item, etc. System processes query
l Status will show “complete”

Sort

List (output)
Export (output)
Show records

Select Range (default Further manipulation of list Edit records
Review or Index \, Empty file if done
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[ Create a list

Creating a list for:

o Patrons owing more than R20
AND
e Patrons with overdue books prior to 30/10/06

11



Create a list

v Millennium Administration - University of Pretoria/C5IR - Anette Lessing - |I:I|i|

File Edit VYiew Go Tools Admin HReports Help

Create Lists Functions Rele 1o/ -110 B =e0] 10 [

Ernpty Renarne Resurne Su5pend SEﬁII‘lQE
B | roviewrics |'Saveasearches |
kil enmiumm al - Search Records Sort Records List Records Export Records
@b Show Records Show Info
Creste Lists File HName Current Reco...| Max Records | Type S“t_atus Initials [Created [datesim...
taylor 123 10000 h complete -
H55% TYDSHKRIFTE agr 24 10000 b complete |hs 27-10-2006 [ 12:1...
17  |swetslaw 119 10000 o complete
18 |ajl csir overdue - AIC books 30 10000 p complete |ajl Z20-09-2006 7 15:4...
19 |ajl 528 283 10000 b complete |ajl 24-10-2006 [ 13:2...
mpty 0 10000 empty
: 21 mpty 0 10000 empty
web Uptions 22 52 5000 complete 26-09-2006 / 14:4...
. . . . . . . 20-06-2005 [ 13:2...
Q 2. Click once on empty review file (it will highlight) 16-10-2006 / 14:5...
el [y 11-07-2006 7 12:3...
Select a reV|ew file with afile size according to expected results
@. 28 |hss rekurds 1o sUppress 479 000 h [:umplete hs 19-10-2006 f 11:3...
R E—— 29 |[ajl ereserves 20012 with pdf 1321 000 h complete |ajl F0-09-2006 /152
30 [MAM hind en eis sks 13-02-2006 30 000 C complete
— 31 |NSE bind en eis sks 13-02-2006 643 000 C complete
= 32 [LAHN hind en eis sks 13-02-2006 |[119 000 C complete
Fursls 33 [TES hind en eis sks 13-02-2006 556 5000 C complete
J4 [LAW bhind en eis sks 13-02-2006 428 5000 C complete
4 35 |[ECO bhind en eis sks 13-02-2006 241 5000 C complete -
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Create a list

¢ Boolean Search

Review File Name: [ajl patron blacklist 4. Name your list

Store Record Type: |PATRON p - EIE Daltro s

6. Select range ORDER o a
CHECKIN ¢

p10000008 CHECKIN AND CARD cc
AUTHORITY a
Tupe Field (ITEM i

p11381425

Value B

COURSE r
VENDOR v
INVOICE n

Range: specify range of database records

Review: records in previously created review file
Index: extract records from indexed field

13

Search Lse Existing Search Retrieve Saved Query Save Save As Close




Create a lists

0 Hame: [ajl patron blacklist
1 PATRON A
i Store Record Type: |PATRON p -
ITEM
OK Cancel =
lp10000008 | d 4 ‘1381450 |
\
Term| Operator | | Type, | Field | Condition | vamen | JalueB |
1 PATRON \ |[MONEY OWED greater than or pqual to 0.00 -~
2 |AND |
x|
= =
greater than equal to
= 4 3
—— less than not equal to
[ Data Fields | 2 == ==
Fized Fields y 4 greater than or equal to less than or equal to
43 44 / 45 4B I W
EXP DATE CDIV PCODE2 use T e
47 43 49 &0 |I
P TYPE TOT CHKOUT TOT RENWVAL curcy |H A .
= = o has All Fields don't have
HOME LIBR f PMESSAGE MBLOCK cLRY |o R
o6 01 102 103 At Least one Field doesn't have matches
MONEY OWED BLK UNTIL CUR ITEMA CURIY [ 5
104 105 122 163 starts with ends with
PIUSE OD PENALTY ILL REQUES CIRCA]
768 a1 g3 T
Motice Preference RECORD # CREATED UPD. OK ‘ Cancel
85 |
REVISIONS =
Wariable Fields
a
BOOKING MESSAGE PATRN NAME POSTAL ADR
h 1 1] =} -
B 14
| ox || cancen Save Save As Close




Create a list

¢ Boolean Search

Review File Name: |aj| patron blacklist |

Store Record Type: (PATRON p -
Range ¥ Start [p10000008 | Stop [p11381450 |
Term| Operator | |  Type | Field | Condition | walea | valueB | |
PATROM MONEY OWED greater than or equal to [R20.00 -
ITEM DUE DATE lessthan or equalto  31-10-2006 1
[ Data Fields | |
Fized Fields )y : =
a8 a9 B fi1 A2 -
ORI e / D s e ND ITEM DUE DATE less than or equ
B3 55 / 56 B7 B8
OUT DATE DUE DAT| PATRON# LPATRON LCHKIN . .
a 72 73 7 75 To input 2nd query line
# RENEWALS # OVERDUE ODUE DATE LEV3 USE RECAL DATE
TE T T4 ar g8
TOT CHKOUT TOT RENEWY LOCATION LOANRULE STATUS Append Line
93 94 a7 108 1049
BOOK USE JOUR USE IMESSAGE OPACMSG YTDCIRC Delete
110 —
LYCIRC -] Clear All
\ariable Fields
C W ] b RS
CALL HO YOLUME BOOKING BARCODE s
LABEL LOC : SYS STAT : INV INFO " MESSAGE
h i iy I :
‘ 0K | | Cancel |
: - ' 15
I Search I @ ITo] €= 110lg) | Retrieve Saved Query Save Save As Close




Create a list

¢ Millennium Administration - University of Pretoria/C5IR - Anette Lessing - II:Ilil
File Edit View Go Tools Admin Reports Help
5 9 " -
Create Lists Functions E : : =
Mppend Dedupe ReVIeW flle Completed spend Settings
_ Select sort
Millenmim all e Search Records Sort Records List Records Export Records
@b Show Records Show Info
Creste Lists File | Hame Current Reco...| Max Records | Type Status | Initials [Created [datefim...
TT9 LLILELLLE) 1] COMpIeTe ~
@ 18 |ajl csir overdue - AlC hooks 30 10000 p complete |ajl 29-09-2006 ! 15:4...
Statictios jl patron blacklist 68 10000 p omplete ljl J0-10-2006 J 14:1...
Q 22  |henta hoeke A2 A000 0 complete rm 26-09-2006 / 14:4...
k_ 23 [VET Bind en eis hss 311 A000 h complete |hs 20-06-2005 / 13:2...
web Opticons 24 [ajl coldev 581 1341 [53] AH000 b complete |ajl 16-10-2006 / 14:5...
25 |hss pryse 2601 A000 0 complete s 11-07-2006 / 12:3...
Q 26 |status d 60 SH000 1) complete
27 bertrud 333 SH000 b complete
el hdzster 28 |hss rekords to suppress 479 000 h complete hs 19-10-2006 / 11:3...
29 |ajl e-reserves 20012 with pdf 1321 000 h complete |ajl 30-09-2006 / 15:2...
@. J0  [MAM hind en eis sks 13-02-2006 30 A000 C complete
31 |NSE bind en eis sks 13-02-2006 643 A000 C complete
D=ata Exchange J2 [LAN hind en eis sks 13-02-2006 (119 A000 C complete
J3 |TES hind en eis sks 13-02-2006 556 A000 C complete
E J4 LAY bind en eis sks 13-02-2006 428 SH000 C complete
= 35 |[ECO hind en eis sks 13-02-2006 241 SH000 C complete
Funds J6  [HUM hind en eis sks 13-02-2006 556 000 C complete
-~ 37 |Ujala entrepreneurship 2000+ 123 000 h complete 17-03-2006 | 14:4...
:‘I — 38 [Unnamed 20 A000 0 complete |ch 06-10-2006 / 12:1... -
EaTn'l ra i L | N A A LR Ch D L A A s = Ta'l Fa'l faTalal e | - L6
Delete Records I




L]

SORT

Create lists: sort

" aijl patron blacklist x|
%orting Fields
Line Type Field
b 4 |PATRN NAME Append
Insert
ouble e Space
aKe sele 0 0 oJelife Delete
— [Delete o
e append 1o Ylevel sO 0
SortSave Cancel
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Create lists: view & edit

r Review Files |/ Saved Searches |

All =

List Records Export Records

Search Recorids Sort Records

Show Becords | Show Info

]

& 5 [ & o

"¢ 'Boolean Review File:ajl patron blacklist

File Tools

Boolean Review File:ajl patron blacklist

Edit Remowe Dedupe Cloze
| Record | Description
= 1 |p10701618 ADAMS, C A MISS =
[J]__2 |p10705715 ADAMS. | MEV
] 3  |p10452175 ADEFR '| Pat R'"d '1"“513 o LS|
14 |p10529287 ADES ¢ =T SER S0 S8 SR
0.5 |p10529159 AHM =| X ¢ Y
D ﬁ p1l]523?l]4 AHIN Inzert Dielete Wiew Print Cloze
E Fi p1l]453639 AKRY p10701618 Last Updated: 31-07-2006 Created: 08-08-2002 Revisions: 36
| g |p10590158 ALALF exppate | 03.03.2003 CUR CHKOUT | 2 CUR ITEMA 2
] 9 |p10686617 ALLIE| FAcDv h UP-HUM SCI HOMELIBR |aic Academic Info Centre | CURITEMB 0
1| 10 |p10896016 APHI | PCopE2 PMESSAGE |- NOMESSAGE PIUSE 0
— USERS 150 Blacklisted MBLOCK OD PENALTY 0
111 |p10485387 AVER o e 26 NO SERVICES CLRIRND |0 ILL REQUES 0
(1|12 |p10412165 BAGI (1ot cikour [ 4 MONEY OWED| R1,636.25 CIRCACTIVE -
|j 13 |p10546042 BALJ| 10T RENWAL | D BLK UNTIL Notice Preference| - NONE
1| 14 |p10431858 BAL(
15 |p10921710 BALC| rconce ]
7" 16 |p10046508 T TIP: Use Con?rol [ ]to scroll
|17 _|p10512664 Y| -em—————r {0 NEXt (previous screen)
1718 Ip10341250 BALIE| PATRNNAME A
POSTAL ADR []
ADDRESS? ] 17
CELL PHONE 0823324658 SELF discontinued
TELEPHONE2 072 189 2801 FRIEND - unknown



Print or e-mail data from review file

Millenniuny Administration * Universit:

Edit Yiew Go Tools Admin

Receipt Printer
Label Printer
Form Printer

v Select Standard Printer |

Current Printer: Local Printer

‘ Printer settings

Select Standard Printer

rnunE}
E-mail Printer




ﬁ Print or e-mail data from review file

Create Lists Functions E]

fppend Dedupe Copy Renarme Resurme Stop Suspend Seftings

- Review Files 1

kil enniurn all bl Search Records Sort Records List Records Export Records
I

@ " List Format x| J Show Info

Create Lists List PATRON Information Records | Type Status | Initials [Created [dateftim...
_ . 0 b complete -
ﬁ Fields to be listed E

Line Type | Field ™ E o TT.'?E?’
b |PATRN NAME |~ Append
2 |PATRON HOME LIER

3 |PATRON EXP DATE )
Insert Append — add atype & field
Choose record type Insert —insert atype & field
2 And field/s for output —— Delete — delete a type & field
Page heading|
Starting record (1-67) 1
Ending record {1-67) 67
Humber of blank lines hetween records (0
[ Humber the records in the list Choose OptiOﬂS to format

[_| Display meanings of fixed-length fields instead of codes

[¥] Display each variable-length field on a new line

[_| Display labels for variable-length fields
[¥] I listing hibliographic title, print it in uppercase

oK Cancel




Examples of create lists

Search for new titles 01/01/2006-31/03/06 with location mus*
Exclude items on the fly (temp records)

Term| Operator

Type Field Condition Value A Value B
1] ITEM CREATED bhetween 01-01-2006 |31-03-2006
2 |AND ITEM IMESSAGE |not equalto T
J |AND ITEM LOCATION starts with  |mus] |
--000---

Search for patrons owing R20.00 and more, or with items
due 31/10/2006 and earlier.

List should only include patron types 4 and 5 and patron
types greater than 10

Term| Operator | | Type | Field | Condition | Yalue A | Yalue B |
1 PATRON MONEY OW... greater tha... |R20.00
2 |OR ITEM DUE DATE less than or... 31-10-2006 S
4 |AND { PATRON P TYPE hetween L | h

ﬁﬂﬂ PATRON P TYPE greater tha... 10 )



Example of create list: MARC Tag search

v MARC FIELD

If you choose ! MARC Tag, the [gss
system provides a prompt |
Indicating what to enter. —oK m-fam

You can omit the subfields or indicators. For example, enter “856" to instruct
the system to look in MARC tag 856, including any indicators and all subfields.

Range ¥ Start lb10000008 | Stop Ib16943648
Term| Operator | | Type | Field | Condition | Value A | Value B |
1] BIBLIOGRA.. MARC Tag856 has http

856 4 1 |uhtip:i0-atoz.ebsco.com.inhopac.up.ac.zahome.asp?id=8058&sid=1113216848&cmhScope=BA|z
<hr=<IMG SRC="iscreens/webver.gif™ height=22 witdth=160 horder=0 alt="Electronic version">
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[ Summary

Know Boolean operators & search criteria
Start with simple searches

Test your results (use sort & view to check)

ot delete from database (in edit mode)

| remove from review file only

eeeeee

€  empty file when done

Ernpty

Quality of data retrieved depends on quality of
data in system

23



References

Create lists - Manual #100665

Using Boolean Searching & specifying search criteria
Manual #101608: #100672; #100673

FAQ: Common create lists problems & solutions
http://csdirect.lii.com/faqg/

Training manua
http://csdirect.ili.com/documentation/training/
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[ Questions

Still using the text based method?

e Try Millennium create lists
— It's user friendly and much easier!
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