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Working with review files

« Append — Merge 2 review files

« Dedupe — Removing duplicate records in a review file
« Copy — Copy a file to an empty file

« Empty — Clear contents of review file

« Rename — Rename a review file

: : SHRVA= i B =
Create Lists Functions % =
ASppend Oedupe Copy Renanme Settings

n [ Review Files | Saved Searches |
Kill nniurm All hd Search Records Sort Records List Records Export Records
@b Show Recorids Show Info
Create Lists File Hame |Current Flecn...| Max Records | Type | Status |Initia|5 |Ereated [datertim...l
103 [“Library has"™ CSIR#pdv#20-03-... 2526 10000 b complete
@ 109 [2001 Twdskrifarsknawings gh 10 10000 0 complete
108 [2002 afsknywings gh 336 10000 h complete
Statistics 96 [2checKin HM 30/5 2862 10000 C complete i
83 |Africana Jun-Aug 2006 100 A000 i complete (ajl 11-09-2006 / 07:5... =



Working with review files: Append, Dedupe

é.%
<

= Append (merge 2 review files)
. Choose review file you want to add to, click append

Select from range, review file, index or create a new list
x|

Review File Hame: |aj| merge 1 |

Store Record Type: | PATRON p

Review file: ajl merge 2 {112) (Patron Records) -

iﬂmliewﬁle:i
| [ Twpe | Feld | Condition | Valued | ValueB | |

5 Dedupe
eae/ Used after merging files to remove duplicates in review file
Simply click “dedupe”



Working with review files: Copy

Copy

Copy
Choose file you want to copy to Click “copy”
and choose file from “file to copy from”

NB.
The file you

select is
overwritten

|/ Review Files |/ Saved Searches |

all s Search Records Sort Records List Records E
Show Records Show Info
Fl TETEAM [ Select fie to copy from A
103 ["Library has™ CSIR#p
109 2001 Tydskrifafsknywing |10 ajl 528
108 [2002 afsknywings gh 13 t&F -
96 |2checkin HM 30/5 . B
83 |africana Jun-Aug 2006 | |+ '@ badenhorst | )
112_|aJ CSIR e-mails 21906 (12 tayior
19 |ajl 528 16 H%S TYDSKRIFTE 2006 |
p A —— ajl 528 17 swetslaw |
24 [ajl coldev 58 18 ajl csir overdue - AIC hooks I
18 |ajl csir overdue - AIC bod (40 3j] 528 [
29 [ajl e-reserves 20012 wi o ajl patron blacklist [
20 [ajl patron hlacklist 22 henta boeke - [
{4 [ajl Patrons with more th [
99 [ajl swarthys okt 06 oK Cancel [
85 [ajl xmi = = [
1 lail vtdcirc I




Working with review files: System generated files

Create Lists Functions (7 & = 1. Select empty review

n _ f Review Files |/ Saved Searches | fl I e
Mill erniiirn all - Search Records Sort Records List Reca 2 C I .
- . Click co
@) Show Records py
Crese Lists ||| File x| 3. Select file to copy
i 5 [Empty
@ 76 [Empty 136 Bibs: call numbers not in SCAT (639) fro m O u S C re e n
- = ¥ ob gift200 1456 pyrchase Orders to be processed (152) = p p p
Stafisties f8 jwnnr loc: 128 Purchase Orders already printed (1) t t d .I:I
é‘ ;g Emg 120 Purchase Orders already sent electronically (158) (Sys em g enerate lHeS
i 130 CLAIMS for orders to be reviewed {5533) .
81 hoek hesi
ety a2 hgg kr§di 132 CLAIMS for serial issues awaiting print (1) are I ISted at th een d)
e 83  |africana. [133 Pull-slips to be reviewed {13) . . .
@ /|84 JoRdErSK [135 Labels for batch printing for milcatai (12) 4 . F| Ie IS CO p e d {0
TS e |85 lajl xml 136 Bibs: call numbers not in SCAT (639) B i )
=] 86 [Serialwit 437 {ems: call numbers not in SCAT (83781 Bl
. 57 st cat 2 ems: call numbers not in i ] reV| eW f| | e
Q i EENGIBS Dist: OK Cancel
D 5 80 lwalter nu — —
Review Files |/ Saved Searches | [L-ORY |
Al w7 Search Records Sort Records List Recorids Ezport Records
Show Records
Name
5 |Bihs: call numbers not in SCAT{08-11-2006) 639 40000 b complete |

0 oo Ty I 6



Working with review files: Limit

Limit display of files to files completed, In
progress, empty or with your own initials

Create Lists Functions E

bppend Dedupe Copy Ernpty Rename

l ( Review Fil d Searches |

hillennium il w |\ Search Records Sort Records List Records Export Records

@' All Show Records Show Info
Create Lists Complete [Current Reco...| Max Records | Type | Status |Initials [Created [datettim..]

In Progress Hpdvy20-03-... 2526 10000 b complete

@ 1] inMs b 10 10000 0 complete
b

C

I

g {EMpLY b 336 10000 complete
Statistics Limited 2862 10000
83 ricana Jun-Aug006 100 5000

complete ?5555
complete ajl  11-09-2006 /075...=




@ Rename
Highlight review file and type new name

Empty (Delete review file from list)

Highlight review file and click empty

== Settings
Settings Can set to run search in fore- or background

/ Millennium Administration - University of Pretoria/CSIR * Anette Lessing J

File Edt View Go Tools Admin Reports Help

Create Lists Functions ' €| ' . F@ l_H—l l_H—| l_,J—|

Copry Ernpty Rermarna

‘fﬂwiew Files | Saved Searches | 3



Working with review files: Settings

If you select “wait for
searches to complete” you
are unable to

perform other functions
(license restriction)

# 100673

-Options for Create Lists searching
(® Don't wait for searches to complete (default)
() Wait for searches to complete

() Promipt to wait for searches to complete

[v] Look up call numbers

[l Include equivalent 880s




Working with review files: Stop, Suspend, Resume

Stop Stop a search completely

[

To stop a search temporarily

Suspend

N

To resume search after suspended it

Rezume

10



Group search terms

/ Boolean Search

Review File Name: | patron blacklist template

Store Record Type: | PATRON p b
Range ¥ sgm/ ln10000008 | Stop [p11381516
| Twpe | Field | Condition | ValuedA | ValueB |
"PATRON  MONEY O.. greater tha... R20.00 _ |~
ITEM _DUEDATE _less than o... 31-10-2006 | - -

PATRON  PTWE  between 4 5 -
PATRON PTYPE  greater tha.. 10 | @ 7

—
-

PATRON MONEY OWED greater than or equal to "R20.00" AND ITEM DUE DATE less than or equ |=| Group N.t.
alto "31-10-2006" AND (PATRON P TYPE between “4"and "5" ORPATRON P TYPE greater th -5
an or equal to "10")
QUP” becomes 3 s
e O ele 0
Delete 11




Restrict create list to scope

If your library's database is scoped, you can set the
Millennium Create Lists function to:

-Restrict the retrieved records to those within the current login's
scope (set scope in millennium login)

-Database maintenance option no. 31

"% HAnlaan Yanrm

Hommew Hiv ke fEnnly

Atrra ARGnrd T FRI INARAAPHIC b T

Sl hi12140548
[ 1R $:npiAH K0YA

m Sl 10000000
Use scoped range

lemi  Uperakor I hiehl ‘Yalie &
1
12

Comidicn Valic B | |




Review file ownership

« Password protection for review files
 Must be enabled in Database Maintenance options 26

o If setto YES only authorized users may delete or modify
review files

ii]  (OWN) Click to protect

0w

Release

(RELEASE) Click to release

File | Hame |(_2g1_rrent Reco...| Max Records | Type | Status | Initials |[Created [datefim..
18 |ajl csir overdue - AIC books 30 10000 b complete 29-09-2006 / 15:4..
19 [ajl 528 283 10000 h complete |z 01-11-2006 / 15:1..
20 [ajl patron hlacklist 666 10000 b complete (ajl 02-11-2006 / 09:4..
21 |[Empty 0 10000 empty

13
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Saved search templates

*Create a search template for later use (update
values eg. dates, locations)

*Use for regular searches with different parameters
eg. new titles received, blacklists, etc.

5 2 =
Create Lists Functions = B = e —
Sppend Dedupe Copy Ernptay Rename Lettings=
n |/ Review Files @u&d Searches
Millenniurm All hd Search Records Sort Records List Records Export Records
@b Show Recorids Show Info
Create Lists File Hame |Current Flec:u...| Max Records | Twpe | Status |Initials |Created [date!tim...l
103 ['Library has"™ CSIR#Zpidv#20-03-... 2526 10000 1] complete
@ 109 [2001 Twdskrifarsknawings gh 10 10000 0 complete
108 [2002 afsknywings gh 336 10000 1] complete
Statistics 96 [?checKin HM 30/5 2862 10000 C complete i
83 |Africana Jun-Aug 2006 100 000 i complete |(ajl 11-09-2006 ! 07:5... =

14
#100674



Saved search templates

[ —— - -——p ey =

“Review Files | Saved Searches
all hd Search Records Sort Records List Records Export Recorils

"% Millennium Administration - University of Pretoria/CSIR * Anette Le

File Edit VYiew Go Tools Admin Reports Help

Modify the parameters
or create new template

Create Lists Functions

|/ Review Files |/ Saved Searches

<

killennium Store Record Type:

X

Create Lists Review file:
@ Term| Qperator | | Type | Field | Condition | Yalue A | Value B |
1 BIBLIOGRA... (CALL MO equal to -
Statistics —

®

4

Web aster Cueny Query Name
S ave

no dewey

Uniform tithe with a dot

missing 222 55 231098

IC

A E=0 =0 G = 0 B (2

julene
— Tydskrifte viakke
= naam ontsluiter
Funds unikom soektog EG —
> — e — x>
= 15

Delete Records |




Saved search

= v g m— [pp—— -—p gy =

P x|
Review Files K@

| all b Search Records Sort Records List Records Export Records
W !
Range ¥ Start Ib10000008 | Stop Ib16943624 |
Term| Operator | | Type | Field | Condition | Yalue A | Value B | |
1] -

1]

1|

Search Use Existing Search (E.etrieve Saved Query )| Save Save As Close 16




Boolean expressions

. Boolean Conditions (#101608)

Meaning Hint=
Equal to = Use for exact matches, cood for fxed-length felds
Mot equal to 1= Use for exact matches

Greater than =

Les= than =

Greater than or equal to ==

Less than or equal to <=

Cotnpares the data character by character untl a non-matching
character 15 found.

Mote: if the Less Than condition 1s used for dates, blank dates
are considered less than any date entered. Use range (Betwreen
condition) to avoid blanks dates as part of result set. Range
condition 15 also useful for call numbers and funds.

Has=

strng search for the records contavmng the character stnng you
key attrwrhere i the held specified.

Tunctuation raust match, bt it is not case sensitive. This is the
most cottn on opetator for vanable-lenoth feld searches.

Al field=s don't have

Strng search for the records where etther one or all related fields
do not contamn the character strings that you entered.

Punctuation must match, but it 15 not case sensitive. This s very
useful for wanable-lencth field searches.

At least one field doesn't
have

This operator retreves records that contain the given field,
provided that the giwen field does sof Aaee the specibed character

ot strng of characters.

Between (is between _ and _)

Fange 15 miclusive (betureen 50 & 100 wcludes 50 & 100)

Mot within (not between)

Fange s not inclusive (not writhin 05-01-98 & 05-08-98 does #of
mclude 05-01 or 05-08)

MMatches

The r opetator alloears you to enter a NI regular expression to
search fimed- or vanable-length fields in database records.
Fegular expressions are a powerful and cormplex tool that

specifies a pattern of characters for<which to search.

Starts with

Use this operator to find felds in which a given word or phrase
appears at the begnming of the field.

Ends wath

Use this operator to find fields m which a given word or phrase
appears at the end of the field

17



Examples: Index search

v Boolean Search

Review File Hame: |aj| index search

Store Record Type: |ITEM i -
Gmex j JOURMAL TITLE (s) ~ la lto b |
S —1
CALL HO (c) =
Term| Operator | |cSIRCALL NO ey |5 Field | condition | ValueA | ValueB | |
1 AUTHOR (a) .
TITLE it) 2

JOURNAL TITLE (s} _II
SUBJECT ()

BIB UTIL NO (o)
STAHDARD HO {i}y |- |

Retrieves journal titles starting witha & b

18



Review file for headings reports

File Edit VYiew Go

Headings Rep¢

Tools

"V Millennium Cataloging - University of Pretoria/CSIR * Anette Lessing

Admin Reports Help

-
Slabal Update

;111_

Rapid Upd=ate

P

Create Lists

Ozlete Records

[

Delete kams

Hezding=s Rpt=s

&

Statistics

T

URL Checker

=

il

=101 %]

-

headrpt admin Wed Nov D8 09:13:29 CAT 2006

. m o

Character Map @ @) | @
Select Entry Enter e Edit Clear Print Cloze
Create Review File sy }|| Bihli hic Record |
LEdie RENE e =egraphic Recorts  § hate  Jrunction] Group | _Init_|_Entry Date |
Clear Checked Entries Authority Records mcr 104 is 0061101 |~
Check highlighted entries Item Records 125247 pe
LIncheck highlighted entries Patron Records
.
., 1943- Dugital processing of speech
signals / Lawrence B Fabiner, Fonald
W, Schafer.
Duplicate  Field: i020 |z0030167470 2006/11/01 egzt- O im 2006/11/01
pritries Indexed as STANDARD NO: 01:30:29
2 ([ D08 OT a7 470
From: h16937933 Pathria, F. K.
mtatistical mechanics f by E_E. Pathria,
( Review Files Saved Searches |
All - Search Records | %ot Records
| Show Records St
Hame current R..

19



Review file maintenance

ASAA — Advanced System Administration and Access

g. “ must be enabled

*Re-size the size of review files according to need

eIncrease number of review files

*“Records used” should not exceed availability

Transmi

File Edit

Avallahle: 0, Mazx: 1875000

001 > e0000 L T oo lEIEIE
ooz > e00aa 015 > 10000 034 > 5000
o033 > e00aa 012 > 10000 035 > 5000
oo4 > s0000 oz0 > 10000 036 > 5000
oos > 40000 021 > 10000 o377 > 5000
o0& > 40000 02z > 5000 038 > 5000
oow = 25000 023 > 5000 032 > 5000
oos > 25000 024 > 5000 040 > 5000
oo2 > 25000 0z25 > 5000 041 > 1000
o100 > 25000 026 > 5000 o4z > 1000



Export records to spreadsheet

[ Review Files | Saved Searches |

Millennium ‘ Al v Search Records Sort Records List Records Export Records
g e
@’ Show Record: [l i X|
Create Lists File Name . |Current Reco...| ! g Export PATRON Information tim.
= I

103 ["Li = 2526 1{ helds to be exported
109 |2 : { [|Line Type Field
‘ 1. Select fields for output 1 [EXPDATE ||  append
2 |PATRON PATRN NAME
3 ITEI'I.I'I DUE DATE
Insert
Delete
. . 2
2. Format export list (or use Excel wiz) T ,
Text gualifier *
Repeated field delimiter ;
Maximum field length {0- 1000} 5

Filegsettings'p4265476My Documents'atxt(l Browse

3. Select file name on PC OK Cancel

Save as .txt file + click OK
Manual # 105412 21




Export records to spreadsheet

e (Can export selected fields to a spreadsheet eqg. Excel

e Formatting Exported lists with:
— Field delimiter : default is comma (,) (Delimiter between fields)
— Text qualifier : quote () (Delimiter for text fields)

— Repeated field delimiter : semicolon (;) (Delimiter between fields of the
same type)

— Maximum field length: Maximum number of characters exported from each
field

- [ Review Files | Saved Searches |

Mill enniurm Al S Search Records Sort Records List Records Export Records

@b Show Records Show Info
Craste Lists File Name ICurrent Reco...| Max Records | Type | Status | Initials [Created [dateftim.

103 [“Library has" CSIR#pithv#20-03-... 2526 10000 b complete
ﬁ 109 2001 Tyuskrifafskrywings gb 10 10000 0 complete

Manual # 105412 22




Import records to spreadsheet

EXCEL

Select “Data” Import External Data, Import Data

Microsoft Excel - Book1

IE_W File Edit ‘ew Insert Format Innli Data ||ﬁindnw Help

HRNEA" RERENE AY A -0
Al v A
A B C D

oo~ o | e o o | —

‘% J, aart. ..
Filker
Subkatals, ..

Validation...

« 10« |1

Texk to Columns. ..

13| PivotTable and PivotChart Report. ..

Import External Data

» |M 3 Impart Data.. .

List
KL

4 gy Mew Wweb Query..,

4 4 Mew Database Query..

23



Excel Import wizard

Text Import Wizard - Step 2 of 3

This screen leks wau sek the delimiters your daka contains, Yaou can see
b wour ket is affected in the preview below,

—Delimiters

[ i1ab! [ Semicalon [ Comma

[ space [ other: I Text qualifier: |" 'I

[ Treat consecutive delimiters as one

Daka preview

AP DATE,"PATEHN HMAIN

-0z, "DELPO" ,"1E5-1]1%*1E5-11" "15-11",6"1E-11","1E-11" ,"1E-11","1&E
3-03, "EEMP, " "Z8-10"
3-03, "JACOE",
3-03,"BADEN","18-11","18-11","15-11","15-11","15-11" ,"0&6-11","0&
= —— 21|
4] | b
ers wour data contains. You can see
Zancel | < Back | Mexk = I Einish | =view below,
elimiters . __
Treat consecutive delimiters as one
™ Tab [T Semicalon
[ space [T otheg Text gualifier; I ;I
PLTREN MLME DITE DATE -
CELFO 1 &5—-11 p&5-11 p&5-11 p&5-11 p5-11 p5-11 p&5—-11
F-EMF . [==2—10
T AaC0OE
E LD EIT 15—-11 12—11 15-11 pPE-11 PE-11 Pps-11 p&-11 ,.,,I
4 | 1 .
Cancel I = Back I | Mexk = I Einish I




Import delimeters

Text Import Wizard - Step 2 of 3

This screen lets vou set the delimiters your data contains, ‘fou can see

how waur text is affected in the presdew belaow,

) .

elimiters

v Camma

[ Treat consecutive delimiters as one

Text qualifier:

2 x|

~Data preview

ind a Library (WorldCat)O493016302220172Zf20
orld of LearningzZ280ZZ0153000000000000080O1C
nt Courts & Trikbunal ProjectOl301601Z010[1°
orldtradelaw. net04500011000000000000000 00 0C
ToOLs0000000O000000000000000000000

ol

Zancel < Barc

rong delimiter used

Correct delimiter used

Text Import Wizard - Step 2 of 3

This screen lets wou set the delimiters wour data contains. You can see
hiow wour ket is affected in the preview below,

[ Treat consecutive delimiters as one

[ Semicolon

[ Other: I_ Test qualifiers |

—Dakta preview

ind a Library (WorldCat)
rld of Learning

nt Courts & Tribunal Project
orldcradelaw. net
IO

Cancel

< Back Bext =




ifi Import to spreadsheet

4 Microsoft Excel - Book2

@ File Edit Mew Insert Format  Tools Data  Window  Help

_:I._.;"li"_é_ﬂj_l?&i;ﬁ "]*Ev‘%lﬂ ﬁ.ﬂ.rial

4 =3 | ' & I 1= B
51 - P
A | B | ¢ | D | E |F

_1 |CALL NO{BIBLIO) 260|c LYCIRC TITLE YTOCIRC
2 |SPN 528 SWAN 1978 0 Die invioed van moto o T x|
iEEE? HLIM 1993 U/Human factors in qen 1 Export BIBLIOGRAPHIC Information
415287 INT c55E. U Proceedings # Intern 0 iported
5 |58 MID 1955 0 Middleton and Chadwi o pe llanLF'Ed - aonend
B |A28.9 ADV c1991. 0 Advances in cartogra | e e SHREt
7 |548.8 COM c1979. 0 Cormputer mapping in a YTDCIRC
-8 |548.235 LEE c1976. 0 Conformal projection a LYCIRC Insert
9 |525.8.044 INT 1997, 0 Advances in atmosphe 1| 3RAP._IINILE

10 |528.235 PHI c1972. 0/ The uze of stereogra a
11 |528.85 SYM c1975-219; 0 Symposium an Machine i Delete
1 |528.871.5 GOR 1983 U Remote assessment of 0 -
13 15287 NCG 1990 U Two perspectives on a n

14 1727 A RFCC r19RA F\Iﬂnnnnt arlvanrrs in & 1 _ ’

| Text qualifier

Repeated field delimiter Text gualifier At

A o File: | Browse

OK Cancel
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References

Create lists - Manual #100665

Using Boolean Searching & specifying search criteria

Manual #101608; #100672; #100673

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

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

Thank you

Anette.lessing@up.ac.za
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