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• Create lists are stored in a review file
(Review files only contain record no’s of database records)

• Lists based on own criteria/needs
• Can combine data from different record types
• From the review file, the records can be:

– Displayed on screen
– Sorted
– Edited
– Printed/exported
– Used to global/rapid update data

Introduction
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• 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

Tools you require
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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)

Boolean expressions

AND  &  OR
Used only for adding multiple search lines (using append)
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=  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)

Boolean expressions
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< 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)

Boolean expressions

Elaborated description in Manual # 101608
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Ensure “Review files”
is selected To start your     

search Sort records 
Select data 

to print/email 

Select data 
to export to 
spreadsheet Display your 

list on the 
screen 

Displays 
your search 

strategy 

Basic layout of screen

8
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Name of your file eg.

Initials + brief 
description 

Number of records 
retrieved with your 

search 

Maximum no. of 
records this file can 

retrieveThe file type that 
was searched

Indicates the 
progress of your 

search

File type eg.

b=bibliographic

i=item 

p=patron

o=order

Initials - System 
generatedDate generated

Basic layout of screen

9
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Basic create list process

Select create list mode

Select empty file
or file to overwrite

Click “search record”

Name your list

Select Range (default)
Review or Index

Select relevant “store
record type” eg. patron,
bibliographic, item, etc.

Repeat steps
for search criteria

Click append to add
Click “operator box”

Select “AND” or “OR”

Sort
List (output)
Export (output)
Show records
Edit records
Empty file if done

SEARCH CRITERIA
Double click on white
space below “type”, 
“field” & “condition”

Select from popup
template with options

Type value/s

Add more criteria?   

Click on search box
System processes query

Status will show “complete”

Further manipulation of list  

YES
NO

10
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Creating a list for:

• Patrons owing more than R20
AND

• Patrons with overdue books prior to 30/10/06

Create a list
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Create a list

1. Select create
mode

2. Click once on  empty review file (it will highlight)

Select a review file with  a file size according to expected results

3. Click search records

12
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4. Name your list

5. Select patron file
6. Select range

Create a list

Range: specify range of database records
Review: records in previously created review file
Index: extract records from indexed field
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STEP-BY-STEP GUIDE TO CREATE LISTSCreate a lists

Boolean Search Popup screen

Popup screen

Popup screen

1

2
3

4
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To input 2nd query line

Popup screen

Click search

STEP-BY-STEP GUIDE TO CREATE LISTSCreate a list

15
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Create a list

Review file completed
Select sort
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Create lists: sort

Double click in white space
Make selection from options

Use append for 2nd level sorting

SORT
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Create lists: view & edit

TIP: Use Control [    ] to scroll
to next (previous screen)

17
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Print or e-mail data from review filePrint or e-mail data from review file

Printer settings

19
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Print or e-mail data from review file

11

Click list records

Choose record type 
And field/s for output

Append – add a type & field
Insert – insert a type & field
Delete – delete a type & field

Choose options to format
the list

Click OK

1

2

3
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Examples of create lists

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

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

--oOo---

OR
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Example of create list: MARC Tag search

If you choose ! MARC Tag, the
system provides a prompt 
indicating what to enter.

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.
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• Know Boolean operators & search criteria
• Start with simple searches
• Test your results (use sort & view to check)

• delete from database (in edit mode)

• remove from review file only

• empty file when done

• Quality of data retrieved depends on quality of 
data in system

Summary
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References

Training manual
http://csdirect.iii.com/documentation/training/

FAQ: Common create lists problems & solutions
http://csdirect.iii.com/faq/

Using Boolean Searching & specifying search criteria

Manual #101608; #100672;   #100673

Create lists  - Manual #100665
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Still using the text based method?

• Try Millennium create lists
– It’s user friendly and much easier!

Questions


